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1.0) Purpose

This policy outlines the OEC Advisory Board's overall policy and requirements for an organizing committee to expeditiously turnover relevant information to the succeeding organizing committee.

2.0) Policy

The OEC Advisory Board expects that the host organizing committee will expeditiously turnover all relevant information to the succeeding organizing committee. The turnover and transition report shall contain all relevant information about the planning and organizing of the competition.

The turnover and transition report shall be in hard copy and electronic format. The electronic files shall be stored in an appropriate standard electronic format such as Microsoft Office or Quicken.

The turnover and transition report shall be prepared and distributed within 6 weeks after the competition. The turnover and transition report deadline should not be confused with the requirement to archive relevant information for historical purpose which has a much later deadline.

Several items will be not complete (i.e. post publication) at the turnover and transition report deadline or will be subject to change (i.e. financial report) after the deadline. In the case of these items, the most up to date version shall be included with the report and completed or revised items shall be distributed as soon as they are available, but no later than 4 months.
3.0) Requirements for Turnover & Transition Report

The turnover and transition report shall be organized in a three ring binder and as a minimum shall contain the following:

1. A table of contents listing the contents of the report. 

2. Final planning, organizing, and recommendation report(s) from the OEC Chairperson / OEC Organizing Committee
detailing: 

· Chairperson's overview 

· committee structure 

· finances and accounting 

· sponsorship 

· categories and judging 

· publicity 

· logistics and accommodations 

· committee administration 

3. The preliminary budget and the final financial report. 

4. Overall master plan / milestone checklist listing each activity to be completed during the entire two year
planning and organizing of the competition, its target completion date grouped by month and sorted by date, and
its actual completion date. 

5. The list of all sponsors detailing: 

· name of company 

· contact name, position, address, phone number, fax number, email address 

· level of contribution 

6. The list of all judges detailing: 

· name, position, address, phone number, fax number, email address 

· name of company 

· category judged 

7. The recipients of all awards detailing: 

· name of the team members 

· title of the project or presentation 

· university 

· category entered 

8. The list of the OEC Organizing Committee members detailing: 

· name, position, program & year 

9. Copy of all publications including: 

· information handbooks 

· posters 

· corporate design packages 

· competition program 

· post publication 

· organizing committee letterhead and business card 

10. Copy of all media coverage including: 

· newspaper articles 

· magazine articles 

· names of any media organizations in attendance 

Any other information relevant to the competition may be included at the discretion of the organizing committee.
4.0) Who Should Receive a Copy of the Turnover & Transition Report

As a minimum the following should receive a copy of the turnover and transition report:

1. The two succeeding OEC Organizing Committees. 

2. The OEC Advisory Board Chairperson. 

3. The OEC Advisory Board (items 1, 2, 3, & 4 only). 

4. Dean of Engineering at the host university. 

5. The Engineering Society at the host university. 

6. The OEC competition archive. 

Any other persons or parties may be included at the discretion of the organizing committee.

