Society:……………………………………….

COMMITTEE HANDOVER

	1)
	What key Tasks did you have to undertake through the year? 

Things to think about: 

· Planning and organisation of activities 
· Setting up virtual events and creating the links
· Organising external speakers
· When do you have committee meetings? 
· How often do you interact with members? 
· What training or events did you have to attend? 
· Use of Union Cloud (website) to update information about your society and check member numbers
· Contacting internal and external companies 







	2) 
	Have you handed over the passwords for society email and social media account(s)? 

· Twitter 

· Facebook 

· Instagram

· Any others


Any comments about the best way / time to contact members?




	3) 
	What tasks need to be done prior to the start of the new year?


Things to think about:

· Welcome events
· Booking slots with your instructor / picking a virtual platform / room bookings
· Equipment – do you need to order any?
· Promoting your society (online and in person)






	4) 
	Do you have a welcome / taster session?

· If so, what were they like? 
· What did and didn’t work well?
· What changes would you recommend?











	5) 
	What key contacts do the new committee need? 
· Internal contacts 
· External contacts








	6) 
	Does the outgoing committee have any materials to pass onto the new committee? 





Are there any storage cupboards where materials are stored?  If so, how do they gain access?







	7) 
	Do you know how much is in the society account?

Is there anything else that is going out? Are all monies up to date?




	8)
	Does your committee understand what to log volunteering hours for? (Not sure, check out the links below for the how-to guide). 






	9)
	Any other comments?




Remember if you or the incoming committee have any questions you can contact The Union through s.u.societies@mmu.ac.uk 

Please keep an eye on your emails and encourage the new committee to do so as this will be the main way you’ll receive information about the new year including training.

Key Links:

Committee Resources Hub: https://www.theunionmmu.org/your-voice/committee-resources

