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Executive Director Transition Planning Worksheet
This worksheet can help an Executive Director or Senior Leader organize the considerations, decisions, and handoff tasks involved in a planned transition. The information gathered will help to build the transition plan. The Worksheet is designed to support continuity, reduce risk, and help the outgoing executive, board, and staff clarify responsibilities, timing, communications, and knowledge transfer.
1. Transition Overview
· Planned announcement date: 
· Last day in role: 
· Desired overlap period (if applicable): 
· Board chair / lead contact: 

Primary goals for the transition
· 

Interim leadership plan
· 

Key messages (for communications purposes)
· 
2. Considerations and Tasks
A. Before announcing the transition
· Clarify the reason for departure and the preferred transition timeline.
· Review employment agreement, notice requirements, and any board policies.
· Consider personal readiness, boundaries, and desired involvement after departure.
· Identify critical organizational risks if the role becomes vacant.
· Prepare a recommendation for interim leadership coverage, if needed.
· Identify sensitive issues, pending decisions, or unresolved personnel matters.
· List must-protect relationships, commitments, and deadlines over the next 3 to 12 months.
· Coordinate with the board chair on timing, confidentiality, and process.

B. Board and governance alignment
· Confirm who will lead the transition process and key decisions.
· Define board, committee, and staff roles during the transition.
· Clarify approval authority for contracts, hiring, spending, and communications.
· Review succession, emergency backup, and signing authority arrangements.
· Ensure key governance documents are current and accessible.
· Align on what the organization needs most from its next leader.
· Decide whether the outgoing executive will support recruitment, and in what capacity.

C. Operations and knowledge transfer
· Document current priorities, major projects, and status updates.
· Prepare a list of recurring decisions, annual cycles, and key deadlines.
· Organize files, shared drives, calendars, and physical records.
· Inventory passwords, systems, access permissions, and ownership changes needed.
· Summarize budgets, cash flow concerns, grants, audits, and upcoming financial obligations.
· Document legal, compliance, insurance, and risk-management matters requiring follow-up.
· List vendor contracts, renewal dates, and key service providers.
· Outline staff structure, open roles, performance concerns, and capacity risks.
· Identify what only the executive director currently knows and how it will be transferred.

D. Stkeholder communication and relationship handoff
· Develop a communications sequence for board, staff, funders, donors, partners, and community stakeholders.
· Draft clear messages about timing, continuity, and next steps.
· Identify which relationships require personal introductions or joint meetings.
· Note major funder reporting deadlines, grant restrictions, and stewardship commitments.
· Prepare briefing notes for top donors, public officials, partner organizations, and advisors.
· Decide what should be communicated publicly and when.
· Coordinate website, directory, and email signature updates as needed.

E. People, culture, and continuity
· Consider likely staff concerns and how they will be addressed.
· Identify key team members who may need additional support or clarity.
· Capture important cultural norms, history, and context that are not written down.
· Flag sensitive relationships, informal influencers, and unresolved tensions.
· Plan how momentum will be maintained on strategic priorities during the transition.
· Decide whether a farewell, recognition, or closure process is appropriate.

F. Final handoff priorities
· Confirm outstanding decisions that must be completed before departure.
· Transfer authority, approvals, and account access by a specific date.
· Complete transition memos for board, interim leader, or successor.
· Schedule final handoff meetings and introductions.
· Return organization property and confirm records retention responsibilities.
· Agree on post-departure contact boundaries and availability.
· Document any recommended priorities for the first 90 days after departure.
 
3. Key Contacts and Relationships to Transfer
	Name / organization 
	Relationship / importance 
	Transition action needed 
	Owner / date 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


 
 
4. Risks, Open Issues, and Mitigation
	Risk or open issue 
	Impact if not addressed 
	Possible mitigation action 
	Owner / deadline 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 





5. Immediate Next Steps
· Meet with board chair to align on timing, process, and roles.
· Draft resignation or transition notice (with different audiences in mind).
· Board
· Staff
· Funders
· (etc.)
· Prepare a concise transition timeline.
· Start a handoff file with critical documents and contacts.
· Identify top five relationships requiring direct transfer.
· 
· List top ten priorities, deadlines, and decisions in progress.
· 
· Set dates for staff, board, and stakeholder communications.
· 
External Resources (non-TREC)
While most of the information in this worksheet was taken from trec.org, the following are a few other helpful external resources referenced when creating this worksheet:
· BoardSource. Executive Transition and Succession Planning.
· National Council of Nonprofits. Succession Planning for Nonprofits / Managing Leadership Transitions.
· Bridgespan. Leadership Succession Planning.
· Charity Charge. Guide: Executive Director Transition Plan.
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