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OUTGOING OFFICER SURVEY

Name: 

Position:

Dates in Office:

1. What are the main areas of responsibility (weekly, monthly, and overall) of your position?  Who are your primary contacts (university administration, other students, external groups, etc.)

2. Is there any unfinished business or things that you need to complete?  If yes, please list it below and provide information about what the incoming officer needs to know.  (i.e., contact people, resources, how far along the project is, etc.)

3. What kind of materials do you have to pass along - binders, files, notes, electronic resources, etc?  These should be organized and prepared for the next officer.

4. What have your accomplishments been?  What has been the most challenging? What kinds of things do you wish you could have changed about your term in office?  

5. If I knew then what I know now… use negative experiences/interactions to provide positive advice.  Are their any “tricks of the trade?”  

6. List anything else that you think is crucial information in order for the next officer to be successful.
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