Year Planner
Name of Organisation.......................................................................
	Key Event

	When we need to do this

	Draw up end of year accounts and
have then audited or examined
	

	Complete and send the annual return to the Charity Commission
	

	Review our constitution (before AGM)

	

	Hold Annual general meeting (AGM)

	

	Readopt our constitution & notify all relevant bodies of any changes to constitution or committee (usually following AGM)
	

	Conduct staff appraisals
	

	Conduct pay review
	

	Review charges/fees
	

	Review level of insurance and renew it
	

	Review policies`
	

	Up date our business/development plan
	

	Our rent (rates if applicable) are due
	

	Renew planning permission (if applicable)
	

	Seek renewal of lease (if applicable)
	

	Carry out annual health + safety/risk assessment
	

	Update prospectus/brochure
	

	Update website (if applicable)
	

	Update inventory
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