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In order to help your student group get ready for the next academic year and hand over all the relevant information to your new committee, we’ve created this short handover template for you to fill out. 
Please complete this document and email it to your new committee. Don’t forget, planning your Handover counts towards the Bristol SU Accreditation Scheme.

Feel free to make this your own - add in sections, take parts away. Use pictures, add in links. It should simply serve as a starting-off point for your handover. If you are unsure of any parts, email us at bristolsu-development@bristol.ac.uk 

YOUR GROUP DETAILS
Group Name:	
Finance Code:	
Group Email Address:	
Standard Membership Fee: (add rows if you have multiple memberships)	
Current Bank Balance:	
External Affiliations:	
Outstanding Sponsorships:	


CORE DOCUMENTS
Document	Link
Constitution	
Budget	
Risk Assessment	
Strategic Plan	
Other	


DIGITAL HOUSEKEEPING
Please use the space below to record any log-in details and passwords, such as those for social media platforms. It’s important to ensure all passwords are secure and changed frequently. As a minimum we recommend each new committee sets a new password each year.

Platform	Log-in Details	Password	Web Link
Instagram			
Facebook			
External Website			
Any other email address			
Digital Storage eg GDrive			
Other			


KEY CONTACTS
Key contacts could include suppliers of equipment, coaches and instructors, ongoing sponsors or individuals to contact for venue hire.

	Contact Name
	Role of Contact
	Phone Number
	Email Address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




STORAGE
If your group has access to any storage spaces, please include them below, including how to access them (some are easier to find than others!) and what is currently stored there. Include items stored at committees houses!

	Storage Space Name
	Contents
	Location
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




EQUIPMENT LIST
If your group has any equipment that is used for activities and events, please include them below so that your incoming committee have a full inventory, including the location of items. 

If your list exists elsewhere, please link it here :

	Item
	Quantity
	Cost
	Notes (eg storage location, condition and servicing schedule0

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



YOUR CALENDAR YEAR
Have a think about all the important dates over the year that your new committee will need to be aware of. Are there deadlines for things like room bookings, certain competitions you always go to or festivals you celebrate?

	JULY
	

	AUGUST
	

	SEPTEMBER
	

	OCTOBER
	

	NOVEMBER
	

	DECEMBER
	

	JANUARY
	

	FEBRUARY
	

	MARCH
	

	APRIL
	

	MAY
	

	JUNE
	



CURRENT COMMITTEE HANDOVER
Use the space below to detail your role and how you have found being on committee this year. Think about the work you have done and any information you would like the new committee to know about.

REMEMBER - Completing this sheet should be just the start of your handover process. You should be taking time to meet your successor and having them shadow you in your role for a period of time.

YOUR NAME:
YOUR ROLE:
YOUR CONTACT DEATILS / EMAIL:

	What were 
your main responsibilities?
	



SUCCESSES
Use this space to outline three successes your club/society has achieved this year. It’s important to reflect on what went well so that your new committee can continue with your projects and initiatives.

	1
	

	2
	

	3
	



IMPROVEMENTS
Use this space to outline three improvements your club/society should make next year. Throughout the year things don’t always go to plan and can be improved, so you can let your new committee know your thoughts here.
	1
	

	2
	

	3
	




DUPLICTE THIS PAGE FOR ADDITIONAL ROLES!
0
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