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CEO Succession Plan

Approved by the NRMC Board on May 26, 2009

Background
There are a variety of circumstances for which the Center would require a CEO succession plan, some of which provide time to think through next steps in a careful, methodical way (e.g. the Executive Director decides to take another position and provides notice to the board, or the board provides notice to the Executive Director that her services are no longer needed as of a future date), and others that occur under circumstances that provide no warning (e.g., the Executive Director is asked to leave immediately by the board, or she becomes disabled, has a serious illness, or dies). While many of these circumstances are not happy ones, it is inevitable that there will be a leadership change at the Center in the future, even if it is not imminent.  

Leadership transition is a process that begins long before the outgoing leader departs, and it presents an opportunity to move forward with a new understanding of the issues the organization must address at that time. A succession plan provides for an orderly and seamless transition that will minimize the disruption to the Center and allow the board and staff to focus on moving forward in a productive and unifying manner.  

Succession planning is a shared responsibility of the board and the CEO. BoardSource (www.boardsource.org) founder Nancy Axlerod (who also served as the first volunteer President of the Nonprofit Risk Management Center) has defined succession planning in the nonprofit sector as “an ongoing, systematic process that boards, with the help of chief executives, can use to create an environment for chief executives to succeed from the very beginning of their terms until the cycle is repeated with their successors. Succession planning works best when board members and the incumbent chief executive collaborate in advance in a purposeful manner to create the conditions for a successful executive leadership transition—whether or not it is expected in the near term.” 

An article published by the consulting organization Help4Nonprofits notes that one of the most uneasy conversations they have seen both boards and CEO’s avoid is the issue of succession planning. Boards avoid the discussion because they don't want the CEO to be offended by the conversation if she or he plans to stay on. CEO's avoid the discussion because they don't want their boards to worry that they might be considering leaving. The need to develop a succession plan for the Center has been articulated by both the board and the current executive director. This project enjoys the full support of the Center’s leadership team.

Elements that are regarded as essential to creating a climate of success for an effective transition include:

· Assessment of the current status of the Center and its needs for a new CEO (see Attachment A);

· Ensuring that the Board understands the job of the CEO;

· Regular conversations about mutual expectations of the CEO and the Board (see Attachment B - Responsibilities chart for the NRMC Executive Director and Board);

· Effective Evaluation process for the CEO (see draft Policy and Procedure on the NRMC CEO Evaluation Process (Attachment C); 

· Effective Board self-assessment; 

· Providers of Interim CEO Services (See Attachment D);

· Draft Advertisement (See Attachment E);

· CEO Position Description (Attachment F);

· Major Contractors as of May 2009 (Attachment G);

· Organizational Chart (Attachment H); and

· Emergency Succession Planning Checklist (Attachment I)

Emergency Succession Plan

In order to ensure that the mission of the Center continues uninterrupted in the event the Center’s Executive Director is no longer able to perform her duties in an emergency situation, the following steps will be taken:

· The staff member who first becomes aware of the situation involving the CEO (e.g. her death or disability), will notify the officers of the Board: the President, Treasurer and Secretary. If the Board becomes aware of the situation involving the CEO before the staff is aware, the President will contact all current Staff and Associates (as listed on the Center’s web site) to inform them of the CEO’s status. 

· The Office Manager of NRMC will compile lists of all active consulting clients, corporate sponsors and major contractors with key contact information and deliver the lists to the President within 48 hours after being notified of the CEO’s change in status. The Office Manager will verify the accuracy of the Roster of Major Contractors (Attachment G) as contained in this plan, providing the President with an updated list, if necessary.

· The Executive Committee will convene, via teleconference, within 48 hours to:

· Finalize the communication to the interim CEO providers who will be asked to submit proposals to provide interim CEO services (See Attachment D: Providers of Interim CEO Services); and

· Determine whether any change in the above strategy is warranted due to unusual circumstances.

· The President of the Board will notify the full Board of the Executive Committee’s actions within 24 hours of the meeting of the Executive Committee.
· The President will contact each major client for whom the Executive Director was the primary contact to notify the client about the change in circumstances and discuss next steps with regard to ongoing work. The President will keep the staff apprised of these conversations, including required action on the staff’s part (e.g. assuming responsibility for projects, identifying contractors to complete assignments, etc.).  
· The President will contact each major donor to the Center to notify them of the change in circumstances.
· The President will contact the Center’s major contractors (e-Cratchit, mindSHIFT, Gratzer Graphics, Don Withrow Consulting, and At Your Service) to discuss changes in the approval process for contractor assignments (e.g. assignment and approval of work, approval of invoices, etc.). See Attachment G: Major NRMC Contractors as of May 2009

· If the Executive Committee determines that the CEO is no longer able to return to her duties, the long-term succession plan, and search and selection process, will begin as described below.

Long-term Succession Plan

As soon as the Executive Committee determines that the CEO is no longer able to return to her duties, the Center’s President will convene the full Board via teleconference to begin the process of recruiting and selecting a new Executive Director. 
CEO Search and Selection Process

· During the Board’s meeting it will determine:

· If changes are required to the DRAFT Advertisement and DRAFT CEO Position Description.

· Whether to use an Executive Search firm or more traditional advertising to advertise the position opening. If the former, the Board will discuss and approve an expeditious process and timetable for identifying prospective search firms and engaging the firm whose proposal is the best match for the Center’s needs and resources.

· The timing of the departure and involvement in search process of current CEO, if appropriate.
· The communications strategy that will be used to announce to staff and associates, major clients, donors and partner organizations (e.g. satellite offices) as appropriate.
· Emerging trends relevant to the Center’s work to determine likely future directions for the organization and how these trends translate into needed skills for the new CEO.

· Subsequent to the Board Meeting the President will:

· Coordinate the announcement of the position opening; 

· Work with either the search firm or staff to ensure that the position is advertised on a timely basis; and 

· Keep the staff (including the interim CEO/contractor) informed of key developments in the process.

· Subsequent to the Board Meeting the Executive Committee, acting as “Search Committee” will:

· Review incoming applications and select candidates to interview;
· Conduct reference checks on candidates it will recommend for presentation to the board (“finalists”);

· Coordinate interviews with the Board;

· Recommend, for approval by the board, a compensation package (and contract, if applicable) that will be offered to the candidate selected by the Board;

· Coordinate negotiations with the Board’s top candidate for the position based on the package and parameters agreed to by the Board; and

· Design and provide an orientation for the new Executive Director.

Conclusion

In an article by Robert Van Hook in ASAE's Executive Update, Van Hook defines an executive transition as “the process that occurs between a departing executive's announcement of his or her departure and the three to six months after a new executive is on board.” The author suggests that a successful executive transition is one that results in the following:

· A clean break with the organization that brings closure and a sense of the value of the executive’s tenure;

· Effective executive leadership during the interim that maintains or enhances the organization’s momentum and preserves the outgoing executive’s credibility;

· The employment of a new executive who will succeed because his or her skills, values, and experience align with the association’s culture and strategic direction;

· A Board and staff that have dealt with the departure of the outgoing executive and are ready for and supportive of the new leader;

· A Board with a clear sense of purpose and expectations for the new executive, as well as a system to assess performance and manage the relationship.

Of course, and as discussed previously, there are instances when an executive transition is triggered by an emergency such as the death of the CEO or the Board’s decision to replace the chief executive, with or without cause. The goals listed above are equally valuable if the need for a transition is necessitated by these or similar circumstances.

It is with these goals in mind that this draft plan for the Nonprofit Risk Management Center was created.

Resources:

· Axelrod, Nancy R.  Chief Executive Succession Planning. BoardSource, 2002.

· Adams, Tom (Editor), the TransitionGuides Team. “TransitionLeader,” TransitionGuides, Volume 1 No. 2, Summer 2003.

· Cheng, David Hinsley. “Succession: Preparing Future Leaders.” CEO Update, August 3, 2006.

· Ernest, Elaine H. “Next in Line.” Association Management, American Society of Association Executives and The Center for Association Leadership, October 2003

· Gottlieb, Hildy. “Succession Planning: The Elephant in the Room,” Help 4 NonProfits, 2006.

· Mamprin, Andre. “Next in Line: Five Steps for Successful Succession Planning.” Executive Update, ASAE/Center for Association Leadership, December 2002.

· Masaoka, Jan & Wolfred, Tim, “Succession Planning For Nonprofit of All Sizes,” Board Café, September 19, 2005.

· Price, Mindy Lubar. “Emergency Succession Planning for Nonprofit Organizations,” Executive Transitions Initiative, Donors Forum of Wisconsin reprinted with permission from Wisconsin Philanthropy News Volume V Issue 3, 2005.

· Price, Mindy Lubar. “Succession Planning and Sustainability in Nonprofit Organizations,” Executive Transitions Initiative,” Donors Forum of Wisconsin.

· Tessler, Claudia. “Point of Departure: Thinking Far Ahead About the Future.” ASAS/The Center for Association Leadership, 2007.
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Assessment Questions for the Full NRMC Board to Consider
1. Mission and Values

Questions to Consider

· Do the Center’s programs, services, and products reflect our mission?

· Is the Center’s current mission statement an adequate reflection of our organization’s present reason for existence?

· What will be most important for the Center’s next chief executive to understand about our mission?

2. Vision

Questions to Consider

· Does the Board have a collective vision of what will be different three to five years from now as a result of the work of the Center?

· What are the principal accomplishments we want to produce during the next five years?

· How will we expect our next chief executive to help us define and create our preferred future?

3. Financing

Questions to Consider

· What are our major sources of revenue and what proportion of our expenses do they support?

· Are our key revenue sources rising or falling?

· Do we have sufficient reserves?

· What expectations will we place on the next chief executive to generate new revenue, explore alternative revenues formulas, or employ other measures to create greater financial stability (e.g., increasing corporate support, obtaining new grant funds, expanding product/service offerings, launching a membership program)?

4. Governance

Questions to Consider

· How does the Board add the greatest value to the Center at this time?

· Which areas of governance or Board operation are in need of attention or improvement?  What needs to change before we hire the chief executive?  How will we expect our next chief executive to help the Board address these matters?
· How can the Board and the next chief executive work most effectively together to build and maintain a strong working relationship?

· What kind of authority is the Board prepared to grant the next chief executive and what kind of accountability mechanisms should it consider to ensure responsible Board oversight of the chief executive’s performance?

· Does the current chief executive’s job description need to be revised?

5. Management

Questions to Consider

· What are our greatest human resources challenges?

· What kind of management style does our organization need in the next chief executive to recruit, motivate, and retain the best staff members?  Will this require a change from the current Center culture?

· What behaviors in our next chief executive are likely to build trust, high performance, and accountability from our employees?

· What role will we expect our next chief executive to play in the recruitment management of our volunteers and leaders?

6. Communications

Questions to Consider

· How well do we keep our members informed about our work?

· How can our next chief executive help us design and implement more effective communications strategies?

· What role do we expect our next chief executive to play in our communications with our various constituents, including other associations and members of the press?

7. Institutional Culture

Questions to Consider

· Are the Center’s core values still appropriate?
· Which values in particular do we want the chief executive to uphold and nurture?

· What creates the greatest frustration, confusion, or dysfunctional behavior in the Center that we will want the new chief executive to help us change?

· Will the chief executive need to fit the culture and traditions of Center, or will he or she be expected to change it? How?

8. General Questions

Questions to Consider

· What are the mega issues facing the Center that should consume the greatest amount of the chief executive’s time?
· What are the key drivers of change in the external and internal environment that we expect our chief executive to help us tackle?
· What must the chief executive do particularly well in order for the organization to fulfill its mission?
· Have we recently engaged in a strategic planning process?  If so, how adequate is our current plan?  If not, what kind of strategic thinking process do we want our next chief executive to help us launch?
· What are the top three leadership skills that we most need from our next chief executive?  
· What personal qualities and relationship skills does our chief executive need to succeed?
· What behaviors and skills do we want our chief executive to model as a leader and a manager that are important in our value system?
· What specific suggestions do you have for the Board to attract, recruit, and retain the most qualified candidate?  
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Responsibilities Chart for the NRMC Executive Director and Board

	The Board Supports the Executive Director in the following areas…
	The Executive Director…



	Recruits, hires, supervises, evaluates, supports and may terminate the Executive Director
	Recruits, hires, supervises, evaluates and may terminate staff and contract personnel

	Approves the Annual Budget




	· Develops, in consultation with the Finance Committee, the Annual Budget

· Monitors expenditures to ensure compliance with the annual budget

	Supports the Center’s efforts to secure corporate, foundation and individual support by establishing annual goals, identifying prospective supporters, and inviting prospective supporters to contribute to the Center as donors or customers.
	Manages the Center’s development activities by establishing goals for foundation, corporate and individual support, by soliciting support from various sources, and by following up to ensure that donor requirements are consistent with the mission and policies of the Center and fully met.

	Supports the programs and services of the Center by providing input and feedback during board meetings and directly to the Executive Director.






	· Manages the design and delivery of the Center’s programs and services.
· Seeks feedback and input from the Board of Directors. 

	Provides back-up as necessary to the CEO in communication with major stakeholders, including donors, clients and the media.
	Serves as the Center’s spokesperson in communication with donors, clients and the media.

	Monitors the financial health and status of the Center through careful review of financial reports provided by the Finance Committee and the Audit Committee.
	Keeps the Finance Committee and the full Board informed about trends, activities, and outcomes with respect to financial transactions.

	Actively participates in planning activities and policy-making through participation on the Center’s committees.
	Provides staff support to the Committees established by the board.
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Policy and Procedure on the NRMC CEO Evaluation Process
POLICY

It is the policy of the Board of Directors that the Board shall conduct a formal annual performance review of the Executive Director according the following procedure and that compensation adjustments and other terms and conditions of the Executive Director’s employment shall be determined in the context of the performance evaluation.

PROCEDURE

1. No later than the first meeting of the NRMC Board, held in January or February of the calendar year, the Board’s Personnel Committee shall recommend an evaluation instrument to evaluate the Executive Director’s performance for the previous calendar year to the Board.  To the greatest extent practicable, the Committee shall endeavor to maintain consistency with prior years’ rating factors and weights in order to provide consistent, clear expectations to the Executive Director  and continuity in the evaluation process.  After consideration of the recommendations of the Personnel Committee, the Board shall adopt the evaluation instrument to be used in the ensuing evaluation by no later than March 15.

2. The Executive Director will complete a self evaluation using the approved evaluation instrument and send to the Personnel Committee no later than April 1.

3. The Chair of the Personnel Committee shall distribute the evaluation instrument to the members of the Board by no later than April 15. Members of the Board shall complete their individual evaluations by no later than April 30 and shall return them to the Chair of the Personnel Committee.

4. During each review cycle, the Personnel Committee shall gather information on compensation paid to CEOs of similar nonprofit organizations, such as management assistance providers, nonprofit legal support or advocacy organizations, and research and consulting organizations. This information shall be used to assist the Committee in evaluating the CEO’s compensation and appropriateness of any proposed adjustments. 

5. Members of the Personnel Committee shall compile the results of the Board evaluations by no later than ten days before the spring Board Meeting and shall recommend any adjustments in compensation or other terms and conditions of employment to the Board by no later than the date of the spring Board Meeting. 

6. The Board shall consider the recommendations of the Personnel Committee and shall modify or approve the recommendations at the spring board meeting. Any adjustment in compensation or other terms and conditions of employment shall be effective July 1. 

7. Actions of the Personnel Committee and the Board of Directors may be taken either in a formal meeting or by telephone conference. Any action proposed by the Personnel Committee and any action taken by the board with respect to changes in the terms and conditions of employment shall be documented in writing in the Board meeting minutes and in a memorandum that will be kept in the CEO’s personnel file.

ATTACHMENT D

[image: image5.png]Nonprofit ) /)
Risk Management

Center d44

...find the answer here




Providers of Interim CEO Services

    TRANSITION GUIDES

    http://www.transitionguides.com/
    Contact: Tom Adams

 

    TRANSITION MANAGEMENT CONSULTING, INC.

    http://transitionceo.com/
    Contact: Jackie Eder-Van Hook or Robert Van Hook
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DRAFT Advertisement
Executive Director, Nonprofit Risk Management Center

Dynamic leader sought for national resource center providing expert help to large nonprofit organizations and businesses serving the nonprofit sector. Responsibilities include working in partnership with a national board of directors, overseeing all fundraising, business/client development, consulting, and organization management activities for a small organization served by a team of paid staff and contract personnel. The Center’s strengths include its ability to undertake a wide range of client funded projects simultaneously, tap top-notch contractors as project partners, and provide objective advice on risk management and insurance issues to nonprofits in the U.S. and other parts of the world. Prior experience as a nonprofit CEO or senior manager and proven business/client and fund development skills required; risk management experience desired.
ADVERTISERS
· NonProfitTimes – www.nptimes.com
· The Chronicle of Philanthropy – www.philanthropy.com
· Posting a job: https://careers.philanthropy.com/webbasecop/index.jsp
· ASAE/The Center for Association Leadership – www.asaecenter.org
· Career Headquarters - http://asaecenter.org/YourCareer/content.cfm?ItemNumber=15976&navItemNumber=14984
ATTACHMENT F
[image: image7.png]Nonprofit ) /)
Risk Management

Center d44

...find the answer here




CEO Position Description

EXECUTIVE DIRECTOR

Nonprofit Risk Management Center

Responsibilities
1.
Achievement of Organizational Outcome Goals.  As the board’s sole official link to the operating organization, the executive director is accountable for overall organizational performance and exercises all authority transmitted to the organization by the board.  The director and the board establish the long-term strategic direction of the organization and annual outcome goals.  The executive director’s performance is considered to be synonymous with organizational performance as measured against these outcome goals.

2.
Product and Service Development and Delivery.  The executive director is responsible for overseeing the development of new products and services that anticipate and meet the needs of the nonprofit marketplace, and products and services that engender a high degree of satisfaction and loyalty from the nonprofits and corporations the Center serves.

3.
Business Development.  As a service organization, the Center exists because of the quality of its products and the satisfaction of key customers with its services. The executive director is responsible for expanding the Center’s customer base and satisfying customer needs within the core business areas identified in the strategic direction and outcome plans described above.

4.
Fund Development.  Fee-for-service income, publications sales, conference registrations and other forms of non-grant revenue pay for approximately 90% of current operations.  The executive director has primary responsibility for the Center’s grantsmanship efforts, and for forging and maintaining strong relationships with current and potential funders.

5. Human Resource Recruitment and Development.  As a service organization, the Center’s success hinges largely on the quality of its people. The executive director is responsible for attracting service- and quality-minded staff and contractor associates and encouraging their development.

6. Financial Planning, Performance, and Asset Protection.  The executive director develops an annual budget for consideration by the board. With the assistance of an external contractor providing outsourced accounting services, the director is responsible for ensuring that the Center maintains a strong financial position and that assets are protected.

7. Communications and Counsel to the Board.  The board has moral accountability to the public and legal accountability to various bodies for the Center’s operations. The executive director’s role includes ensuring that the board has adequate information to discharge its oversight and monitoring duties.

8. Maintaining a Quality Environment.  Nonprofits depend on the accuracy and sagacity of the Center’s publications and counsel. The executive director is responsible for maintaining an environment with strong attention to quality, both in the character of the Center’s products and services as well as in the manner and style in which products and services are delivered.

Qualifications
Organizational Qualifications:  Demonstrable success in leading a nonprofit, public sector or private sector enterprise at the chief executive or division head level. Strong preference for a candidate with demonstrated success in the areas of business development, grantsmanship or marketing.

Educational/Technical Qualifications:  A minimum of a Master’s Degree or equivalent experience; knowledge of the nonprofit sector and familiarity with legal liability, commercial insurance and other risk management matters. Graduation from an accredited law school is a strong preference.
Personal Qualifications:  A strong record of personal and professional integrity. Excellent written and verbal communication skills are required with strong preference for demonstrable success in building and maintaining relationships with constituent groups, preferably at the national level.

Compensation
Compensation is negotiable. The Executive Director’s performance is reviewed annually and the Board considers both pay increases and one-time bonuses. The benefit package includes: paid vacation, sick leave, health, dental and life insurance, long-term disability and a 403(b) plan with an employer contribution equal to 6% of salary.
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Major NRMC Contractors as of May 2009

Outsourced IT Management (since December 2007)

mindSHIFT Technologies, Fairfax, VA

Contact:  Susan Francis, Susan.Francis@mindshift.com, 571.432.4064

Outsourced accounting and bookkeeping (since 1998)

e-Cratchit, Braintree, MA and Miami, FL

Contact: Yolanda Jardon (account rep) - Direct: 617.959.1862

 

Web Programming (major client web projects such as web sites created for the YMCA of the USA and Canadian Red Cross as well as Center-developed web tools including Quality Select, My Risk Management Policies, and My Financial Management Plan)
Don Withrow - DWC, LLC Solutions, Fairfax Virginia

Contact: Don Withrow - 703.642.8213

Web Programming (My Risk Management Plan, custom editions of My Risk Management Plan, Nonprofit CARES, Risk Management Classroom)

Altruist Media, Arlington, VA

Contact: Jan Dearth or Frank Beach – 703.812.8813
 

Graphic Design/Web Design

Gratzer Graphics (web site, brochures) – Contact: Colleen Gratzer – 301.874.3131

Suzanne Stanton (books) – Contact: Suzanne Stanton - schadwick2@mac.com
 Publication Fulfillment/Registration (since 2008)
At Your Service, Burlington, WI
Contact: Colleen Goelz or Julie Peterson - 262-763-8467
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BOARD OF DIRECTORS



EXECUTIVE DIRECTOR



SENIOR COUNSEL

OFFICE MANAGER


NRMC ASSOCIATES
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EMERGENCY SUCCESSION PLANNING TEMPLATE

(To Be Completed)

The following is a document developed by the Center for Nonprofit Advancement. At the Committee’s request, the staff has agreed to complete the questions on this form by May 31, 2009 and update this document no less than annually.


Emergency Succession Plan

For
(Organization Name)

Leadership plays an essential role in the success of a nonprofit organization. And a change in Chief Executive leadership is as inevitable as the passing of time. 

This document will help a nonprofit organization recognize that planning for unplanned or temporary leadership change is a best practice—in line with other plans nonprofits regularly complete (e.g., strategic plan, communications plan, fundraising plan). An Emergency Succession Plan can bring order in a time a time of turmoil, confusion and high-stress. 

This is a template.  Feel free to adapt to make it appropriate for your organization.  Action items or areas for tailoring are noted with a __line________ or a  symbol.  

The term “Executive Director” is used throughout this document to address the Chief Paid Staff Member.  Should your organization use a title other than Executive Director, feel free to use the title as directed by your organization’s bylaws or practice.

May this process bring your organization peace of mind in your day-to-day work.  

Disclaimer Statement:   This document is provided as guidance for a nonprofit organization facing a change in leadership.  It should not be regarded as a substitute for legal advice or counsel. The advice of a competent attorney should be sought any time a nonprofit is considering policy changes or activities that may affect the legal status or liability exposure of the organization.  
The Board of Directors of _____(Organization Name)_____ recognizes that this is a plan for contingencies due to the disability, death or departure of the Executive Director. If the organization is faced with the unlikely event of an untimely vacancy, _____(Organization Name)_____ has in place the following emergency succession plan to facilitate the transition to both interim and longer-term leadership. 

The Board of _____(Organization Name)_____ has reviewed the job description of the executive director. The job description is attached. The board has a clear understanding of the Executive Director’s role in organizational leadership, program development, program administration, operations, board of directors relationships, financial operations, resource development and community presence. 

[image: image11.wmf]
Succession Plan in Event of a Temporary, Unplanned Absence: Short-Term

A temporary absence is one of less than three months in which it is expected that the Executive Director will return to his/her position once the events precipitating the absence are resolved. An unplanned absence is one that arises unexpectedly, in contrast to a planned leave, such as a vacation or a sabbatical. The Board of Directors is authorized (or authorizes the Executive Committee) of _____(Organization Name)_____ to implement the terms of this emergency plan in the event of the unplanned absence of the Executive Director.

In the event of an unplanned absence of the Executive Director, the Deputy Director (or other highest ranking staff member) is to immediately inform the Board Chair (or highest ranking volunteer board member) of the absence. As soon as it is feasible, the Chair should convene a meeting of the Board or Executive Committee (choose one) to affirm the procedures prescribed in this plan or to make modifications as the Committee deems appropriate.

At the time that this plan was approved, the position of Acting Executive Director would be:  ____________________________________ Name, ____________________________________ Title.

Should the standing appointee to the position of Acting Executive Director be unable to serve, the first and second back-up appointees for the position of Acting Executive Director will be:  

(1)
 _______________________ Name ________________________ Title and 

(2)
 _______________________ Name ________________________ Title.

If this Acting Executive Director is new to his/her position and fairly inexperienced with this organization (less than ______ months/years), the Executive Committee or Board of Directors (circle one) may decide to appoint one of the back-up appointees to the acting executive position. The Executive Committee or Board of Directors (circle one) may also consider the option of splitting executive duties among the designated appointees.

Authority and Compensation of the
Acting Executive Director 

The person appointed as Acting Executive Director shall have the full authority for decision-making and independent action as the regular Executive Director. 

The Acting Executive Director may be offered:
(check one)

(
A temporary salary increase to the entry-level salary of the executive director position 

(
A bonus of $__________ during the Acting Executive Director Period.  

(
No additional compensation.  

Board Oversight 

The board member(s) or board committee (circle one) responsible for monitoring the work of the Acting Executive Director shall be ______________________ ______________________ (list by name or office). 

The above named people will be sensitive to the special support needs of the Acting Executive Director in this temporary leadership role.

Communications Plan 

Immediately upon transferring the responsibilities to the Acting Executive Director, the Board Chair (or highest ranking Board member) will notify staff members, members of the Board of Directors and key volunteers of the delegation of authority. 

As soon as possible after the Acting Executive Director has begun covering the unplanned absence, Board members and the Acting Executive Director shall communicate the temporary leadership structure to
the following key external supporters of _____(Organization Name)_____. This may include (but not be limited to) government contract officers, foundation program officers, civic leaders, major donors 

and others (please specify): _____________________

_______________________________________________________________________________________.

Completion of Short-Term Emergency Succession Period 

The decision about when the absent Executive Director returns to lead _____(Organization Name)_____ should be determined by the Executive Director and the Board Chair. They will decide upon a mutually agreed upon schedule and start date. A reduced schedule for a set period of time can be allowed, by approval of the Board Chair, with the intention of working their way back up to a full-time commitment. 
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Succession Plan in Event of a Temporary, Unplanned Absence: Long-Term

A long-term absence is one that is expected to last more than three months. The procedures and conditions to be followed should be the same as for a short-term absence with one addition:  

The Executive Committee or Board of Directors (circle one) will give immediate consideration, in consultation with the Acting Executive Director, to temporarily filling the management position left vacant by the Acting Executive Director. This is in recognition of the fact that for a term of more than three months, it may not be reasonable to expect the Acting Executive Director to carry the duties of both positions. The position description of a temporary manager would focus on covering the priority areas in which the Acting Executive Director needs assistance.

Completion of Long-Term Emergency Succession Period 

The decision about when the absent Executive Director returns to lead _____(Organization Name)_____ should be determined by the Executive Director and the Board Chair. They will decide upon a mutually agreed upon schedule and start date. A reduced schedule for a set period of time can be allowed, by approval of the Board Chair, with the intention of working the way up to a full-time commitment.
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Succession Plan in Event of a Permanent Change in Executive Director

A permanent change is one in which it is firmly determined that the Executive Director will not be returning to the position. The procedures and conditions should be the same as for a long-term temporary absence with one addition:

The Board of Directors will appoint a Transition and Search Committee within (add number) ______ days to plan and carry out a transition to a new permanent executive director. The Board will also consider the need for outside consulting assistance depending on the circumstances of the transition and the board’s capacity to plan and manage the transition and search. The Transition and Search Committee will also determine the need for an Interim Executive Director, and plan for the recruitment and selection of an Interim Executive Director and/or permanent Executive Director.

Checklist for Acceptance of All Types of Emergency Succession Plans

(
Succession plan approval. This succession plan will be approved by the Executive Committee and forwarded to the full Board of Directors for its vote and approval. This plan should be reviewed annually.

(
Signatories. The Board Chair, the Executive Director, the deputy director or human resources administrator and the Acting Executive Director shall sign this plan, and the appointees designated in this plan.

(
Organizational Charts. Two organizational charts need to be prepared and attached to this plan. Prepare and attach an organizational chart reflecting staffing positions and lines of authority/reporting throughout the organization. Prepare and attach a second organizational chart that reflects how that structure will change within the context of an emergency/unplanned absence of the Executive Director.

(
Important Organizational Information. Complete the attached Information and Contact Inventory and attach it to this document.  Also attach a current list of the organization’s board of directors.

(
Copies.  Copies of this Emergency Succession Plan along with the corresponding documentation shall be maintained by The Board Chair, the Executive Director, the Acting Executive Director Appointee, the human resources department, and the organization’s attorney.  

Information and Contact Inventory for ___ (Organization Name) ___
Knowing where your organization’s key information is located is critical so that if an emergency succession should occur, your organization would be able to quickly continue work in the most efficient and effective way.


Onsite Location
Offsite Location
Online URL

Nonprofit Status 

IRS Determination Letter
( ___________________
( ____________________
( ____________________

IRS Form 1023
( ___________________
( ____________________
( ____________________

Bylaws
( ___________________
( ____________________
( ____________________

Mission Statement
( ___________________
( ____________________
( ____________________

Board Minutes
( ___________________
( ____________________
( ____________________

Corporate Seal 
( ___________________

Financial Information 

Employer Identification Number (EIN) #: _________________________________________

Current and previous
Form 990s
( ___________________
( ____________________
( ____________________

Current and previous
audited financial statements
( ___________________
( ____________________
( ____________________

Financial Statements (if not part of the computer system and regularly backed-up)


( ___________________
( ____________________
( _____________________

State or District Sales-Tax Exemption Certificate
( ___________________
( ____________________


Blank Checks
( ___________________
( ____________________
( ____________________

Computer passwords 
( ___________________
( ____________________
( ______________

Donor Records
( ___________________
( ____________________
( ___________________

Client Records
( ___________________
( ____________________
( ____________________

Vendor Records
( ___________________
( ____________________
(_____________________

Volunteer Records*
( ___________________
( ____________________
( ____________________

*Note: Nonprofits that are heavily volunteer-based may need to know the following information about their volunteers who they are, how to contact them (home/work phone, email, cell, etc.), where they live/work, expertise, special skills, or any information related to their usefulness or willingness to help the agency (for example, volunteer Jane Doe can walk to our satellite office, lift heavy boxes and knows CPR).

Auditor

Name:


Phone Number/Email:


Bank

Name(s):


Account Numbers:


Branch Representative(s):


Phone Number:


Fax:


Email:


Investments

Financial Planner / Broker Company


Representative Name:


Phone Number:


Email:


Who is authorized to make transfers? Who is authorized to make wire transfers?  Are there alternatives?

Who are the authorized check signers?

Is there an office safe? Who has the combination/keys?
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