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ROLES AND RESPONSIBILITIES OF THE BOARD  

The board has six broad areas of responsibility: planning and policy development; community 
development; fund and support development; communication; finance and audit; and governance. 

The first area, planning and policy development includes determining the mission and vision that charts 
the future direction of the organization. This is usually accomplished through the board's leadership and 
participation in strategic planning. This covers policy development in response to major issues that are or 
will in the future have significant impact on the foundation and the constituencies it serves.  Also 
included is monitoring the performance of agency programs, products and services.  

The second area, community and organizational development, means broadening the organization's base 
of support in the community; interacting with the community to bring new issues, opportunities and 
community needs to the attention of organization; maintaining accountability to the public, funders, 
members, and clients. 

The third area, fund and support development includes giving personal time and money; developing 
donors, members, and supporters; leading and supporting fundraising campaigns and events as well as 
maintaining accountability to donors and funders.  

The fourth area, communication includes advertising the foundation and its programs; and coordinating 
with the other areas of responsibility to ensure their marketing needs are met. This may include specific 
literature and brochures targeted toward fund development, showcasing programs and informational.  

The fifth area, finance and audit include overseeing the fiscal affairs of the foundation by ensuring the 
proper systems, procedures and controls are in place. This also includes ensuring all financial 
transactions are conducted with transparency and in keeping with GAAP standards. 

The sixth area, governance includes training and developing current and new leaders within the board 
and committees, and assuring that the same development is occurring within the professional staff 
through the leadership of the Executive Director and oversees the rules, regulations and ordinances that 
govern the organization. 

The six areas are closely linked to each other: If the Board is going to make decisions that reflect the true 
interests and needs of the organization's constituents, board members must be in tune with those 
constituents and the wider community of which they are apart. If the Board is expected to raise funds to 
support the programs and services of the organization, then board members must be involved in planning 
and decision-making in meaningful ways so as to feel in a strong sense of individual and collective 
ownership. If the organization is counting on board members to raise funds from the community, then 
board members need to maintain relationships with individuals and institutions in that community. If 
the Board is going to be effective in ensuring the mission and goals of the organization are met, then 
board members must be well organized with each chair and committee responsible for their outlined 
duties. 
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Board Director/Member Commitment Pledge  

Directions:  Read this commitment pledge, sign it and return it to the Chairman of the Board.  If you 
have any questions about the responsibilities you’ll be assuming, discuss them with the Chairman of the 
Board. 

I will exercise the duties and responsibilities of this office with integrity, collegiality and care.  I pledge: 

1.  To establish as a high priority my attendance at all meetings of the board, committees and task 
forces on which I serve. 

2.  To come prepared to discuss the issues and business to be addressed at scheduled meetings, having 
read the agenda and relevant background material. 

3.  To work with and respect the opinions of my peers who serve this board, and to leave my personal 
prejudices out of all board discussions. 

4.  To always act for the good of the not-for-profit. 

5.  To represent this not-for-profit in a positive and supportive manner at all times and in all places. 

6.  To observe the parliamentary procedures, and display courteous conduct in all board, committee 
and task force meetings. 

7.  To refrain from intruding on administrative issues that are the responsibility of management, 
except to monitor the results and prohibit methods that conflict with board policy. 

8.  To avoid conflicts of interest between my position as a board member and my personal life.  If such 
a conflict does arise, I will declare that conflict before the board and refrain from voting on matters 
in which I have conflict. 

9.  To support in a positive manner all actions taken by the Board of Directors even when I am in a 
minority position on such actions. 

10.  To agree to serve on at least one committee or task force, attend all meetings, and participate in the 
accomplishment of its objectives.  If I chair the board, a committee or a task force, I will: 

·        Call meetings as necessary until objectives are met 

·        Ensure that the agenda and support materials are mailed to members before meetings 

·        Conduct the meetings in an orderly, fair, open and efficient manner 

·        Make committee progress reports/minutes to the board at its scheduled meetings 

11.  To participate in: 

·        The annual strategic planning retreat 



 

·        Board self-evaluation programs 

·        Board development workshops and educational events which enhance my skills 

·        Fund raising and ensure the not-for-profit has adequate funding for its programs 

My personal goals to improve my service as a board director or member are: 

1. 

2. 

3. 

If, for any reason, I find myself unable to carry out the above duties to the best of my abilities, I agree to 
resign my position as a board director or member. 

______________________________________ 

  Board director or member’s signature 

 

 

 

 

 

 

 

 

 

 

 

 



 

POLICY AND PLANNING 
 
General Purpose 

The Policy and Planning Committee is commissioned by and responsible to the Board of Directors to 
assume the primary responsibility for developing policies and planning programs to achieve the goals and 
mission of the organization. The Board of Directors, in consultation with the Policy and Planning Chair, 
will determine the policies and programs for the Policy and Planning Committee. 

Appointments and Composition  

1.     Appointments of the Chair and members of the Policy and Planning Committee shall be made 
annually by the Chairman of the Board with the advice and consent of the Board in accordance with 
the By-laws. 

2.     Other members may be appointed and need not be members of the Board of Directors, subject to the 
conditions stated in the by-laws. These members are appointed annually by the Chairman of the 
Board who may consult the Chair of the Committee. 

Responsibilities  

1.    Develop policies and programs that are in-line with the values of the foundation. 

2.    Develop the necessary sub-committee systems to successfully carry out the policies and program 
planning of the foundation. 

3.     Supervise the functions of the sub-committees. 

4.     Develop a plan for involving Board members in the policy and planning activities of the organization. 

5.     Develop programs to ensure the mission of the foundation is achieved. 

6.     Annually submit objectives as part of the planning and budgeting process. 

7.     Annually evaluate its work as a committee and the objectives it has committed itself to and report on 
it to the Board of Directors. 

8.    Draft and revise Employee Policies and Procedures manual for Board approval, this will also include 
developing policies and procedures for volunteers and program participants. 

9. Report to the Board of Directors at regular meetings of the Board in a manner determined by the Board 



 

FUND DEVELOPMENT   

General Purpose  

The Fund Development Committee is commissioned by and responsible to the Board of Directors to 
assume the primary responsibility for raising non-grant funds to meet the budget of the organization. 
The Board of Directors, in consultation with the Fund Development Chair and Executive Director, will 
determine the fundraising goals for the Fund Development Committee. 

Appointments and Composition  

1.      Appointments of the Chair and members of the Fund Development Committee shall be made 
annually by the Chairman of the Board with the advice and consent of the Board in accordance with 
the By-laws. 

2.     Other members may be appointed and need not be members of the Board of Directors, subject to the 
conditions stated in the by-laws. These members are appointed annually by the Chairman of the 
Board who may consult the Chair of the Committee. 

Responsibilities  

1.    Develop a fund development plan that will include an annual fundraising strategy that will generate 
the funds needed to meet the grant and non-grant fundraising goals. 

2.     Develop the necessary sub-committee systems to successfully carry out the fundraising events and 
activities that are part of the annual fundraising plan. 

3.      Supervise the functions of the sub-committees. 

4.      Develop a plan for involving Board members in the non-grant fundraising activities of the 
organization. 

5.      Investigate new fundraising projects, activities, and ideas for possible use in the future. 

6.      Annually submit objectives as part of the planning and budgeting process. 

7.     Annually evaluate its work as a committee and the objectives it has committed itself to and report on 
it to the Board of Directors. 

8.      Report to the Board of Directors at regular meetings of the Board in a manner determined by the 
Board. 

 
 
 
 
 
 
 
 



 

COMMUNITY OUTREACH  
 
General Purpose 

The Community Outreach Committee is commissioned by and responsible to the Board of Directors to 
assume the primary responsibility for engaging local, state and federal agencies, offices and programs that 
the foundation can work with to meet the mission of the organization. The Board of Directors, in 
consultation with the Community Outreach Chair and Executive Director, will determine the programs 
that the foundation will partner to reach individuals to help. 

Appointments and Composition  

1.      Appointments of the Chair and members of the Community Outreach Committee shall be made 
annually by the Chairman of the Board with the advice and consent of the Board in accordance with 
the By-laws. 

2.     Other members may be appointed and need not be members of the Board of Directors, subject to the 
conditions stated in the by-laws. These members are appointed annually by the Chairman of the 
Board who may consult the Chair of the Committee. 

Responsibilities  

1. Develop relationships with local, state and federal agencies, organizations and associations that the 
foundation can partner with to offer its services. 

2.  Develop relationships with public and private schools that the foundation can partner with to offer 
its services. 

3.  Develop relationships with other community organizations, including religious, civic and other 
associations as determined by the Board. 

3.     Develop the necessary sub-committee systems to successfully carry out the community outreach and 
partner relationships. 

4.     Supervise the functions of the sub-committees. 

5.     Develop a plan for involving Board members in the community outreach activities of the 
organization. 

6.     Investigate and develop new sources for finding individuals for the foundation to work with. 

7.     Annually submit objectives as part of the planning and budgeting process. 

8.     Annually evaluate its work as a committee and the objectives it has committed itself to and report on 
it to the Board of Directors. 

9.    Report to the Board of Directors at regular meetings of the Board in a manner determined by the 
Board. 



 

COMMUNICATIONS  
 
General Purpose 

The Communications Committee is commissioned by and responsible to the Board of Directors to 
assume the primary responsibility for developing marketing strategies to achieve the goals and mission of 
the organization. The Board of Directors, in consultation with the Communications Committee Chair 
and Executive Director, will determine the policies and programs for the Communications Committee. 

Appointments and Composition  

1.     Appointments of the Chair and members of the Communications Committee shall be made annually 
by the Chairman of the Board with the advice and consent of the Board in accordance with the By-
laws. 

2.     Other members may be appointed and need not be members of the Board of Directors, subject to the 
conditions stated in the by-laws. These members are appointed annually by the Chairman of the 
Board who may consult the Chair of the Committee. 

Responsibilities  

1.    Develop marketing strategies and a communications plan that are in-line with the values of the 
foundation. 

2. Maintain the social network sites and internet presence of the foundation ensuring the message of 
the foundation is carried out successfully and has the ability to reach a broad spectrum of the 
community at varying levels. 

3.    Maintain an archive of all media pieces, brochures, white papers and other documents, created and 
used by the foundation for communication and marketing purposes. 

4.     Supervise the functions of the sub-committees. 

5.     Develop a plan for involving Board members in the communication and marketing strategies the 
organization. 

6.     Develop strategies to ensure a cohesive and unifying marketing message is delivered to the general 
public to enable them to understand the mission and goals of the foundation. This may include 
brochures, news releases, announcements and other information. 

7.     Annually submit objectives as part of the planning and budgeting process. 

8.     Annually evaluate its work as a committee and the objectives it has committed itself to and report on 
it to the Board of Directors. 

9.     Report to the Board of Directors at regular meetings of the Board in a manner determined by the 
Board. 

 



 

FINANCE & AUDIT 
 
General Purpose 

The Finance & Audit Committee is commissioned by and responsible to the Board of Directors to assume 
the primary responsibility overseeing the fiscal affairs of the foundation by ensuring the proper systems, 
procedures and controls are in place. This also includes ensuring all financial transactions are conducted 
with transparency and in keeping with GAAP standards. The Finance & Audit committee will work 
independently; however will share all internal and external financial and audit reports with the Board of 
Directors and the Executive Director. 

Appointments and Composition  

1.     Appointments of the Chair and members of the Finance & Audit Committee shall be made annually 
by the Chairman of the Board with the advice and consent of the Board in accordance with the By-
laws. 

2.     Other members may be appointed and need not be members of the Board of Directors, subject to the 
conditions stated in the by-laws. These members are appointed annually by the Chairman of the 
Board who may consult the Chair of the Committee. 

Responsibilities  

1.    Develop appropriate procedures for budget preparations, including reviewing budgets initially 
prepared by the Executive Director and the Policy and Planning Committee and comment on the 
consistency between the proposed budget and the foundation’s overall plans 

2. Receive monthly reports from the Treasurer which include financial activity and account balances. 

3.    Report to the Board any financial irregularities, concerns or opportunities. 

4.     Supervise the functions of the sub-committees. 

5.     Recommend the design of financial reports and ensure that reports are accurate and timely. 

6.     Meet with and receive independent auditor reports. 

7.     Annually submit objectives as part of the planning and budgeting process. 

8.     Annually evaluate its work as a committee and the objectives it has committed itself to and report on 
it to the Board of Directors. 

9.     Ensure financial reports and all local, state and federal filings are received from the foundation’s 
accountant and are delivered to the independent auditor in a timely manner. 

10. Report to the Board of Directors at regular meetings of the Board in a manner determined by the 
Board. 

 



 

GOVERNANCE 
 
General Purpose 

The Organization Development Committee is commissioned by and responsible to the Board of Directors 
to assume the primary responsibility for developing and maintaining the board composition, ensuring 
board structures and roles are effective and by equipping each board director/member with the proper 
tools to carry out their responsibilities. The Board of Directors, in consultation with the Governance 
Chair, will determine the policies and programs for the Governance Committee. 

Appointments and Composition  

1.     Appointments of the Chair and members of the Governance Committee shall be made annually by 
the Chairman of the Board with the advice and consent of the Board in accordance with the By-laws. 

2.     Other members may be appointed and need not be members of the Board of Directors, subject to the 
conditions stated in the by-laws. These members are appointed annually by the Chairman of the 
Board who may consult the Chair of the Committee. 

Responsibilities  

1.    Recruit and cultivate prospective board members  

2. Recommend officers to the board. 

3.    Conduct orientation sessions for new board members and executive officers. 

4.    Supervise the functions of the sub-committees. 

5.     Develop and apply guidelines for ensuring ethical behavior and resolving ethical conflicts. 

6.  Act on formal written grievances against or appeals of decisions made by the Executive Director that 
come before the board. 

7.     Ensure the board regularly engages in self-assessment and training sessions and develop a plan to 
involve board members in the organization development strategies and governance issues of the 
organization. 

8. Oversee the rules, regulations and ordinances that govern the organization are adhered to. 

9.  Assist in the development of the employee handbook and other policies as needed. 

10.     Annually submit objectives as part of the planning and budgeting process. 

11.    Annually evaluate its work as a committee and the objectives it has committed itself to and report on 
it to the Board of Directors. 

12.   Report to the Board of Directors at regular meetings of the Board in a manner determined by the 
Board. 
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