BETTER BOARDS
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BETTER BOARDS

BY LAWS AND ORGANIZATIONAL STRUCTURE

· Keep it simple – every change may require endorsement of whole Board and refilling with State Corporation Commission.

· Review regularly – remove the “legalize.”

· By laws vs. policies.

· Nonprofit vs. for profit types.

TERMS AND TERM LIMITS

· Why have them?
· Establish in your by laws.  What is average?
· Use them – treat every Board member consistently.
· Retire excellent Board members to “honorary” or “advisory” Board status.
GETTING READY FOR BOARD MEMBERS CHECKLIST

· Agency Fact Sheet or Brochure with Mission Statement

· Board Job Description (see sample on page 5)

· Board Commitment Letter (see sample on page 6)

· Calendar of Agency Events

· Menu of Volunteer Opportunities

· Agency Budget (short version)

· D & O Insurance

· Reimbursement Policies (if any) 

· Board of Directors List

· Organization Chart for Board and Agency

· Training/Orientation Schedule

· Other
RECRUITMENT – NOMINATING COMMITTEE IS THE KEY

· Standing Committee established in the by laws.
· Works year-round begins after the annual meeting.
· Chaired by president – elect, past president, or senior Board member.
· Include Executive Director and community members-at-large.
· Identify WHAT is needed to successfully fulfill agency’s mission.
· Identify WHO can fill the vacancies.
· Develop plan to recruit new members – start closet and work outwards.
· Involve prospective members in committees to assess performance.
· Interview – two ways – explore expectations – clearly and completely.
RETENTION – YOU GET WHAT YOU ACCEPT AND WHAT YOU REWARD!

· Orient before new Board member takes office.

· Evaluate annually – Board president and every member one-on-one.

· Recognize burn out early – allow members to resign when ready – use commitment letter and job description.

· Hold annual strategic planning retreat.

· Establish effective committees, for example.

· Executive (elected officers: president, president-elect, secretary, treasurer, past president)

· Nominating

· Development

· Marketing and PR

· Human Resources

· Budget and Finance

· Other as determined by mission and agency scope

· Hold effective meetings.

· Mail meeting packet before meeting (agenda, minutes, reports, financials, etc.)

· Start and end on time

· Delegate committee discussions to committees

· Stick to the agenda (include times for each section if meeting runs long)

· Respect volunteer time and expertise

· Establish Leadership Succession – 3 year commitment

RECONGITION – THANK YOU, MERCI, GRACIAS, DANKE!

· Make it meaningful.
· Make it timely.
ROLES AND RESPONSIBLITIES OF BOARD MEMBERS

STAFF versus BOARD – WHO DOES WHAT?

· Board = Policy, Strategic Directions.
· Staff = Management and Administration.
· Checklist – Take the Test on page 6.
· HR Issues
· Executive Director hired and evaluated by Board.
· Executive Director is not a member of the Board.
· Executive Director hires and evaluates other staff.
· Establish clear lines of communication; grievance policy.
· Fiscal Responsibilities – Board has ultimate legal authority and responsibility.
· State protects Board members whoa ct in the best interests of the organization.
· Understand “Prudent Person” ruling.
· Director and Officer Liability Insurance.
· Conflict of Interest issues (see sample on page 8).
· Understand budget, filings, etc.
· Budget

· Staff prepares budget for Board review and approval.

· Financial Controls

· Check writing.

· Checkbook balancing – independent of signers.

· Receipts for reimbursements, etc.

· Minutes – the legal records of the Board’s actions.

· Some Key Reports – recognize in minutes.

· 990 or 990 EZ due 15th day of 5th month after end of fiscal year.

· State Corporation Commission reports with filing fee.

· Annual independent audit.


TITLE:

Member, Board of Directors
REPORTS TO:
Board President (or Chair)

ROLE:
To serve as a voting member of the board of directors for the ABC agency, developing policies, procedures, and regulations, monitoring financial performance and the agency’s programs.

TERM:
3 years, beginning _____________ and ending _______________.

TIME EXCEPTIONS:

· Attend regularly scheduled board meetings ( ______ per year), held on the 

____________ of every _________________.

· Participate actively in one or more committees of the board.

· Attend scheduled board retreats, planning meetings, workshops, or other board development activities.

· Attend, support, and participate in special events.

OBLIGATIONS:

· Fully understand and support the mission of the ABC Agency.
· Establish policy.
· Hire, supervise, and evaluate the Executive Director.
· Make annual personal (and/or professional) financial commitment, to include at least _________________________________________.
· Monitor the agency’s financial performance.
· Develop and monitor short and long-range planning and goals.
· Represent the agency to the public and private sector; serve as an advocate for the agency.
· Bring personal/professional expertise and that of others to support the mission of the agency.

I (_____________________) agree to serve as a member of the board of 

directors of ( ____________________________).  I understand that my term of office begins 

(________________________) and extends for (______________) years, ending (__________).

As a member of the Board of Directors, I agree to:

· Abide by the Bylaws and Constitution of the organization;

· Make an annual financial contribution of  (___________);

· Attend all meetings of the Board, including special meetings, unless excused,

· Avoid any conflict of interest or appearance of a conflict;

· Participate in short and long range planning activities;

· Ensure effective fiscal controls and accountability;

· Approve the annual budget;

· Ensure (_________) meets all legal and corporate requirements;

· Etc.

· Etc.

· Etc.

I agree that if, at any time, I am unable to fulfill the commitments of a member of the 

Board of Directors of (_________), I will give appropriate notice of resignation to the President of the Board.

___________________________


______________________________

Name






Signature

___________________________

Date


Executive Director = D



Primarily Board Responsibility = B

Joint  Executive Director & Board Responsibility = J

PUBLIC RELATIONS
· Meet with community leaders to 
Promote program

· Write press releases

· Maintain media relations
FINANCE

· Prepare preliminary budget

· Finalize and approve budget

· Solicit contributions

· Monitor expenditures against budget

· Organize fundraising activities

· Ensure annual cash review or audit

· Make personal financial contribution

· Decides on building, renovation, leasing,

Expansion

· Sets fees for service

PERSONNEL

· Employ the Executive Director
· Direct the work of the staff
· Evaluate staff performance
· Evaluate Director performance
· Settle problems among staff
· Set salaries for staff
· Hire, promote, discipline, and terminate staff
· Set personnel policies
MANAGEMENT ISSUES

· Appoint Board Committees

· Recruit new Board members

· Prepare exhibits, materials for Board meetings

· Prepare Board meeting agenda 

· Ensure minutes are taken at Board meetings

· Sign legal documents

· Assume fiduciary responsibility for actions of the agency

· Settle problems between Board committees

· Implement Board and Committee decisions

· Ensure agency meets legal and corporate requirements

· Attend annual planning retreat

· Manage day-to-day operations of agency


1)
I agree to readily disclose any potential conflict of interest, making it a matter of record, whether through an annual procedure or when the interest becomes a matter of board action.

2) I agree that I will not vote or use my personal influence on any matter, which might constitute a conflict of interest.  I will ensure the minutes of any meeting where this might occur duly show that I have abstained from voting due to the potential of or occurrence of a conflict of interest.

3) I understand that I may state my opinion or position on any matter described above, or answer pertinent questions to which I may lend my expertise, so long as I am not present during a board vote on the matter.

_______________________________

     Name

     _______________________________

     Signature

     _______________________________

     Date

EXAMPLE 1


SAMPLE JOB DESCRIPTION








EXAMPLE 2


SAMPLE COMMITMENT LETTER








IS IT POLICY OR IS IT MANAGEMENT?


WHOSE RESPONSIBILITY IS IT?





EXAMPLE 3


SAMPLE CONFLICT OF INTEREST STATEMENT
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