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With the right tools and a proactive approach, outgoing and incoming board members can work 
together to ensure a smooth transition by transferring critical responsibilities, preserving knowledge 
and setting the chapter up for a strong year. 

That’s where the StarChapter’s Board Transition Dashboard can be a great resource. Whether your 
chapter rotates officers annually or every few years, simultaneously or staggered throughout the year, 
the Dashboard provides a structured, centralized approach for understanding key tasks and chapter 
operations and aligning responsibilities. And it gives you a single location to hold and easily access all 
of it. 

A centralized overview to guide your transition

One of the biggest challenges for boards during a transition is simply staying on top of everything that 

Association chapter board transitions are a normal part of chapter leadership. But for some chapters, 
these transitions can be stressful and disorganized, as the remaining board members try to get the 
new person up to speed on their responsibilities after the outgoing board member has already left. 

These transitions don’t have to be, and shouldn’t be, difficult. 
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needs to be done. The StarChapter Board Transition Dashboard is the hub where your chapter leaders 
can store, review and share activities like:

•	 Website updates. Ensure officer rosters, committee pages and public-facing information is  
current.
•	 Member and financial data review. Confirm membership records, dues processing and  
financial details are accurate before shifting responsibilities.
•	 Event planning and communication setup. Verify proper configuration of upcoming events, 
scheduled emails, communication workflows and checklists, etc.
•	 Reporting and access permissions. Check that the right people have the right access levels, 
including administrative permissions and reporting tools.
•	 Built-in reminders, task lists, and checklists. Keep new board members on track and ensure 
they don’t forget any essential tasks.

This centralized approach makes it easier for everyone involved to understand their role in the  
transition and quickly see what still needs attention.

Make training and knowledge transfer seamless

Even when board members are eager to volunteer, it can sometimes be overwhelming to learn the 
different tools they’ll use in their jobs. The Board Transition Dashboard includes access to training and 
support that helps new board members get up to speed quickly. 

Chapters can take advantage of:
•	 Live and recorded training sessions
•	 On-demand tutorials tailored to common board roles
•	 Quick reference guides for everyday tasks, such as sending emails, posting events, and updating 
membership lists.

Many chapters have their board members record themselves performing routine tasks—like  
creating an event, sending a newsletter, running a membership report, etc. These short walkthroughs 
are invaluable when it comes to ensuring consistency while reducing the need to find time for  
one-on-one training. Those recordings can be easily uploaded to the dashboard. 
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Document board processes for long-term success

Every chapter has its own way of doing things—creating email blasts and newsletters, setting up 
monthly meetings, etc. Unless they document their processes, those processes are often lost during  
a transition. The Dashboard is a common space for chapters to record and store workflows and  
templates so each new board and its individual members can understand and build on the work of  
the previous one.

In the Dashboard, you can document activities like:
•	 Event setup workflows, including venue details, registration settings and communication  
timelines
•	 Communication templates, such as renewal reminders, newsletters or volunteer recruitment 
emails
•	 Membership renewal steps, including how your chapter handles reminders, lapses and  
reinstatements

The Dashboard makes it easy to keep these and other materials organized and accessible. Documents 
can be stored directly in the system or linked through shared drives, ensuring all board members know 
where to find, and how to use, critical chapter resources.

Additional best practices deliver a smooth board transition

While the Dashboard provides chapters with an effective structure, chapters can strengthen the  
process further by following a few practical tips. These steps ensure that new board members feel  
confident and prepared on day one and feel more confident going into that first day.  

•	 Start early. Start adding to the dashboard one to two months before the transition.
•	 Schedule overlap meetings. Hold meetings between outgoing and incoming officers to discuss 
responsibilities, key deadlines and current priorities.
•	 Use the dashboard checklist. Review your chapter operations to confirm nothing is missed.
•	 Record short task walkthroughs. Create videos and process documents for future reference.
•	 Complete StarChapter training. Incoming officers should complete their platform and  
Dashboard training in their first month.
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Make your board transitions seamless with StarChapter

Whether routine or unexpected, Board transitions don’t have to be overwhelming. With the  
StarChapter Board Transition Dashboard, chapters can centralize key information, improve training 
and knowledge transfer and document processes to help their new leaders succeed.

If your board members haven’t already, encourage them to explore the Dashboard and begin  
documenting your chapter’s workflows. And if anyone on your board has questions, have them  
request a live training session with our team. 

Being proactive—and using the tools already at your disposal—can make your board transitions 
smoother, more consistent and far more efficient for everyone involved.


