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Transition Plan Template
Name of Organization
_________________________________________________________________________
Below is our organization's,________ (<name of organization), transition plan. If we make any changes, we will inform the Office of Student Engagement (studentengagement@ursinus.edu) promptly.

A Successful Transition
1. When new officers have been elected, by the end of the first week in April, we will orient them together as a group with all of the outgoing officers. We will include the organization's advisor, ________ (<name of advisor), in this process as well.
2. We will provide at least one month of leadership overlap (from the first week in April to the first week in May) after our elections so new officers have the opportunity to shadow and learn from the outgoing officers.
3. We, the outgoing officers, will openly share what we believe went well this year/semester and what we would have done differently with the incoming officers.
The Basics: Our Checklist
1. We introduce new officer(s) to the club advisor.
2. Give the new officers contact information of important resources, such as:
a. OSE (Office of Student Engagement) studentengagement@ursinus.edu
b. _________(<list all other important resource contacts)
3. Give access and instructions to any online platforms, such as:
a. _______ (<club email address) Club Ursinus Email Account
b. _______ (<club social media accounts and login info) Facebook/Twitter, etc. accounts
c. _______ (<website login info) National affiliation website login information/passwords
d. _______ (<name of other communication tool) Any other communication tool your club may utilize
Documentation
1. _______ (<online storage login) Online document storage (such as Dropbox or Google Drive)
2. Share any and ALL documents, potentially including:
a. Organization history
b. Constitution/By-Laws
c. Meeting minutes
d. Agendas
e. Any evaluations of events/programs
f. Calendar of events
g. Officer position descriptions
h. Logos (club logos, past events, etc.)
i. Photos
 
Finances
1. Discuss the financial status of the organization
2. Share past AFAC requests/budgets
3. _______ (<AFAC account number here) Share AFAC account number
4. Budgets/Financial reports
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