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POLICY:

The purpose of this policy is to describe the procedure by which all outgoing and incoming board members will utilize the board member checklist to assure a smooth transition.  
PROCEDURES:

Prior to the end of the Oregon Academy year (May 31st), each outgoing board member is responsible for meeting with the incoming board member to discuss position transition.  Board orientation, including review of position descriptions, will take place during the first board meeting each year.    
The items listed below shall be forwarded to incoming board member.

_____ 1.  Board Resources, with latest updates – optional 

(all board members will receive updated resources during board orientation)

_____ 2.  Committee reports, minutes, correspondence, and agenda packets
_____ 3.  Position description

______4. Annual summary/year-end report

_____ 5.  Any historical documents and/or information
_____ 6.  Correspondence files

_____ 7.  Administrative/special project files

_____ 8.  Financial records

Page 1

