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A 12-month planner that schedules recurring board and committee business so nothing falls through the cracks.
How to use this document
1. Adjust to your fiscal year (Q1 below means the first quarter of your fiscal year).
1. Assign an owner and a month to each item.
1. Review the plan at the first meeting of each year.
1. Q1
	Item
	Owner
	Month
	Done

	Approve prior-year audited financial statements
	Audit
	
	☐

	Approve annual incentive payouts and set new-year goals
	Compensation
	
	☐

	Annual report and proxy or statutory filings
	Board, Secretary
	
	☐

	Board and committee evaluation results and priorities
	Nominating and Governance
	
	☐



2. Q2
	Item
	Owner
	Month
	Done

	Annual general meeting preparation and shareholder engagement
	Board
	
	☐

	Review risk register and risk appetite
	Board / Audit
	
	☐

	Cybersecurity and AI oversight deep dive
	Board / designated committee
	
	☐



3. Q3
	Item
	Owner
	Month
	Done

	Strategy off-site
	Board
	
	☐

	CEO and executive succession review
	Board / Nominating and Governance
	
	☐

	Approve internal audit plan for next year
	Audit
	
	☐

	Director education session
	Nominating and Governance
	
	☐



4. Q4
	Item
	Owner
	Month
	Done

	Approve next-year budget and operating plan
	Board
	
	☐

	Review director compensation
	Compensation
	
	☐

	Charter reviews for all committees
	Each committee
	
	☐

	Launch annual board evaluation
	Nominating and Governance
	
	☐



Notes
Adapt this template to your organization, jurisdiction and governing documents. It is a general resource, not legal advice. Review with counsel before adoption.
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