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Succession Planning Template
For CEO and Senior Management Roles
Purpose
This Succession Plan is intended to help the board of directors ensure a smooth leadership transition during planned or unplanned departures of the CEO or other senior management. It addresses immediate emergency actions, outlines long-term leadership development, and supports organizational continuity.
1. Types of Succession
A. Planned Succession
Planned succession involves a scheduled transition with full awareness between the current CEO and the Board. This includes:
· Timelines, processes, and resource needs
· Board engagement in identifying internal candidates
· Transparent communication with staff and stakeholders
B. Emergency/Unplanned Succession
Unplanned succession occurs due to unexpected events such as sudden resignation, incapacity, or death. In such cases:
· The Chair of the Board will act as the lead point of contact for external communication
· A designated interim CEO may be appointed
· Senior management may assume shared responsibilities as outlined below
· A search committee will be convened to initiate the hiring process
2. Initial Response Plan for Unplanned Departures
First Points of Contact:
The Board Chair, Executive Committee Chair, and Finance Committee Chair should be immediately notified and will coordinate a response.

Communication Plan:
Within 24 hours:
· A joint statement should be issued to staff and members
· External communications (media, regulators, stakeholders) as needed
· Government agencies or regulators will be notified if required
3. Appointment of Interim Leadership
· The Board of Directors is responsible for appointing an Interim CEO.
· If appropriate, responsibilities may be split among Senior Management individuals:
· One may oversee operations, finance, and insurance matters.
· Another may oversee government affairs and external relationships.
· Interim duties and expectations must be clearly communicated internally and externally.
4. Search for Permanent CEO
Search Committee Composition:
Comprised of 5 members, including:
· Board Chair
· Finance Committee Chair
· Executive Committee Chair
· Treasurer
· One external stakeholder or former board member
Search Process:
· The committee will determine whether to conduct an internal promotion or external search.
· A search firm may be retained.
· Compensation benchmarking (e.g., Hay Group or equivalent) should be conducted.
· A permanent decision should be made within XX days of vacancy, with board approval.
5. CEO Responsibilities to Review Annually
· Identify internal staff who could step into interim or future leadership roles
· Identify external legal counsel or consultants to be engaged in case of emergency
· Maintain updated contact list for potential search firms
· Ensure cross-training and development of senior leadership
6. Leadership Development
To prepare internal candidates:
Identify key leadership competencies (e.g., public affairs, financial management, media relations, member engagement)
· Encourage participation in leadership programs (e.g., ASAE, Institute, state or regional association executive programs)
· Provide opportunities for cross-functional roles and mentorship
· Conduct 360-degree performance assessments annually
7. Transition Plan for Planned Succession
Tentative Timeline (6-12 months total):
· Phase 1: Identify potential successors (2-4 months)
· Phase 2: Select new CEO (1-2 months)
· Phase 3: Prepare and mentor successor (2-4 months)
· Phase 4: Handover and full transition (1-2 months)
Communication:
· Communicate timeline to staff and stakeholders
· Hold town hall meetings and post updates on the association website and emails
· Assign board members to engage with key partners and funders
8. Legal Considerations
· If the CEO also serves as General Counsel, legal support must be secured during transition
· Retain legal counsel immediately upon emergency departure
· Decide whether the new CEO will assume legal counsel responsibilities or designate a new in-house or external General Counsel within 60 days
9. Evaluation and Updates
· Review the succession plan annually
· Evaluate based on feedback from staff, board, and stakeholders
· Adjust for organizational growth or structural changes
· Reassess compensation needs and performance development plans
10. Supporting Tools and Resources
Recommended Search Firms:
[List to be filled in based on organization’s preference]
Recommended Legal Counsel Contacts:
[List to be filled in with potential law firms]
Recommended Compensation Consultants:
[List relevant firms or resources]
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