


	[Insert TRA Name]
Committee Member Handover Checklist


	Handover Date
	[Insert date]


	Retiring Committee Member
Newly Elected Committee Member

	Committee Position____ Name__________ Signature______________ Date
__________________________________________________________________


This checklist should be used when one committee member resigns and another is newly elected to replace them. A record of the handover should be kept with the AGM minutes for the year. 
	Check Number
	Description
	Retiring Committee Member signature/comments
	Newly Elected Committee Member signature/comments

	1
	Annual Audited Accounts from last financial year present?

	Blank cell
	Blank cell

	2
	AGM minutes present from my recent financial year?
	Blank cell
	Blank cell

	3
	[bookmark: _GoBack]Income and expenditure records present and up-to-date? Do these include receipts?

	Blank cell
	Blank cell

	4
	Bank reconciliations up-to-date? 
	Blank cell
	Blank cell

	5
	Copies of association bank account statements present?

	Blank cell
	Blank cell

	6
	Petty cash log present and up-to-date? Does the log total reflect the amount of petty cash that is being held?

	Blank cell
	Blank cell

	7
	Asset register present? Newly elected committee members should sign a new version of the asset register document
	Blank cell
	Blank cell

	8
	Authority Levels document present? Newly elected committee members should sign a new version of the authority levels document

	Blank cell
	Blank cell

	9
	Hall bookings log present and up-to-date?
	Blank cell
	Blank cell

	10
	Has a copy of the model constitution for the association been given to the newly elected committee member?

	Blank cell
	Blank cell

	11
	Has a new copy of the registration form been completed by the newly elected committee member?
This document needs to be returned to the Council

	Blank cell
	Blank cell

	12
	Is the newly elected committee member clear where records are kept?

	Blank cell
	Blank cell

	13
	Is the newly elected committee member clear about their role and responsibilities?

	Blank cell
	Blank cell





