Project Chair Guidelines
· The main job of a project chair is to maintain and oversee the project they are chairing.

· If the project has not been scheduled already, the project chair will be in charge of scheduling the project.  The calendar of scheduled projects can be found at our club’s website, http://www.vtcki.org/phpEventCalendar/index.php. 
· You will be in charge of keeping track of hours. I would like you to turn in hours weekly by 8 PM on the Friday following your project if you have them; you can email them to me at projectsvicepresident@vtcki.org.  There is a file on how to correctly report hours at http://filebox.vt.edu/users/tcpugh05/
· If your particular project category does not have a chair, email your forms to me at projectsvicepresident@vtcki.org. 
· If you cannot make it to the project yourself on a particular day, please make sure you put someone in charge of keeping track of hours!!  You are still responsible to make sure that there are enough rides and that everything else for the project is set up.  Also, be sure someone at the project has a camera!  Please be sure pictures are taken at the project!  These will be used for our annual scrapbook.  You can email the pictures to me whenever you get any pictures and/or tag them on our Facebook group (Circle K International at Virginia Tech (VTCKI)).  
· If you think an extra chair is needed for your project, let me know!
· You are required to turn in a weekly project report form to your category chair by 8PM on Friday. You can send it via email and an electronic copy of this form is available at http://filebox.vt.edu/users/tcpugh05/.  If you are chairing a seasonal project you only have to turn these in once you get ready to start setting up the project. These take only about a minute or two to do so please turn them in on time! 

· If you need to make announcements about your project at our weekly meeting and you will not be at the meeting please let the category chair know on your weekly report form. Also, make sure to bring sign-up sheets to the meeting!
· Make sure to email those participating in the projects at least 24 to 48 hours in advance before the project!
· Please go to your category chairs first for any questions concerning your project (for example, if you still need more drivers) and then come to me afterwards if you still need help!!
