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Agenda for Officer Transition Meeting

Here is a sample of an agenda for individual club/org small group meetings.
This agenda can be changed and reformatted for your needs.

1.  Opening Statement: Opening statement from the outgoing President should contain
information and a schedule of exactly what will be happening at the meeting. Thank
everyone for attending.

2. lce Breaker: Schedule an ice breaker that would have the incoming and outgoing
officers for each positions work with one another. This will help loosen everyone up and
get the energy going.

3. Position Survey: If the incoming and outgoing officers have not already filled out their
evaluation forms and reflection worksheets, take this time to complete those.

4. Small Groups: Have the outgoing and incoming officer of each position sit down
together and go over the details of being in this position.

5. Break: Take a break and let everyone stretch. This would also be a good time to have
lunch/snack and let the officers mingle.

6. Large Group: Move everyone into a round table discussion. This will be so the
outgoing officers can give the incoming officers advice on how to handle conflict within
the chapter, problems that have come up in the past, positive stories about their jobs,
and other important topics for the executive board to learn. It is important for incoming
officers to understand the complexities of the position, but they must also leave the
meeting energized and positive about their important role in the success and continuity
of the organization.

7. Incoming Officer Group: The outgoing officers are able to leave at this point and
thank them for attending. The incoming President will lead this part of the meeting. This
is for the incoming officers to work together to come up with ideas, expectations of each
other and the executive board, and set goals for the semester/year. Also, add a
discussion about the budget and begin with what the budget is going to look like for the
next semester/year. Discuss the major take aways from the individual transition
meetings.

8. Closing Statements: The incoming president should thank the incoming officers for

attending the meeting. Leave the meeting on a good note. Give the incoming officers
words of encouragement to carry them through the next term.

(Sample Agenda Updated 4/24/19)
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