______________________________
Board of Directors

Job Description
Ten Basic Responsibilities of Nonprofit Boards
1.  Determine the organization’s mission and purpose

2.  Select the chief executive 

3.  Support the chief executive and assess her/his performance
4.  Ensure effective organizational planning

5.  Ensure adequate resources

6.  Manage resources effectively

7.  Determine, monitor, and strengthen the organization’s programs and services

8.  Enhance the organization’s public standing

9.  Ensure legal and ethical integrity and maintain accountability

10.  Recruit and orient new board members and assess board performance

From Ten Basic Responsibilities of Nonprofit Boards, by Richard T. Ingram 

(______________________________________________).

Responsibilities of Individual __________ Board Members
A.  General Expectations

1.  Know the __________ mission, vision and values, strategic goals, programs and services, strengths, accomplishments, and needs.

2.  Be a champion and advocate for the __________ whenever opportunities arise in business, social, or other settings to help generate and maintain public confidence, trust, and support.  Use your influence, connections, and expertise to benefit the __________.

3.  Perform the duties of board membership responsibly, and competently exercise the duties of care, loyalty and obedience as they apply to nonprofit board members.

4.  Suggest possible nominees for the board who are women of achievement and distinction and who can make significant contributions to the work of the board and the __________ progress.

5.  Serve in leadership and committee positions and undertake special assignments willingly and enthusiastically.

6.  Avoid prejudiced judgments on the basis of information received from individuals and urge those with grievances to follow established policies and procedures through their supervisors.  (All matters of potential significance should be called to the attention of the CEO and the board president as appropriate.)

7.  Follow trends in the __________ field of interest.

8.  Bring good will and a sense of humor to the board’s deliberations.

B.  Meetings
1.  Attend board and committee meetings on a regular basis.

2.  Prepare for and participate in board and committee meetings, and attend __________ activities such as the __________________________________________________.

3.  Ask timely and substantive questions at board and committee meetings consistent with your conscience and convictions, while supporting the majority decision in issues decided by the board.

4.  Maintain confidentiality of the board’s executive sessions, and speak for the board or organization only when authorized to do so.

5.  Suggest agenda items periodically for board and committee meetings to ensure that significant, policy-related matters are addressed.

Over
C.  Relationship with Staff
1.  Counsel the chief executive officer as appropriate and support her/him through difficult relationships with groups or individuals.

2.  Avoid asking for special favors of the staff, including special requests for extensive information, without at least prior consultation with the chief executive, board, or appropriate committee chairperson.

D.  Avoiding Conflicts of Interest
1.  Serve the __________ as a whole rather than any special interest group or constituency.

2.  Avoid even the appearance of a conflict of interest that might embarrass the board or the __________, and disclose any possible conflicts to the board in a timely fashion. 

3.  Maintain independence and objectivity and do what a sense of fairness, ethics, and personal integrity dictate, even though not necessarily obliged to do so by law, regulation, or custom.

4.  Never accept (or offer) favors or gifts from (or to) anyone who does business with the __________.

E.  Fiduciary Responsibilities
1.  Exercise prudence with the board in the control and transfer of funds.

2.  Faithfully read and understand the __________ financial statements, including audits, and otherwise help the board fulfill its fiduciary responsibility.

F.  Fund Raising
1.  Give a personal, annual financial gift to the __________, according to your own means.

2.  Support Leader Luncheon by obtaining sponsorships and selling tickets for at least one full table. 

3.  Help the __________ achieve its annual and capital fund raising goals by helping to identify and cultivate relationships with major gift prospects; introducing prospects to __________ staff and/or Board members; and contacting corporate or foundation trustees or government officials in support of __________ grant applications.

4.  Assist the development committee and staff by implementing fundraising strategies through personal influence with others (individuals, foundations, corporations).

G.  Specific Requirements
1.  Support the __________ mission and maintain current membership in the _______________________________.

2.  In order to meet state licensing and contract requirements, undergo an annual criminal background check (BCI) and sign the DHS Provider Code of Conduct.

3.  Sign the __________ conflict of interest policy on an annual basis.

Credit to Ten Basic Responsibilities of Nonprofit Boards.

______________________________

Association Nominating Committee

Job Description

Purpose

To maintain and enhance association volunteer leadership

Objective


To seek and secure committed, capable, and far-sighted candidates for the


Board of Directors and Nominating Committee

Structure
1.
Seven members, three to be elected one year for two-year terms and three elected the following year for two-year terms.  One committee member shall be a member of the Board of Directors, elected by the Board for a two-year term.

2.
Chair elected by the committee.

3.
President of the Board and CEO as ex-office.

Responsibilities
1.
To keep on hand a list of qualified candidates from the community, and to make each prospective candidate aware of her responsibilities if elected.

2.
To select and contact prospective candidates for the Board and the Nominating Committee.

3.
To prepare and count the ballots for elections and report results.

4.
To present for approval to the Board of Directors recommendations of persons to fill vacancies on the Board of Directors and Nominating Committee which occur between elections.

5.
Plan and conduct orientation for all Board members and Nominating Committee members after the elections, in consultation with the President and CEO.

6.
Chair shall prepare an annual report.

Qualifications
1.
Member of the __________ with acknowledged acceptance of its aims and purposes.
2.
Familiarity with local __________ mission, programs and the community.

3.
Representative of areas of the community without regard to racial, religious, social, age or economic backgrounds.

4.
Availability to attend committee meetings, membership meetings and __________ events.

__________Board Member Annual Agreement
As a Board member of __________ of Salt Lake City, I am fully committed and dedicated to the mission and pledge to carry out this mission.  I understand that my duties and responsibilities include the following:

1.  I am fiscally responsible, with other Board members, for the __________.  For example, I will      know what our budget is and take an active part in reviewing, approving and monitoring the         budget, as well as financial statements.

2.  I know my legal responsibilities for the __________ and those of my fellow Board members.  I      am responsible for reviewing and approving policies and monitoring the outcome or programs      and services.

3.  I accept the by-laws of the __________ and understand that I, along with fellow Board                 members and staff, am morally responsible for the health and well being of the __________.

4.  I will give what is for me a substantial financial donation, each year, or I may pledge to give a      certain amount several times during the year.

5.  I will actively engage in fundraising for the __________ in whatever ways are best suited for        me. These may include individual solicitation, promoting special events, making introductions      and the like.  I am making a good faith agreement to do my best and to raise as much money      as I can.

6.  I will actively promote the __________ and encourage and support its Chief Executive Officer      and staff.  I will champion the __________ within my circles of influence.

7.  I will attend at least ____ out of ____ Board meetings annually, be available for phone                 consultation and serve on at least one __________ committee.  I will also attend the annual        __________ membership meeting and other __________ events.

8.  I will participate in Board training and development programs, including orientation, Board           retreats and other programs.

9.  If I am not able to meet my obligations as a Board member, I will offer my resignation.

10.  In signing this document, I understand that no rigid standards of measurement and                      achievement are being formed.  Every Board member is making a statement of faith about          every other Board member.  We are trusting each other to carry out the above agreements          to the best of our ability.

Signed ___________________________________

Date _________________________



Board Member
