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<<Team Name>>

BUSINESS MANAGEMENT CALENDAR
Purpose

Provide an overall planning calendar for the year.  Regular items are planned and handled as routine items.

Audience

Line Managers, Product Managers, Account Managers, Project Managers

Document Control

Author:

Operating Unit Manager
Approved by:
Operating Unit Manager's Manager
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REVISION HISTORY:

Revision
Date
Summary of Change(s)

TPL005A00
10-Feb-2002
Template created

TPL005A01
23-Feb-2003
Included Plan Reviews and Management System Reviews.

Introduction

Overall planning horizon

Key Planning Areas

Assumptions

1. Financial Calendar

Inland Revenue Tax Return

Payroll (Monthly and End of Year)

VAT

Companies House

2. Business Management Reviews

2.1 Plan Reviews

Quarterly Reviews (Max), including

Review of the operating plans, customer account plans, product / service business plans, long range plans, project plans, etc, covering:

· Spending (forecast / actual)

· Personnel (forecast / actual)

2.2 Management System Reviews

Quarterly Reviews (Max), (may be combined with the above if necessary) using the Management System Review meeting report.

3. Audits

Audit Date
Type
(Int / Ext / Oth)
Auditor
Scope
Mgt Review Date
Status






















4. Personnel Reviews

Date for each individual in the team (formal performance review)
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