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PORTLAND CHAPTER




Volunteer Orientation Checklist
	Volunteer Information

	*Volunteer Name:
	     
	Orientation Date:
	     

	*Volunteer Title:
	     
	Cell Phone:
	     

	Who Oriented Volunteer:
	     
	
	


*As listed on web site, name badge and business cards, if applicable.
	Orientation Steps:

	 FORMCHECKBOX 

	Complete the Volunteer New Hire Process before beginning orientation to ensure accounts are created and resources are provided.
	Hold volunteer orientation within two weeks of hire.

	 FORMCHECKBOX 

	Notify the following people when the process above is complete:  webmaster@pmi-portland.org, secretary@pmi-portland.org, volunteer@pmi-portland.org, volunteer_recognition@pmi-portland.org
	

	 FORMCHECKBOX 

	Review general responsibilities and all applicable Chapter documentation.
	Organizational Chart

PMI Chapter Leadership Contact List

Job Description

	 FORMCHECKBOX 

	Review Monthly Volunteer Commitment Level of Service with Volunteer and check the appropriate level.
	 FORMCHECKBOX 
 1-5 Hours per Month

 FORMCHECKBOX 
 6-10 Hours per Month

 FORMCHECKBOX 
 11+ Hours per Month

	 FORMCHECKBOX 

	Status Reports are an essential tool for Chapter leadership to communicate activities.  Staff required to complete a status report will use the template on the Leadership Portal and submit their Status Report to their Volunteer Manager by the 1st of each month.
	Required:    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	 FORMCHECKBOX 

	Website address is www.pmi-portland.org and all Directors and Elected Officials are responsible for knowing all information on the site and training others on the use of the content.
	

	 FORMCHECKBOX 

	Email accounts issued by the PMI Portland Chapter are to be used for official business and volunteers who have Chapter email accounts are required to minimally check the email box every 2 days.  Do not use personal email for Chapter business.  Use out of Office feature.
	Test and verify account is working and accessible.

Show the PMI Email web page.

	 FORMCHECKBOX 

	Code of Conduct
	Send signed document to Secretary.

	 FORMCHECKBOX 

	Review Leadership Portal with all volunteers who have access. It contains vital information relating to policies, procedures, forms, marketing materials, financials and chapter governance.
	Test and verify volunteer has appropriate access and train volunteer on all applicable information.

	 FORMCHECKBOX 

	Portfolio Procedures – identify specific expectations of the volunteer position.
	Train volunteer on the use of all applicable Portfolio Procedures.

	 FORMCHECKBOX 

	Email the completed Volunteer Orientation Checklist to volunteer@pmi-portland.org.
	

	 FORMCHECKBOX 

	Follow up Needed:
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