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Annual Planning and Tracking Calendar 
2014 

 
MONTH STAFF:  MANAGING THE 

CURRENT YEAR 
STAFF:  PLANNING FOR THE NEW 
YEAR 

BOARD OF DIRECTORS 

JANUARY   JANUARY 28 CONFERENCE CALL 
●BOARD REVIEWS PRIOR YEAR 
YEAR-END FINANCIAL REPORT 
● BOARD APPROVES BUDGET & 
GETS COPY OF FINAL AOP 
(ANNUAL OPERATING PLAN) 

FEBRUARY    
MARCH   MARCH 5 - 7 (LOCATION) BOARD 

MEETING 
● BOARD REVIEWS MONTHLY   
PROGRAM REPORT  

APRIL   
 

 

MAY MAY 19 - 20 STAFF MEETING 
●  REVIEW PROGRESS ON KEY 
WORKPLAN GOALS AND 
RECONFIRM OR CHANGE 
 
 

   

JUNE ● STAFF REVIEW MONTHLY 
PROGRAM EXPENSES (ACTUAL VS. 
BUDGET) 

 JUNE 3 (CONFERENCE CALL) 
BOARD MEETING & AGM 
● APPROVAL OF AUDITED 
FINANCIAL STATEMENTS FOR 
BOTH CORPS 
● STRATEGIC PLAN REVIEW AT 
BOARD MEETING 
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    ○ HOW DID WE DO AGAINST KEY 
PROGRAM & ORG GOALS FOR THE 
YEAR? 
    ○ WHAT ARE THE POSSIBLE 
PRIORITIES FOR AOP FOR COMING 
YEAR? 
    ○ WHERE DO WE CLEARLY NEED 
TO CHANGE OUR APPROACH?  
GOALS?   

JULY ● 2ND QUARTER EXPENSE BUDGET-
TO-ACTUAL REPORT PREPARED, 
CIRCULATED TO STAFF; STAFF 
IDENTIFY BUDGET AND 
WORKPLAN REVISIONS FOR THEIR 
PROGRAM AREAS IN TIME FOR  
● REVIEW YTD  COMPOSITE 
BUDGET; DISCUSS AND AGREE ON 
SIGNIFICANT PROGRAM EXPENSE 
BUDGET CHANGES; DIRECTORS  
REVIEW AOP AND ADJUST 
EXPENSES BY PROGRAM AREA TO 
REFLECT CHANGING PRIORITIES, 
FUNDING CHANGES; AOP UPDATED 

 ● BOARD REVIEWS MONTHLY 
PROGRAM REPORT 
 

AUGUST  
 

● DEV DIR. WILL PREPARE DRAFT 
2010 REVENUE PLAN  

● AUGUST 19  
DEVELOPMENT & OPERATIONS 
COMMITTEES MEET JOINTLY TO 
REVIEW DRAFT 2010 REVENUE 
PLAN 

SEPTEMBER SEPTEMBER 15 - 17 
STAFF MEETING  
● REVIEW PROGRESS ON KEY 
WORKPLAN GOALS AND 

SEPTEMBER 15 - 17 
STAFF MEETING 
● STAFF STARTS PLANNING MAJOR 
WORKPLAN GOALS FOR NEXT 
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RECONFIRM OR CHANGE 
● STAFF REVIEW MONTHLY 
PROGRAM EXPENSES (ACTUAL VS. 
BUDGET) 

YEAR 
● PROGRAM STAFF DEVELOP 
DRAFT WORKPLANS AND EXPENSE 
BUDGETS FOR THE COMING YEAR  
● DEV. DIR. REFINES 2010 REVENUE 
PLAN  
● FIN. DIR. COMPILES COMPOSITE 
DRAFT BUDGET (BY MID OCTOBER) 
● DIRECTORS REVIEW DRAFT 
BUDGET AND IDENTIFY REVISIONS 
NEEDED (BY MID OCTOBER) 

OCTOBER ● FIN. DIR. PREPARES THIRD 
QUARTER ACTUAL YTD REPORT 
(MAY INCLUDE SOME ESTIMATES 
GIVEN  BOARD MEETING TIMING) 
● FIN. DIR. WORKS WITH THE 
DIRECTORS TO PREPARE A RE-
PROJECTION  
● STAFF REVIEW MONTHLY 
PROGRAM EXPENSES (ACTUAL VS. 
BUDGET) 

● PROGRAM STAFF REVISE 
BUDGET AND WORKPLAN DRAFTS 
● FIN. DIR. DOES SECOND DRAFT 
OF BUDGET; FINAL REVIEW BY 
DIRECTORS 
● DRAFT AOP COLLATED FROM 
WORKPLANS 

OCTOBER 1-3 (LOCATION) BOARD 
MEETING  
● DRAFT AOP CIRCULATED TO THE 
BOARD AND BOARD PROVIDES 
COMMENT 
● 3RD QUARTER PROJECTION IS 
PRESENTED AT THE BOARD 
MEETING 
● FUNDRAISING PLAN FOR 
FOLLOWING YEAR PRESENTED  

NOVEMBER ● STAFF REVIEW MONTHLY 
PROGRAM EXPENSES (ACTUAL VS. 
BUDGET) 

● STAFF FINALIZE WORKPLANS 
AND BUDGETS; FINAL REVIEW BY 
DIRECTORS 

NOVEMBER 18 
● PRESENT DRAFT OPERATIONAL 
PLAN/BUDGET TO FULL BOARD OR 
OPERATIONS COMMITTEE 

DECEMBER ● STAFF REVIEW MONTHLY 
PROGRAM EXPENSES (ACTUAL VS. 
BUDGET) 

● FINAL BUDGET AND WORKPLANS 
ARE COMPLETE 

 

 
 


