SAMPLE TEMPLATE

SAMPLE TEMPLATE - Annual Plan 

(Note: This planning calendar template is presented here in two sections for readability.)

	AREA
	SEPTEMBER
	OCTOBER
	NOVEMBER
	DECEMBER
	JANUARY
	FEBRUARY

	
	200_
	200_
	200_
	200_
	200_
	200_

	PRESIDENT


	Bldg Society

Annual Return 

Sept. _; (due Sept. _)
	File Society

Annual Return for CL – Oct._ (due Nov. _)
	
	
	
	

	VICE- PRESIDENT


	Change Gate Access Code Effective Sept._
	Check phone messages at hall once a week.
	
	
	
	

	TREASURER


	Present audit at AGM
	
	
	
	
	

	SECRETARY


	
	
	
	
	
	

	MEMBERSHIP


	Membership sign-up September __ @ Soccer Centre

Sept __ 

Membership

Blitz
	Membership list distributed
	
	
	
	Soccer sign-up

	PROGRAMS


	
	
	
	
	Assign tennis liaison
	

	SOCIAL


	Determine dates for social functions in advance – in order to have in every newsletter
	Pub Night

October __
	November Ladies Luncheon
	
	Wine Night
	Valentine’s Dance

	MAINTENANCE


	Replace/check lights Sept. __
	Take down tennis court nets Oct. __ ; Put up small rink boards Oct. __
	
	
	Replace/check lights Jan.__;

Fire Inspection
	

	HALL RENTAL


	
	
	
	
	Wax Hall floors January __
	


SAMPLE TEMPLATE - Annual Plan (cont’d) 

	AREA
	MARCH
	APRIL
	MAY
	JUNE
	JULY
	AUGUST

	
	200_
	200_
	200_
	200_
	200_
	200_

	PRESIDENT


	Building Society year-end 

March __

File Charity Information Return
	
	
	
	
	

	VICE- PRESIDENT


	
	
	
	Assign New Gate Access Code Number
	
	

	TREASURER


	Building Society Financial Statement Year-end March __
	CL operating grant due 

April __
	Financial statement year-end May __

Present budget approval
	Cu- off for year end – get books into accountants 
	
	

	SECRETARY


	
	
	
	
	
	

	MEMBERSHIP


	Membership supply orders due March __.
	
	
	Membership supplies pickup at EFCL. Determine membership sign-up date in September __.  Book hall.
	
	

	PROGRAMS


	
	
	
	
	
	

	SOCIAL


	
	
	
	Family BBQ

Men’s golf tournament
	
	

	MAINTENANCE


	Replace/check lights March __;


	Remove 

rinkboards; put up tennis net
	Replace/check lights May __
	
	Replace/check lights July __
	

	HALL RENTAL


	
	
	
	
	
	Wax Hall floors August __ 


Note: Add the tasks of filing your annual tax return and corporate registration into the appropriate month depending on your year-end.

