Transitioning

"Any change, even a change for the better, is always accompanied by drawbacks and discomforts." Arnold Bennett
Each outgoing officer should include at least the following in the notebook or on the CD that passes to the new officer:

· Updated officer manual and responsibility checklist for the applicable exec position as well as the non-exec officers beneath that Exec position (if your chapter/national organization doesn’t have this for you, then begin creating these job descriptions—start with what is in your constitution!) (try to make these meaty—not just duties or a checklist- which can be helpful- but also who you need to collaborate with or less tangible responsibilities)

· Month-by-month calendar with the main events/forms, etc. the officer is in charge of during his/her term

· Timeline for planning major events

· Contacts and resources for any events, initiatives, workshops, etc. the officer or his/her committee planned

· Updated version of the chapter bylaws, house rules if applicable, applicable portions of the RSO handbook and the Greek Manual and any other Governing Documents

· Updated budget tracking sheet

· Advisor and HQ contact information

· Officer Progress Reports and any information from consultants, HQ or leadership programs the office attended (include idea’s you never got to implement or changes you would suggest for existing programs to make things run better!)
· How to access up-to-date information from the HQ website, chapter web site, blackboard and other technological resources or memberships

Officers should also:

· Make sure that incoming officers have their contact information, incase new questions come up in the future!

· Throw out any old forms and outdated materials that she/he did not use (do not throw away things that have been filled out and need to be kept—it’s a good idea to keep completed paperwork for any chapter member who is still active, and if you think it might come back to haunt you, hold onto it at least 3 years after that member graduates—possibly forever!) (use sticky notes to explain why you’ve kept something in your files that the new officer might be tempted to pitch)

· Include a “Hints to Success” (AKA “I wish I had known” or “If I could do it again”) sheet specific to your chapter/position

· Make sure outgoing non-exec officers have organized their folders/notebooks

· Forward any emails that the new officer needs to be aware of (consider creating a gmail(or other LARGE email provider) account that can be passed on as officers change, so that years from now, the files/emails/contact information you have collected is still accessible)

· Put as much as possible on CD (if possible re-writeable CDs) or a jump/flash/thumb drive so that files are easier to update and change in the future

Officers should pair off with the outgoing officer explaining the notebook and what is on the CD/drive. The incoming officer should make sure all of her/his questions are answered (for the moment () and that s/he has a basic understanding of what s/he will need to work on and review over break… encourage new officers to make notes on papers that have been passed to them, or use sticky notes!

If there is overlap in the offices (i.e. an outgoing officer is also an incoming officer), each office should still be transitioned. The rest of the group will have to wait. It is probably best for the outgoing Chapter President to meet with the incoming one at a separate time as well since that is a much more time-intensive transition. The same is probably true for Standards boards and Finance/Administration/Treasurer.

