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Executive Director Transition Action Plan
Navigating the transition of an Executive Director (ED) can be a challenge even in the best of times for the most well-prepared board of directors.  We’ve created this checklist to help board members walk through the steps and milestones that will help your board navigate the weeks ahead after notice has been given or the decision has been made by the board to make a change. 
While this list is a helpful place to start, consider the support of an experienced Interim Executive Director, Board Advisor, or search professional from Valtas to support the board and staff through this important time of transition and change.
Immediate Actions (Weeks 1-2)
Remember, thoughtful and proactive planning will go a long way in helping the board, staff, donors, and community partners hear a common message about next steps.
Departure Communication & Timeline
[ ] Meet with departing ED to confirm their official departure date and understand their expected role in transition planning
[ ] Draft internal communication to staff, in collaboration with the outgoing ED if applicable
[ ] Draft external communication to stakeholders, donors, and community partners
[ ] Determine timing and sequence of announcements
Board Leadership & Structure
[ ] Convene a board meeting to discuss transition
[ ] Form Executive Transition Committee (ideally made up of 4-6 members)
[ ] Identify committee Chair and define roles (a formal charter or outline of decision making and authority is recommended)
[ ] Identify board point person for day-to-day transition matters (potentially one for staff and another for the board/community)
Legal & Compliance
[ ] Review ED employment contract and separation terms to ensure compliance with separation/severance obligations (consult with legal counsel where needed)
[ ] Update signatory authority on bank accounts
[ ] Notify relevant government agencies, partners and/or key funders of leadership change
Interim Leadership
[ ] Bring in an experienced Interim Leader to guide the transition
[ ] Clarify interim decision-making authority in the absence of the ED 
Internal Communications and Staff Leadership
[ ] During times of significant change, it’s nearly impossible to overcommunicate – use a variety of frequency and formats to keep staff and key partners informed throughout what may be a 6-12 month process 
[ ] Increase board visibility with staff, including attending staff meetings regularly with updates on transition plans
[ ] Identify critical staff leaders and work to ensure they are well supported
External Communications
[ ] Consider a press release or public announcement, if appropriate
[ ] Update website and social media
[ ] Create talking points for board members
[ ] Plan donor/funder outreach and reassurance
[ ] Prepare FAQ document for common questions
[ ] Schedule community stakeholder meetings, if needed
Organizational Assessment (Weeks 2-4)
Remember, during a leadership transition, the board is not close enough to day-to-day operations to have a full understanding of key areas of consideration. An experienced outside leader may be best positioned to complete an organizational assessment, typically within 30-45 days of arrival of an Interim ED.
Financial & Operational Review
[ ] Review current financial position and budget status
[ ] Identify any pending financial obligations or funding deadlines
[ ] Review all contracts requiring executive signature or oversight
[ ] Document pending grants and reporting deadlines
[ ] Review insurance coverage
[ ] Secure access to critical accounts and passwords
Staff & Operations Continuity
[ ] Meet with senior staff to assess capacity and morale
[ ] Document critical operational processes and contacts
[ ] Assess staff retention risks during transition
Stakeholder Mapping
[ ] Create list of key donors and funding partners
[ ] Identify critical community partnerships and collaborations
[ ] Document relationships requiring personal attention during transition
[ ] Plan stakeholder reassurance strategy
Knowledge Transfer & Documentation (Ongoing)
Institutional Knowledge Capture
[ ] Document key relationships and their history
[ ] Obtain overview of ongoing projects and their status
[ ] Collect contact information for all major stakeholders
[ ] Document organizational culture and informal practices
[ ] Schedule debriefing sessions and exit interview with departing ED
Strategic Positioning
[ ] Review and update strategic plan
[ ] Assess progress on current goals and initiatives
[ ] Identify strategic opportunities and challenges for a new leader as well as organizational strengths and areas for growth
Search Process Planning (Weeks 3-6)
Search Strategy
[ ] Research and select a reputable nonprofit search firm to lead the search for a new ED
[ ] Establish search timeline (typically 4-6 months)
[ ] Develop recruitment marketing materials
Position & Compensation
[ ] Review and update ED job description
[ ] Set salary range and define total compensation package
[ ] Identify key competencies needed for next phase of organizational growth
Selection Process
[ ] Form Search Committee (may be the same as the Executive Transition Committee)
[ ] Define interview process and develop evaluation criteria
[ ] Establish reference checking protocol and background check procedures
New Leader Onboarding Planning
[ ] Leverage your Interim ED to develop onboarding framework
[ ] Create welcome package with essential organizational information
[ ] Prepare office space and technology setup
[ ] Plan board orientation for new ED
[ ] Identify key meetings and introductions for first weeks
[ ] Define 90-day, 6-month, and 1-year goals and identify mentorship or coaching resources
[ ] Establish regular check-in schedule with board
[ ] Plan performance evaluation process and timeline
[ ] Schedule community introduction events
Valtas guides leadership transitions for social enterprises through interim executive leadership, executive search, and board advisory projects. 
Contact us today: valtasgroup.com | | info@valtasgroup.com 
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