THE DEPARTMENT OF STUDENT ENGAGEMENT & ACTIVITIES PRESENTS..

E-BOARD TRANSITION 101



(%)

WHY IS IT IMPORTANT TO CREATE AN E-BOARD
TRANSITION STRATEGY ?

A CLEAR AND CONCISE E—BOARD TRANSITION STRATEGY ENSURES
THAT INCOMING E—BOARD MEMBERS ARE PROVIDED WITH BOTH THE
KNOWLEDGE AND INFORMATION NEEDED TO CONTINUE THE MISSION
AND EFFORTS OF THEIR ORGANIZATION



()

WHAT CHARACTERIZES A SUCCESSFUL E-BOARD
TRANSITION?

OPEN COMMUNICATION
CLEAR GUIDELINES
COLLABORATION
ORGANIZATION
SMART GoaLs

OVERALL, SUCCESSFUL E—BOARD TRANSITIONS ALLOW FOR CONTINUITY WITHIN THE

ORGANIZATION, BY BUILDING UPON PAST EXPERIENCES, MISTAKES, AND SUCCESS!
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HOW CAN MY ORGANIZATION EXECUTE A
SUCCESSFUL E-BOARD TRANSITION?

THE FOLLOWING ARE SUGGESTIONS AND TOOLS TO CONSIDER IN
ORDER TO HAVE A SUCCESSFUL TRANSITION STRATEGY FROM
ONE EXECUTIVE BOARD TO THE NEXT



SEA'S 10 SUGGESTIONS TO ENSURE
TRANSITION SUCCESS



1.

BE SURE TO COMMUNICATE A DETAILED ACCOUNT OF THE JOB
RESPONSIBILITIES/ TIME COMMITMENTS REQUIRED OF OPEN E—BOARD

POSITIONS AT THE BEGINNING OF THE SEMESTER

IN DOING SO, POTENTIAL CANDIDATES ARE ABLE TO ASSESS INTEREST IN THE ROLE EARLY ON TO
DETERMINE WHETHER THEY WANT TO RUN FOR A POSITION
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HOLD ELECTIONS EARLY IN ORDER TO ALLOW FOR AT LEAST ONE
MONTH OF OVERLAP BETWEEN INCOMING AND OUTGOING OFFICERS

AT S .

IN DOING SO, INCOMING E—BOARD MEMBERS ARE ABLE TO WORK TOGETHER WITH OUTGOING E—BOARD
MEMBERS TO GAIN EXPERIENCE
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CREATE A TIMELINE WITH GENERAL DATES/LEAD TIMES FOR THE
GENERAL E—BOARD AND EACH POSITION BEING FILLED

IN DOING SO, INCOMING E—BOARD MEMBERS WILL HAVE A BETTER CONCEPT OF WHAT/WHEN/HOW THINGS
ARE DONE WITHIN THE ORGANIZATION AND THE TIMEFRAME THEY MUST BE COMPLETED IN
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4.

CREATE A SUMMER To DO’ LIST FOR INCOMING E—BOARD MEMBERS.
PROVIDE INFORMATION REGARDING INVOLVEMENT FAIR AND CLUB
RE—REGISTRATION

AT S .

THIS WILL SERVE AS A FOUNDATION FOR WHAT MUST BE ACCOMPLISHED IN ORDER FOR INCOMING
MEMBERS TO GET A ‘HEAD START FOR THE UPCOMING YEAR
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PROVIDE INCOMING E—BOARD ACCESS TO THE YOUR ORGANIZATION’'S
EMAIL AND SOCIAL MEDIA CREDENTIALS

INCOMING E-BOARD MEMBERS WILL BE ABLE TO EFFECTIVELY ‘TAKE OVER’ ALL FORMS OF CLUB
COMMUNICATION ONCE THE SEMESTER HAS ENDED
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SHARE ELECTRONIC COPIES OF CONSTITUTION/BYLAWS, MEETING MINUTES, AGENDAS,
LIST OF MEMBERS, LOGOS, CONTACT INFORMATION, E—BOARD POSITION DESCRIPTIONS
AND IMPORTANT PAST CORRESPONDENCES VIA SB ENGAGED ‘DOCUMENT’ SECTION,
GOOGLE DRIVE, OR ANY OTHER DOCUMENT SHARING PLATFORM
Wm\.

IN DOING SO, INCOMING E—BOARD MEMBERS WILL BE ABLE TO REFER TO THESE DOCUMENTS IN ONE

EASILY ACCESSIBLE AREA
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SHARE INFORMATION REGARDING PAST/TRADITIONAL EVENTS, PLANNING
STRATEGIES, PROGRAM EVALUATIONS, EVENT POSTERS, ETC. VIA SB ENGAGED
“DOCUMENT SECTION”, GOOGLE DRIVE, OR ANY OTHER DOCUMENT SHARING
PLATFORM

WM.

IN DOING SO, INCOMING E—BOARD MEMBERS WILL HAVE CLEAR GUIDELINES/INFORMATION NEEDED IN
ORDER TO CARRY ON THE EFFORTS OF THE ORGANIZATION
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Discuss THE FINANCIAL STATUS OF YOUR ORGANIZATION WITH
INCOMING E—BOARD MEMBERS

WM.

PROVIDE INCOMING E-BOARD MEMBERS YOUR ORGANIZATION'S USG FUNDING STATUS, USG LINE/ PBC BUDGET, PAST
APPROVED BUDGETS, AND INFORMATION ON HOW TO SECURE FUNDING. GSO ORGANIZATIONS CAN REFER TO THE GSO
WEBSITE FOR INFORMATION ON HOW TO REQUEST EVENT FUNDING. IN ADDITION, ALL UNDERGRADUATE FUNDED
ORGANIZATIONS SHOULD REFER TO USG'S ‘TRANSITION DOCUMENT FOR ADDITIONAL GUIDELINES.
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2.

HAVE OUTGOING AND INCOMING E—BOARD MEMBERS WORK TOGETHER
TO CREATE A LIST OF SM.A.R.T. GOALS FOR THE UPCOMING YEAR.

WM.
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S.MART GOALS OVERVIEW

S—- SPECIFIC

MAKE SURE YOUR ORGANIZATION'S GOALS ARE CLEAR AND SPECIFIC.

M-MEASURABLE

MAKE SURE THAT YOUR GOAL IS MEASURABLE SO YOU CAN TRACK YOUR OWN PROGRESS, MEET DEADLINES, AND STAY MOTIVATED.

A-ACHIEVABLE

MAKE SURE YOUR GOAL IS REALISTIC AND FEASIBLE WITHIN YOUR ORGANIZATION. IN OTHER WORDS, YOUR GOAL SHOULD PROMOTE BOTH
CHALLENGE AND GROWTH BUT STILL REMAIN POSSIBLE.

R- RELEVANT

MAKE SURE THAT YOUR GOAL IS RELEVANT TO THE MISSION OF YOUR ORGANIZATION.

T-TIME BOUND
MAKE SURE YOU HAVE A SET TIMELINE OF WHEN YOU WANT YOUR GOAL TO BE ACCOMPLISHED. THIS WAY EVERYDAY LIFE WILL NOT GET IN
THE WAY OF YOU ACHIEVING YOUR GOALS.
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10.

INTRODUCE THE INCOMING E—BOARD TO THE DEPARTMENT OF
STUDENT ENGAGEMENT AND ACTIVITIES, THEIR SEA PROGRAM
ADVISOR AND THEIR FACULTY/STAFF ADVISORI

W‘\-m.

IN DOING SO, DISCUSS THE RESOURCES/ SUPPORT OFFERED BY THE OFFICE AND BE SURE TO CONNECT
YOUR INCOMING E—BOARD MEMBERS WITH THEIR ASSIGNED SEA PROGRAM ADVISOR AND

FACULTY/STAFF ADVISOR
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KEY SEA RESOURCES

SEA WEBSITE: HTTPS://WWW.STONYBROOK.EDU/COMMCMS/STUDENTAFFAIRS/SAC/

SB ENGAGED:
HTTPS://STONYBROOK.CAMPUSLABS.COM/ENGAGE/

25 LIVE:
HTTPS:/IT.STONYBROOK.EDU/SERVICES/25LIVE

E—RBoARD TRANSITION BOOKLET



https://www.stonybrook.edu/commcms/studentaffairs/sac/
https://stonybrook.campuslabs.com/engage/
https://it.stonybrook.edu/services/25live
https://www.stonybrook.edu/commcms/studentaffairs/sac/about_us/Virtual_Office/_PDFS/E-Board%20Transition%20101%20Booklet_%20Updated.pdf

0

KEEPING THESE SUGGESTIONS IN MIND, HOW CAN
YOU PASS ALONG THIS WISDOM?

HAVE EACH INCOMING E-BOARD MEMBER MEET 1:1 WITH THE
OUTGOING MEMBER THEY ARE TO REPLACE.

IN THIS MEETING THE INCOMING AND OUTGOING OFFICERS CAN GO OVER THE ‘INCOMING OFFICER QUESTIONNAIRE’
AND ‘OUTGOING OFFICER QUESTIONNAIRE’ TOGETHER AND SPECIFIC DUTIES TO BE TRANSFERRED OVER. THIS WILL
GIVE INCOMING E—BOARDS MEMBERS THE OPPORTUNITY TO DISCUSS ANY QUESTIONS OR CONCERNS THEY HAVE
REGARDING THE POSITIONS THEY ARE TO TAKE OVER OR THEIR COMMITMENTS/RESPONSIBILITIES
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KEEPING THESE SUGGESTIONS IN MIND, HOW CAN
YOU PASS ALONG THIS WISDOM?

SCHEDULE A MEETING WITH ALL OUTGOING AND INCOMING E—BOARD
MEMBERS IN ORDER TO DISCUSS SEA’S SUGGESTIONS AND TO CREATE
SMA.R.T goaLs (WITH ADVISOR PRESENT IF POSSIBLE)!
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KEEPING THESE SUGGESTIONS IN MIND, HOW CAN
YOU PASS ALONG THIS WISDOM?

UTILIZE SEA’S ‘E-BOARD TRANSITION BOOKLET FOR ALL THE TOOLS
NEEDED TO ENSURE A SUCCESSFUL TRANSITION STRATEGY!

EBOARD TRANSITION BOOKLET
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https://www.stonybrook.edu/commcms/studentaffairs/sac/about_us/Virtual_Office/_PDFS/E-Board%20Transition%20101%20Booklet_%20Updated.pdf

INFORMATION ADAPTED FROM

HTTPS://WWW.STONYBROOK.EDU/COMMCMS/STUDENTAFFAIRS/SAC/_DOCS/_LEADERSHIP/ TIPS %20F0R%20A%
20SUcCESFUL%20TRANSITION.PDF

HTTPS://ITHACA.CAMPUSLABS.COM/ENGAGE/ORGANIZATION/CLUB—HUB—THE—STUDENT—ORGANIZATION—PORT
AL/DOCUMENTS/VIEW/1101820.

HTTPS://WWW.MINDTOOLS.COM/PAGES/ARTICLE/SMART—GOALS.HTM

HTTPS://WWW.EASTFALLS.JEFFERSON.EDU/STUDENTENGAGEMENT/INC/DOCUMENTS/CLUBSORGSFORMS/OSE—
LEADER—TRANSITION—CHECKLIST.PDF

HTTPS://WWW.SMARTSHEET.COM/SITES/DEFAULT/FILES/IC-SMART—G0oALS—WWORKSHEET—9237—PDF.PDF
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https://www.stonybrook.edu/commcms/studentaffairs/sac/_docs/_leadership/Tips%20for%20a%20Succesful%20Transition.pdf
https://www.stonybrook.edu/commcms/studentaffairs/sac/_docs/_leadership/Tips%20for%20a%20Succesful%20Transition.pdf
https://ithaca.campuslabs.com/engage/organization/club-hub-the-student-organization-portal/documents/view/1101820
https://ithaca.campuslabs.com/engage/organization/club-hub-the-student-organization-portal/documents/view/1101820
https://www.mindtools.com/pages/article/smart-goals.htm
https://www.eastfalls.jefferson.edu/studentengagement/inc/documents/ClubsOrgsForms/OSE-Leader-Transition-Checklist.pdf
https://www.eastfalls.jefferson.edu/studentengagement/inc/documents/ClubsOrgsForms/OSE-Leader-Transition-Checklist.pdf
https://www.smartsheet.com/sites/default/files/IC-SMART-Goals-Worksheet-9237-PDF.pdf

