TAPAN Leadership Transition Checklist
Leadership Position:  ______________________________________________________________     Date:  _________________________

Name of Individual Concluding Term:  _______________________________________________

To assist in the transition of duties, it is an expectation that the outgoing individual will meet with the person who will be assuming the position now held.  Consider the following list as a guide for discussion.  Review and discuss each item using your personal experience and any relevant handouts.  Completion of the list does not preclude further contact and assistance in the role of mentor, but does establish the basis for a supportive transition of responsibilities.

Name of Individual New to Position:  _________________________________________________

	Officers  (  Directors  (  Editors   (*Committee Chairs:  see reverse side*)
Check off or initial items as they are reviewed
	Initials /

(
	Date Completed
	Comments

	
	
	
	

	A)
Review of job description specific to position
	
	
	

	
1)
Responsibilities
	
	
	

	
2)
Current projects:  completeness and follow-up to be done
	
	
	

	
3)
Commitments / meetings that require attendance
	
	
	

	
4)
Timelines for job-specific duties
	
	
	

	
5)
Recommendations
	
	
	

	B)
Review of current and previous action plans / strategic initiatives
	
	
	

	C)
Review of communications to / from:
	
	
	

	
1)
President, Vice President/President-Elect, Chief Executive Officer
	
	
	

	
2)
National Office staff / resources
	
	
	

	
3)
Committee liaison
	
	
	

	
4)
Among other Board members / Directors / Team Leaders
	
	
	

	
5)
Other teams as needed  (Strategic Work Teams, Specialty Practice Groups)
	
	
	

	D)
Reports provided to Board of Directors
	
	
	

	
1)
Mid-year meeting
	
	
	

	
2)
Annual meeting
	
	
	

	
3)
Breathline articles (as requested)
	
	
	

	E)
Submission of agenda items
	
	
	

	
1)
Process
	
	
	

	
2)
Forms
	
	
	

	F)
Budget review
	
	
	

	
1)
Revenue and expense projections / timelines
	
	
	

	
2)
Current revenue and expense status
	
	
	

	G)
Additional committee tools, resources, records and general information
	
	
	

	H)
Provide written or electronic documentation of all relevant 
communications and records when possible
	
	
	

	
	
	
	

	Committee Chairs
Check off or initial items as they are reviewed
	Initials /

(
	Date Completed
	Comments

	
	
	
	

	A)
Review of job description specific to position
	
	
	

	
1)
Responsibilities
	
	
	

	
2)
Current projects:  completeness and follow-up to be done
	
	
	

	
3)
Commitments / meetings that require attendance
	
	
	

	
4)
Timelines for job-specific duties
	
	
	

	
5)
Recommendations
	
	
	

	B)
Review of current and previous action plans / strategic initiatives
	
	
	

	C)
Review of communications to / from:
	
	
	

	
1)
President, Vice President/President-Elect, Chief Executive Officer
	
	
	

	
2)
National Office staff / resources
	
	
	

	
3)
Committee members
	
	
	

	
4)
Board liaison
	
	
	

	D)
Reports provided to Board of Directors
	
	
	

	
1)
Mid-year meeting
	
	
	

	
2)
Annual meeting
	
	
	

	
3)
EyeOpener articles (as requested)
	
	
	

	E)
Submission of agenda items
	
	
	

	
1)
Process
	
	
	

	
2)
Forms
	
	
	

	F)
Budget review
	
	
	

	
1)
Revenue and expense projections / timelines
	
	
	

	
2)
Current revenue and expense status
	
	
	

	G)
Additional committee tools, resources, records and general information
	
	
	

	H)
Provide written or electronic documentation of all relevant 
communications and records when possible
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