
Club Leadership Transition Briefing 

Dear Volunteers, 

As we approach the end of our club's current leadership term, we would like to inform you about 

the upcoming transition process. This briefing aims to ensure a smooth handover of 

responsibilities and responsibilities within our club. 

Transition Date 

The official transition will take place on [Insert Date]. Please mark your calendars! 

New Leadership Team 

We are excited to introduce our new leadership team: 

• [Name] - President 

• [Name] - Vice President 

• [Name] - Secretary 

• [Name] - Treasurer 

Responsibilities 

We encourage all volunteers to support the new team as they step into their roles. Each team 

member will provide guidance and training to ensure that everyone is equipped for success. 

Meeting Details 

We will hold a meeting to discuss the transition further. Here are the details: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

Thank you for your continued dedication and support. We look forward to an exciting new 

chapter for our club! 

Best regards, 

[Your Name] 

[Your Position] 

[Club Name] 


