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Transition Process

Step 1

Step 2

Step 3

Transition Meeting
Meet with all of the outgoing and the incoming leaders 
together. Provide opportunities for incoming leaders to 
shadow outgoing leaders. Model the organization 
processes for the incoming leaders to observe. Provide 
opportunities for incoming leaders to ask questions and 
understand other leadership positions in the organization.

One-on-One Meetings
Schedule one-on-one meetings where the outgoing leader 
and the incoming leader spend time discussing positional 
tasks, duties, and important organizational information that 
applies to their role. Provide transition materials for 
reference during the transition, and answer any questions 
the incoming leader has about their position.

Transition Check-In
After all leaders, both outgoing and incoming, have spent 
time transitioning as a group and individually, schedule a 
meeting where the incoming president meets individually 
with the new leaders to discuss their transition process 
and understanding of their role while also providing 
opportunities for incoming leaders to share their goals or 
vision for the coming semester.

*It is important to remember that advisors are an important resource 
during times of transition because their role is consistent and they have 

both knowledge of and experience with the organization.*



Organization Development Resources
Center for Leadership  |  Elon University

Transition Materials

1. Governance 2. Position Reports

3. Contact Information 4. Resources

5. Calendar 6. Position Sections

Effective transitions require creating and distributing resources about every aspect of the 
organization’s leadership. The following are guidelines for what content transition materials 
should include, but the format (electronic or print documents) is up to your organization!

This section should serve as the overview 
of the organization’s structure and purpose. 
Important documents to include are: 

• Constitution and Bylaws 
• List of Leadership Positions 
• Mission Statement and Goals

This section should focus on reports about 
each position from the past year. Some 
important position reports may be: 

• President: updates on committees, 
projects, and organizational changes 

• Secretary: meeting minutes, historical 
information about past events, etc. 

• Treasurer: financial records, past 
budgets, etc.

This section should provide information 
about organization members, advisor(s), 
and any additional people the organization 
partners with on-campus or in the 
community. Important documents to 
include are: 

• Membership Roster 
• Advisor Contact Information 
• Contact Information Directory

This section should include online login/
account information and documents that 
are used to complete tasks, events, and 
organization procedures. Some 
documents may be: 

• Social Media Account Information 
• Marketing/Advertising Templates 
• Meeting Materials and Handouts 
• Forms (Release, Registration, etc.)

This section serves as an overview of the 
organization’s yearlong achievements and 
involvements. It should include a list of 
annual procedures (elections, recruitment 
dates, national organization deadlines,        
                              etc) and a calendar of  
                                   the past year’s  
                                        meetings and   
                                             events.

This section should focus on an in-depth 
explanation of each position and its 
responsibilities. Important topics to cover 
are: 

• Position Description 
• Position Goals/Vision 
• Position Tasks 
• Materials/Resources Used 


