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Not all locals will need every item below. This is a starting place to help you ensure a smooth transition between officers, who may be one or more of:  Signatory on a Bank Account / Keeper of Financial Records / Custodian of Records / Custodian of Property. Add/Delete items, and provide details as apply to your local.

Immediately after the election

□ Ensure minutes from installation meeting are complete
	□ Include full names of all new officers
□ Move & approve to remove prior authorized bank account users and add new ones

□ SEND THE ELECTION RESULTS TO WFSE
	□ Use the Report of Local Officers (www.wfse.org/locals) to inform Council of your new officers
□ Email to irenes@wfse.org, and CC your Council Representative

Ready for Day 1 of transition
	
□ Change authorized users on bank account & transfer/change passwords
		Recommended: Treasurer & President, + one more officer

		□ Name of bank		 	___________________________________________	
	
□ Transfer/Change passwords
		□ Local email address(es) 		___________________________________________	
□ Accounting data system 		___________________________________________	
□ Membership data system 		___________________________________________	
		□ Facebook page 			___________________________________________	
		□ Other socials			___________________________________________	
		□ Other resources			___________________________________________	
	
□ Transfer/Change keys, codes, and devices
	□ Building/room keys/codes		___________________________________________	
□ Filing cabinet(s) 			___________________________________________	
□ Laptop		 		___________________________________________	
□ Other devices		 	___________________________________________	

□ Update membership-facing communication channels w/ new officer names & contact info 
		□ Local website	 		___________________________________________	
□ Facebook page 			___________________________________________	
□ Newsletter	 			___________________________________________	

□ Latest annotated membership data report
Locals receive this report monthly, but outgoing president should provide latest report with any annotations, updates, corrections.

□ Records tracking – know where/how everything is stored & how to access
□ Agendas/Minutes			___________________________________________	
		□ Committee reports			___________________________________________	
		□ Receipts & financial records	___________________________________________	
		□ Other records			___________________________________________	



Within 1-2 weeks of taking office

□ Transfer important information 
		
□ Vendor contacts 			
			□ Catering			___________________________________________					□ A/V				___________________________________________	
□ Childcare			___________________________________________		
□ Others			___________________________________________		
	
□ Building/space rental		
			□ Amount / Due date		___________________________________________	
			□ Payment information	___________________________________________	
			□ Landlord information	___________________________________________	
			□ Emergencies (leaks, etc.)	___________________________________________	
			□ Other			___________________________________________		
		
□ Outstanding invoices 		___________________________________________	
		□ Bookkeeper/CPA info 		___________________________________________	
□ Other 				___________________________________________	


□ Key docs – know where stored & how to access (and/or arrange for physical handover)
□ Current committee list		___________________________________________	
		□ Current steward list			___________________________________________	
		□ Local Constitution			___________________________________________	
		□ WFSE Constitution			___________________________________________	
		□ AFSCME Constitution		___________________________________________	
		□ AFSCME Governance Handbooks			
□ How to Chair a Meeting	___________________________________________	
	□ Officer’s Handbook		___________________________________________	
□ Elections Manual		___________________________________________	
□ Other documents			___________________________________________	

□ Any ongoing/in-planning projects or events, w/ all supporting info, timelines, etc.
	□ (Project)				___________________________________________	
	□ (Event)				___________________________________________	

Within 1 month of taking office

□ Ensure all important dates are calendared

	□ AFSCME Sec-Treas Training	___________________________________________	
			Happens 2x / year; contact your field office or CR to find out upcoming date.
	
□ Treasurer Reports (see: https://www.afscmetreasurer.org/ )			
□ Financial reports		Monthly
□ Surety Bond Report	March 01
□ 990s				May 15
□ LUAFR			May 15

□ Elections Timeline
Make sure you know when next elections are to be held and calendar planning takeoff at least 3 months in advance (i.e., beginning with Elections Committee selection).  Use the Elections Timeline Worksheets (www.wfse.org/locals) to help.
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