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The following Pro-forma is a sample of the material that should be covered during the ceremonial ‘Handover’ from President to President. Please remember to tailor the ‘Handover’ to suit the occasion, but at all times conduct the ceremony with the dignity that such a special occasion as the ‘Handover/Changeover’ needs to dictate.
The areas marked in ‘Red’ are critical and must be covered without deviation. For further tips on ‘Handover/Changeover’ protocols refer to the Club Executive Training information provided during State Training Seminars or discuss this issue directly with your State President.

PRO-FORMA INSTALLATION OF THE CLUB PRESIDENT

With your knowledge of your Club and the attached notes, use this page to draft your own Installation.

· Introduction(Talk about the benefits of the Club activities for the out-going year and potential for the Club in the incoming year)


· History (Name some of the historical highlights of the Club)


· Club President(Talk about the positive aspects of the outgoing Club Presidents leadership)


· Congratulate the Club President on a job well done


· Remove Badge & Replace with Past Presidents Badge

· Remove Chain of Office (if applicable)
· Thank the Past President again for his/her contribution and ask them to take a seat while calling on the incoming Club President to come forward to the presentation area

· Ask the outgoing Club Secretary if the incoming Club President was elected in accordance with the Constitution, By-laws and Best Practices of the Association of Apex Clubs of Australia (NB- Get the outgoing Club Secretary to verbalise their response)

· Remind the incoming President of their reporting and participation obligations to their District Governor (ie. District Reports/Communicate/Fee’s/Census/Insurance Issues/Advise of all Activities/Act with honesty and good-faith with the best interests of Apex and the individual community being represented at all times)


· Ask the incoming President whether he/she understands her obligations to the Association of Apex Clubs, the Club members and community that the Club serves (NB- Make sure the incoming Club President verbalises their response)
· Remind the incoming President and the attendees of the heritage of Apex Australia both nationally and internationally and some of contributions made at various stages of our Associations 75 year history………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

· Install the new Club President Remove the members existing badge and replace it with the members new Presidents badge, Presidents lapel pin and chain of office (if applicable)


· ‘Handover’ proceedings to the new President so they can introduce their new Club Board


· New President to outline their aims for their year and their challenges for the Club
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