
[bookmark: _GoBack]SAMPLE: Information and Contact Inventory for Succession Plan

	Financial Information
	Onsite Location
	Offsite Location

	Current and previously audited financial statements
	
	

	State or District sales-tax exemption certificate
	
	

	Blank Checks
	
	

	Computer Passwords
	
	

	Donor Records
	
	

	Donor Records (archived)
	
	

	Vendor Records
	
	


Knowing where your charter school’s key information is located is critical. If an emergency succession should occur, your organization will transition more effectively if critical knowledge is organized and readily available.  

	Nonprofit Status
	Onsite Location
	Offsite Location

	IRS determination letter
	
	

	Bylaws/Articles of Incorporation
	
	

	Foundation documents
	
	

	Board minutes (current)
	
	

	Board minutes (archived)
	
	

	Corporate Seal
	
	






	Bank
	Banker
	Account 1
	Account 2
	Account 3

	
	
	
	
	


	Auditor
	Phone:
	Email:

	
	
	




	Investments

	Name:

	
	

	Phone:

	
	

	Email:

	
	



	Wire Transfers

	
	Name
	Alternate(s)

	Person authorized to make transfers
	
	

	Person authorized to make wire transfers
	
	



	Checks

	
	Authorized Signer

	Alternate

	Name

	
	

	Phone

	
	



	Office Safe

	
	
	Alternate

	Name of person with combination/keys
	
	



	Legal Counsel

	Attorney
	Phone
	Email

	
	
	



	Human Resources Information

	
	Onsite Location
	Offsite Location (Remote Server)

	Employee Records/Personnel Information
	
	

	I-9s
	
	






	Facilities Information

	
	Onsite Location
	Offsite Location

	Building Deed/Lease Information
	
	

	Office Security System
	
	



	Insurance Information

	
	Company/ Underwriter
	Contact

	General Liability/ Commercial Umbrella
	
	

	Unemployment Insurance
	
	

	Workers Compensation
	
	

	Disability Insurance (short-term)
	
	

	Disability Insurance (long-term)
	
	

	Life Insurance
	
	

	Health & Dental
	
	

	Retirement Plan
	
	



Date of Completion for Information and Contact Inventory: _______________________________________

Name of Person Completing Document: _______________________________________________________

The Emergency Succession Plan and the supporting documents (the information and the contact inventory, job descriptions, and organization charts) should be reviewed and updated annually. 

Signatures of Approval for _______ School


__________________________________________________________
Title                                                                                       Date

___________________________________________________________
Title                                                                                       Date

__________________________________________________________
Title                                                                                       Date
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