
One-on-One Meeting Handout 
 
 

1. List other officers / chairmen with whom you worked and the projects involved. 

 
 
 

2. List specific accomplishments realized during your term in office and the reasons for their 
success. 

 
 
 

3. List any problems or disappointments you encountered as a part of your office and 
suggest ways of avoiding or correcting them. 

 
 
 

4. List supplemental materials and sources of information you found most helpful. Include 
specific alumni or faculty contacts, university / college officers, community resources, 
etc. 

 
 

5. Comment on the timetable applicable to your office. Give suggestions for increasing 
efficiency and effectiveness. 

 
 

6. List any other suggestions you feel would be helpful to your successor in carrying out the 
responsibilities of this office. 

 
 
 


