M E M O R A N D U M

To:		Incoming Executive Board
From:		Outgoing Executive Board		
Re:		Year ORGANIZATION NAME Transition 
Date:		Month, day, year

Organization Overview

Organization’s Mission: Mission of the organization

Administration

I. Executive Board Positions & Descriptions:
a. President
i. Brief description
b. Vice-President
i. Brief description
c. The Secretary 
i. Brief description
d. The Treasurer
i. Brief description
e. Faculty Advisor: Professor Name
i. Notes regarding interactions with advisor
f. Dues Responsibilities: $XX per member (if any)
g. Organization Usernames/Passwords: 
i. Social media accounts: if any
ii. Contacts at National Organization/Professional Chapter: if any
iii. Ongoing commitment(s) made to outside organizations, such as chapters of bar associations or professional chapters: if any
Events
Descriptions of outgoing events or initiatives
· Intro Meeting - date
· Speaker Event - date
· Fundraiser - date
· Social Event - date




Reflections
This past year’s goals: 
What were they? 
What did you accomplish?
 Did they go as planned? 
Notes regarding the event planning from those listed above?

Ideas/Information Gathered from Attending Conferences: if any

Ideas for Future Events: if any

Recommendations for Administration of the Organization: if any

Other Recommendations: as needed

Contact Information of Outgoing Board Members [if comfortable sharing]:


Incoming Board Members:
Name, position, contact information 


