How to Chair a Project

Chairing a project is easy and a great way to begin to take an active leadership role in the club. Here are a few things you should know when chairing a project.

1. Introduce yourself to your contacts and discuss possible project dates.

2. Bring sign-up sheets to the weekly meetings (be sure to include a "car" category if necessary).

3. Report to your category chair EACH FRIDAY on the status of your project (if you need help, more volunteers, supplies, a new project chair/co-chair, anything that requires attention).

4. E-mail your volunteers a day or two before the project to remind them when and where they need to be!

5. Remind volunteers that if they sign up, they need to attend the project, and if they cannot make it, they need to notify you before hand

6. Send hours directly to the Projects Vice President immediately after the project is completed. Please submit names in alphabetical order and with hours earned beside each name 

7. Submit hours for every 15 min on the hour (:00 :15 :30 :45). This includes travel time to and from the project.

8. Be sure to include your own planning time as service!

Feel free to e-mail or call the Projects Vice President (ProjectsVicePresident@vtcki.org) if you have any questions!

