Key Information Transitioning Form
Information:

· Organization 
· Mailing Address ___________________________________________________
· Mailbox combination  _______________________________________________
· Telephone number _________________________________________________
· Advisor contact information
· Name ___________________________________________________________
· Phone  __________________________________________________________
· Email ___________________________________________________________
· National Headquarters Info
· Mailing Address ___________________________________________________
· Website _________________________________________________________
· Email ___________________________________________________________
· Status…We are a ____________________ organization (check one).

· SGA Affiliated 

· SGA Budgeted 

· OSA Recognized 

Finances
· Schedule a meeting of all previous account holders and all incoming account holders to go to your financial institution to update all names.

· Bank Name _____________________________________________________
· Type of Account  _________________________________________________
· Account Number _________________________________________________
· Balance in Account _______________________________________________
· Circle members on account: President, Vice-president, Secretary, Treasurer, Other – Please list _______________________________________________
· SGA Budgeted Accounts

· Who is on the account right now? ___________________________________
· Update Budget Signature Card with Pat in SGA office (UU 226)
· Talk to your senator if you have any budget questions.
Campus:
· Email Alias through OTS

· What is your organization email address? ______________________________

· Who is on the account right now?  ____________________________________

· Who needs to be put on the account? _________________________________

· Their email ______________________________________________________

· Website through OTS

· What is your website address? ______________________________________

· Who is on the account right now? ____________________________________

· Who needs to be put on the account? _________________________________

· Their email ______________________________________________________

· Reserving rooms
· Who will serve as the “event coordinator” for ECS? (must be a full-time undergrad with 2.0 GPA) _______________________________________________________________
· Fill out a new online contact form each semester.   You can find it under the resources section at http://wwwnew.towson.edu/studentactivities/StudentOrganizations/ 

· Review the Student Organization Handbook.
·  Office of Student Activities Contact Info – Keep this handy!
· Priscilla Mint, Coordinator for Student Organizations

· 410-704-3307

· PMint@towson.edu
· University Union 217

· www.towson.edu/studentactivities
· Office Space (if you have an office in the Susq Terrace)
· Copy of office hours to Mary Leeper in SGA office
· Copy of office hours to Info Desk personnel

Materials:

· Officer Training Manual (if exists)
· Pertinent addresses, emails, & phone numbers

· Organization Goals

· By-laws, Constitution, or Mission Statement

· Due dates for dues/forms to National office

· Chapter calendar

· Gavel and pounding block

