
Update Job Descriptions (to ensure that all accountabilities
and responsibilities are documented – and highlight key
gaps). Don’t forget to include volunteers and part time staff.

Top 10 Things You Can Do NOW 
To Support Succession Planning

 & Staff Transitions

Ask Yourself “What Would Happen If” (and write down
the answers as a map for what you need to address)

Record Important Passwords (in a secure manner
according to your IT policies)

Locate and Designate Physical Keys (to ensure
access to facilities and collections)

Document Critical Internal & External Contacts
(including annotated details about their significance)

Identify “Next Person Up” for Emergency Situations (based on
the responsibilities in the Job Descriptions; note gaps, cross-
training needed, and include Board members if necessary)
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Identify Policies To Be Created or Updated (for collections
management, emergency response, other topics). Make a
plan to complete those you do not have.

Record Details About Special Projects (particularly
anything tied to special funding sources)

Create the Table of Contents for Your Knowledge
Transfer Guide (and a timeline for filling it in)

Tell Someone Where to Find All of The Information Above!

These activities will ensure that your organization has the most
critical information in the event of a succession emergency, but
they will also help you build a framework for longer-term
succession planning and knowledge transfer:
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