
Officer Transition Report Template

Vice President -Finance
This template is designed to facilitate conversation between the outgoing 

Chapter Officer and the incoming, newly elected Officer. This document will not 
cover all necessary topics that a transition meeting requires, but can be used 

to prompt conversations

Name of officer filling this document out:       

Chapter:       

Date of transition meeting:       

Are you elected to this role for one term or one year?       

What are some notes that the new officer should be aware of?

What is the process for creating a budget?
What is one thing the outgoing officer wanted to do with their role but wasn’t able to?
What are some fundraisers the Chapter has tried in the past?

Which ones worked?
Which ones did not work?

What is your plan for the Chapter financials?

Bank account information

Current Bank:       



Account Number:                     

Routing Number:                        

Current balance of the account:                    

How do you deposit and withdraw funds from the bank account?

                                                                                                                                                                      

Date to transfer account to new officer:                                   

Will you have a Fundraising Chair?           Yes           No

  If yes, who?                           

Do you have a finance committee?           Yes         No   

If yes, who will serve on it, and how often do they meet?                                                        

How much are Chapter Dues:                           

How much are the National Dues amount per member?                     

Current Chapter Leadership Fund Balance:                               

Is there any campus funding the Chapter has access to? Either through Student 
Government or the Business School?                                                                                              

What are your goals for your term as Chapter Vice President - Finance?

                                                                                                                                                                      



What is one thing you want to improve within your Chapter and its current 
financial practices?

                                                                                                                                                                      

Jot down some topics/ideas you want to bring up at the next Executive 
Committee meeting: 

                                                                                                                                                                      


	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text5: 
	Text6: 
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Text11: 
	Check Box12: Off
	Check Box13: Off
	Text14: 
	Check Box15: Off
	Check Box16: Off
	Text17: 
	Text18: 
	Text19: 
	Text20: 
	Text21: 
	Text22: 
	Text23: 
	Text24: 


