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MEMO #0704

DATE:

January 25, 2004
TO:


Executive Board Staff
FROM:

Executive Director Gaura
RE:


Paper Transition Binder Guidelines and E-binder 
The principal reason behind maintaining transition binder revolves around a notion to professionalize your position and give more elaborative information and ideas to others.  Whereas each position is unique in its nature and you are the only person who knows what is the most important for future followers of your duties, there is some fundamental material that should be included in each binder.   

So here are some suggestions for your transition binder as you are preparing it for the future generations.  It has been decided that you will be given a new binder and a disk (probably zip disk).  Disk should include everything that is inside of your binder. 
1. Welcome/Congratulation letter

a. Major responsibilities and duties of your job

b. Scope of your job 
i. office hours

ii. Constitutional definition of the job

2. Important Phone Numbers/Contact/ Resources Sheet

a. Director’s phone number and code

b. Distribution list – Director’s Committee List

c. Fax and how to use it

d. Door code 

e. Mailbox number 

f. Desk key

g. Numbers for reservations/news/advisors/ etc. 

3. What to do upon arrival to this position

a. What is essential for new director to know about this position 
b. What issues s/he must start working on

4. Budget

a. What is the annual budgeted allocation for this position?

b. What is the general allocation for SGA?

i.
For instance, there is $1500 for Diversity speakers etc. 

c. Director’s Events – description 
d. Revisions – should there be any?  How to apply for them?

e. Receipts – make sure they know that without receipts there will be no refunds, if applicable. 
5. United Council Information 

a. Director’s Committee – include old material/former agenda etc. 

b. Contact on important individuals 

6. Memos – include all memos 

7. Your weekly reports

a. Some of you asked me at the beginning what the previous director said during her/his report – make it easier for your followers

8. Letters you wrote/forms you created etc. 

9. Electronic templates Communication Director has created for you – part of your E-binder. 

10. Legislation

a. Your own bills

b. Your committee’s bills 

11. Your comments/feelings/advices/recommendations

12. Others
