
	Note:  This is a sample shared as a courtesy from the Catalyst Center for Nonprofit Management.  Sample language can streamline the adoption process and is a good starting point. But it is never a good idea to simply insert your organization’s name and present the document to the board for approval. The profile MUST be discussed and tailored to reflect your organization’s mission, culture and to conform to your other policies.
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XYZ, Inc.
Operations Calendar
Organization’s Fiscal Year Begins: _________________________________________
Meeting Frequency: ____________________________________________________

Activity



Approximate Date



Responsibility

	Annual Affirmation/Annual contribution
	
	

	Set fundraising calendar
	
	

	Nomination of Officers
	
	

	Conduct Board Self Assessment
Every 3 years
	
	

	Review 990-draft
	
	

	File 990
	
	

	Review and Update Board Policies
	
	

	Begin recruiting board members
	
	

	Annual Retreat/Review Strategic Plan
	
	

	Begin Executive Director evaluation
	
	

	Evaluate Executive Director
	
	

	Establish Executive Director's goals for next year (as produced from strategic planning/annual evaluation)
	
	

	Begin budget process
	
	

	Approve Budget
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



