Category Chair Guidelines

· As a Category Chair, your main job is to maintain and oversee the projects in the category you are chairing.
· Every week, your project chairs will email you their project report form by 8 PM on Friday.  After that time, if you have not yet received a report from any of your project chairs please email them and remind them to do so. 

· If for some reason a chair does not get back to you with their information, see if there is a date scheduled for that project and make a sign-up sheet for it.  Bring the sheet to the meeting then email the info if they are not at the meeting.  There is a calendar of scheduled projects and events can be found n our club website at http://www.vtcki.org/phpEventCalendar/index.php.  
· Once you receive the forms you will look over them.  If any project chairs will not be at the meeting you will be responsible for making whatever announcements need to be made and also bring sign-ups for this project if needed.  You will then email the information of the people who signed up for the projects to their chairs in a timely manner so they can set up the project (at least 48 hours before the project).
· If there are projects with no chairs, you will need to temporarily chair them or find someone to run the project for that week.  It might be a good idea to see who signs up for that week and then ask one of them if they can do it.

· Afterwards, you will be required to fill out a weekly category report form, which will be due to me by MIDNIGHT on Sunday.  You can send it via email and an electronic copy of this form is available at http://filebox.vt.edu/users/tcpugh05/under the forms section.

· You may get occasional directives from me that deal with your category (for example, help a certain project chair find a way to get more people for their project)

· If you can’t find anyone to run a project that has no chair or if you can’t temporarily chair it, let me know and I will try to help!

· If you can’t make it to a meeting, make sure you put that on your weekly report and let me know what announcements you need to make.

· Try to think of new ideas for projects then let me know what you come up with!

· Feel free to come to me if you have any questions!!

