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Student Organization Transition Guide
	OUTGOING LEADER NAME:
	

	POSITION:
	

	STUDENT ORGANIZATION:
	

	TERM DATES:
	

	EMAIL:
	

	PHONE NUMBER:
	

	

	GOALS: What were the goals of this position in the past year? Were they met or not? How were they met? What happened that they were not met?

	






	TIME COMMITMENT: Please list weekly/monthly tasks associated with the position.

	
The timeline should begin at the time the incoming person is selected for their position and extend through the transition period of selecting and training the next person to take the role.





	SEASONS OF THE POSITION: Please list any times of the calendar year that are busy and/or quiet for this position. For example, if your position is very busy during the fall, but quiet during spring, please indicate that. Please include specific deadlines you may have had (if applicable).

	






	PROPOSED CALENDAR: Based on your experience, provide a timeline if proposed activities and initiatives that are important for this position to keep in mind. Indicate if the dates are required per the position and role or if they are flexible.

	






	RESOURCES: Please list any resources (including web links) that would be helpful to someone in this position.

	







	SUPPORT: Please list the other individuals or roles that are helpful for someone in this position and describe why. This could include members of organizations, advisors, staff of SE&B. 

	






	INTERNAL RELATIONSHIPS: How does this position support other members of the organization? How does this position need the officers or members to show up and support the functions of this position?

	






	PROGRAMS AND PROJECTS: If this volunteer position IS responsible for managing or creating programs or initiatives, please list all of the initiatives that you coordinated while serving in this position. If you did not have specific initiatives, please indicate what you contributed in this position.

	
Examples: Events open to the campus, internal organization activities, elections or selections, marketing campaigns, recruitment initiatives, travel, fundraising, and more.




	SUCCESSES: What were your big wins from this past year? (Big events, recruitment goals met, fundraising, etc.)

	





	CHALLENGES: What barriers faced your role, the organization, or programs? This will help the next person set goals for their position and the organization.

	






	BUDGET: If this position had a budget, please indicate any suggestions on how to best maximize it. For example, does what you spend align with the budget of your organization? 

	






	LESSONS LEARNED: Please indicate any helpful tips or information that would help the next person serving in this position. What would you have liked to know prior to starting your role?

	








	LAST STEPS: Before your transition is complete, please make contact with the person that is succeeding you in the position. It is encouraged that there is a one-on-one conversation with this person to assist with in the transition. Please share this completed document (and any other relevant documents for the position) with leaders of your organization as appropriate.
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