[Society Committee Position] Handover Form 2026
You can format this document however you wish, but we ask that you please include at least the following essential sections:
Admin
· Information on access for things like:
· Society email 
· Canva or equivalent
· Any login details (for relevant social media)
· Any shared folders or documents (e.g. old papers, reports, data, meeting notes)
· Microsoft Teams channels 
Key committees, groups, or meetings they will attend in their role such as Opportunities Forums, joint society events, working groups etc.
· It’s important to provide context for ongoing pieces of work and annual events
· Also include things like past agenda items at the Opportunities Forums
Key contacts that may support them 
· How best to contact these staff/individuals (such as University staff/departments, Union staff, Executive Team etc.)
Advice on key projects they might be involved with, 
· E.g. Freshers, themed weeks, events, pop-ups and collabs etc.
· Who to contact about this 
· When to start working on this
· How the event/project has worked before, and what its current status is 
· Any other advice or context they may need to know to help them when planning or executing the event. 
Suggestions on managing the Society (from your role)
· If there are roles in your committee that need to be changed or expanded, it’s worth adding this in (for example, if your social media committee member was overworked, you could suggest they add another volunteer to share the workload). 
· It is worth giving advice on situations that might require context, such as if some roles tend to clash, or if there are times that are particularly busy.
Any other advice and guidance for the next person in your role
