Tips for officer elections and transition

Before Elections:
· Make sure that a designated time and place has been secured for the elections.
· Review current officer structure and position descriptions and update them if necessary. Give members who are running for positions an updated copy.
· Be clear to the members if their will be any changes to the process that will take place (i.e. nominations, applications, slating, etc.) Be sure new members are educated on the process too.
· Give each outgoing officers a list of what is expected of them as they complete their position (i.e. create a final report or “to do “ list, clean out binder, attend a transition workshop, etc).
· Have the outgoing officers create a list of accomplishments from their term. Distribute this to advisors, administration, national organization (if applicable) and current members.

During Elections or the week of:
· Make sure current officers are have prepared all of their materials and notebooks to pass along.
· Recognize outgoing officers for their all of their hard work.
· Decide ahead of time what will happen if there is a tie and who will count the votes.

After elections:
· Have a date and time that everyone knows that both new and old officers must attend.
· Consider having a retreat off campus with the new officers to create goals and set expectations. Invite alumni, advisors and university administration to play a part.
· Have old officers introduce the new officers to anyone that they may need to be working with during the year (i.e. intramurals chair-take them over to the Campus Recreation office and introduce them to staff, show them where to get info, etc.)
· Notify the Office of Student Activities, faculty advisor, alumni advisors, national organization of the new officers and their contact information.



If you need any additional help in reorganizing your election process, ideas where to have a retreat, or what topics should be covered during the retreat, please see the 
Office of Student Activities and we would be happy to assist you.
