
Passing the Knight’s Sword
Student Organization Transition Workshop

Spring 2019



Introduction 
 Transitions are difficult!!
 Why is an effective transition period is so important??: 

 Continues legacy of group 

 Leaves outgoing officers with a Sense of accomplishment and closure 

 Allows incoming officers to feel Confident and knowledgeable

 When do you start?...right now!! 
 This workshop will provide you with the steps to successfully transition your e-board-



Checklist of Suggested Tasks for Outgoing Officers (see handout) 
 Attend officer transition training 
 Introduce new officers to the club advisor 
 Give access and instructions to any online plat forms (social media, google drive, etc.) 
 Share any and all documents (mission, goals, history, constitution, agendas, events, position 

description, contact information) 
 Discuss the financial status of the organization (share budgets) 
 Introduce and explain student involvement 

 Reregistration (Deadline: may 1st) 

 fall 2019 funding (deadline: march 22nd)



Elections
 Read your organization’s Constitution and follow the guidelines about elections
 Choose date(s) for Elections between March 1-April 15
 Advertise Open Positions and Election dates on getINVOLVED & social media
 After elections, update getINVOLVED roster!



Annual Reregistration



 Registration must be completed by the primary officer for the 2019/2020 Academic Year
 If you are prepared for reregistration, it shouldn’t take you more than 15 minutes
 Officer information required is

 Name
 NetID
 RUID
 Campus Email Address (you will need to invite your officers to be officers of your organization via the e-mail address listed 

on their profile, so have them log in and go to their account to find which e-mail is their official Campus Email Address)
 Phone Number

 You will also need to know who your current Advisor is

Annual Reregistration-the process (march 1st-may 1st)   



 Registrations will be not be fully approved until June due to the need for accurate grade information
 Registrations will be reviewed on a rolling basis and problematic registrations will be denied before the 

close of the registration period
 Common Problems include:

 Submitted Officers are graduating in 2019
 Officers submitted are ineligible to serve
 A student is listed in more than one officer position
 Not all required information was completed

 Don’t forget: Officers must be full-time undergraduate students with at least a 2.0 cumulative GPA 

Registration closes at midnight on May 1st and there are no extensions!



Annual Reregistration- involvement fair (September 2nd)
 You are registering for the Fair when you reregister your organization, you will receive information 

midsummer
 Think about giveaways you’d like to purchase.

 Utilize the Trademark and Licensing approved vendor list
 https://ucm.rutgers.edu/trademark-licensing

https://ucm.rutgers.edu/trademark-licensing


Annual Reregistration- general meeting reservations
 Request General Meeting space when you reregister your organization!

 You will be prompted to complete a separate meeting request form which must be completed by May 31st

 BEFORE MAKING A RESERVATION, YOU’LL NEED TO KNOW: 

 Where the event will be held
 The event date and time
 The type of event
 The number of guests attending the event
 If the event needs equipment
 If the event will be catered



Other Important Info 



Fall 2019 Budget Process
 Brainstorm fall event ideas with new executive board members
 Develop a budget for Fall 2019 (organizational maintenance & programs)
 Submit budget by march 22nd at 10pm

BUDGET HELP NIGHT
 Tuesday, March 12th from 7-8:30pm in the Douglass Student Center, Meeting Room 

 RUSA Allocations Site:

 https://sites.google.com/site/rusaallocations/home



Maintain Organization getINVOLVED Profile
 End the membership of graduating and former members
 Update organization roster with new officers
 Create Fall events
 Create Fall meetings
 Add photos from this year
 Write news items for your organization’s accomplishments

Incoming students will be looking at your profile, so make sure it is up to date and appealing 
to recruit throughout New Student Orientation!



Other Reminders 
 Pay all remaining bills, reconcile cash advances, and process PERR forms
 Check your email over the summer for important announcements

 Food safety workshops 
 March 27, 6:00-7:00pm, lsc, 202AB 
 March 28, 3:00-4:00pm, casc, 411a 

 Leading the scarlet way transition workshops **for incoming officers 
 New Leader dessert reception: april 2nd, 7:30-9:30pm, sac, raritan river lounge 
 New leader lunch and learn: april 19, 1:00-3:00pm, casc, red lion cafE 



Activities! 



Thank you! & Good Luck!  


