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[bookmark: _Toc71729267]Cluster master record and handover list

This template has been created to help you maintain the institutional memory of the cluster. Please make sure to regularly update it, particularly when there is a change in leadership or membership in the cluster. 

Date
Please indicate the date this form has last been updated.
     

Name of the EUNIC cluster
Please specify the city and country.
[bookmark: Text19]     

1. PRESIDENCY CONTACTS 

Outgoing Cluster President(s)
	First name
	[bookmark: Text17]     

	Last name
	[bookmark: Text18]     

	EUNIC member organisation (country and city)
	[bookmark: Text20]     

	Role in EUNIC member organisation
	[bookmark: Text21]     

	E-mail address
	[bookmark: Text22]     

	Presidency period (date from and date to)
	     



Outgoing Cluster Co- or Vice-President(s) (if applicable)
	First name
	[bookmark: Text16]     

	Last name
	[bookmark: Text15]     

	EUNIC member organisation (country and city)
	[bookmark: Text28]     

	Role in EUNIC member organisation
	[bookmark: Text29]     

	E-mail address
	[bookmark: Text30]     

	Presidency period
	     



Incoming Cluster President(s)
	First name
	     

	Last name
	     

	EUNIC member organisation (country and city)
	     

	Function in EUNIC member organisation
	     

	E-mail address
	     

	Presidency period
	     






Incoming Cluster Co- or Vice-President(s) (if applicable)
	First name
	     

	Last name
	     

	EUNIC member organisation (country and city)
	     

	Function in EUNIC member organisation
	     

	E-mail address
	     

	Presidency period
	     



Acting Cluster Coordinator or further contact person
	First name
	     

	Last name
	     

	EUNIC member organisation (country and city)
	     

	Function in EUNIC member organisation
	     

	E-mail address
	     

	Phone number
	     



2. CLUSTER MEMBERS

Full Members
List all Full Members of the cluster. Specify if any of the member organisations needing a mandate in order to be a Full Member in the cluster received it from their respective headquarters of EUNIC members. Any new Full Member listed here for the first time should also sign the Cluster Charter. 




Associate Members at global and cluster level



List all Associate Members both at global level (e.g., British Council.) and at cluster level of the cluster. 


Partners 



List partners which collaborate with the cluster, including the EU Delegation or European Commission Representation. 


3. PRESIDENCY HIGHLIGHTS

Share any highlights and cluster flagship initiative that got implemented during the last presidency term. Mention any internal developments and reforms, such as updating the charter or strategy, a new governance and coordination model, and key programme activities that happened or partnerships established. This can be done in bullet points and can serve as an addition to the cluster archive.






4. HANDOVER CHECKLIST

Documents and information to be handed over to the new president(s) of the cluster
Check all the points to ensure the handover covers all relevant aspects and documents. 

Note that this is not for the EUNIC office, but to be shared as part of the handover between outgoing and incoming leadership. 

	[bookmark: Check3]|_|
	Cluster master record and handover list updated

	|_|
	EUNIC Cluster Charter signed by all current Full Members and Associate Members at global level 

	|_|
	Current list of cluster members and the corresponding mailing list for each member 

	|_|
	Current Four-Year Cluster Strategy 

	|_|
	Minutes of previous meetings and cluster archive

	|_|
	Relevant documents related to present and past projects, activities and events

	|_|
	Communications material including logo files, leaflets, templates, roll-ups, etc.

	[bookmark: Check5]|_|
	Access codes to relevant programme subscriptions, shared cluster e-mail accounts, including social media handles, access to a cluster archive (if established), etc.

	|_|
	If applicable: contracts with EU Delegation or other partners

	|_|

	If applicable: available cluster budget – status of cluster membership fees, current balance of accounts, access codes




5. INFORM THE EUNIC OFFICE TEAM 
In case of any changes in leadership or membership, make sure to inform the EUNIC office. Contact us at clusters@eunicglobal.eu and use this template to share all relevant information, updates and changes with us. If no new president has been elected yet, assign an interim contact person for all communication with the EUNIC office. If there are any questions regarding membership types in the cluster or status of cluster charter and current cluster strategy, you can also contact the EUNIC office. 
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