
 
 
 
 
 
 

 
 
 
 

A - Applying to Become a Nonprofit Organization 
Creating a Nonprofit Board of Directors 

Trends In Nonprofit Boards  



Creating A Nonprofit Board Of Directors 

The following pages are designed to take you along a continuum from the early stages of 

building your board in Section One - Yellow, A-G, through organizations who have been in 

existence for a few years in Section Two - Blue, H-0, along to more mature organizations with 

experienced board members in Section Three - Red, P-Z. 

Each color section is designed as a stand alone section with individual chapters which address 

areas of challenge depending on where the life cycle of your organization is. 

Let's start at the beginning. 

"Is there a need for this organization." Before you create a board of directors this is the most 

important question you must ask. This will set the foundation for your research in identifying 

whether there actually exists a need for the development of an organization in your 

community. 

"Do you have a plan?" Your plan should address four important questions. Who else is doing 

this? 

Do you have community support? 

Where is do you plan to get funding from? 

Are you the best person for the job? 

 

Scan your community to see what programs exist and explore possible opportunities for 

collaboration or a partnership once you have established a need. 

Do you have people who support the development of your organization? Solicit feedback and 

ideas. Take as much time as you need to determine if this is truly a need in your community. 

Why has this organization not been created before? 

Where will you get funding for this organization? Starting a nonprofit organization does not 

take a lot of money, but sustaining a healthy organization takes well thought financial 

strategies. 

 



What makes you the best person to start this organization? Do you have special expertise, or 

training which qualify you for starting this organization? Dedication and commitment are 

needed to embark on any organizational development, but there are certain practical 

considerations to starting and sustaining a new not for profit organization. 

Once you have identified a need and developed a plan you are ready to begin. 

Building a not for profit board will depend on where the organization is in its life cycle. Are 

you starting a brand new organization? Is it an organization that has been in existence for a few 

years, or is it a more mature organization with experienced board members? 

There are three stages in the life cycle of a nonprofit board  

1. Working/Administrative Board 

 
2.  Policy Making Board 

3. Policy Governance Board 

Some organizations will evolve and move through these three life cycles and some will not. 

The important thing is not whether your organization makes the transition from step one to step 

three, but that you recognize where the organization is and plan the creation and development 

of your board accordingly. 

A brief summary of some of the broad differences between the boards of 

organizations depending on the stage of development is as follows: 

Working/Administrative Board 

Role of the Board Members: Volunteering 

 Supporting the Executive Director/Founder 



Size of the Board:                                    3-10 
 
Composition and Style of the Board:        Informal 
 Less focus on professionals - more "hands on" 

 Less focus on diversity 

Approach of the Board: Organizing Building 

Policy Making Board  

Role of the Board Members: Governance 

 Planning 

 Supervising finances 

 Some volunteering 

Size of the Board: 10-25 

Composition and  

Style of the Board: More formal 

 More professional 

 More focus on diversity 

Focus of the Board: Governance 

 Effectiveness 

Policy Governance Board  

Role of the Board Members: Governance 

 Fundraising 

Size of the Board: 25-40 

Composition and Relatively formal 

Style of the Board: Access to contacts and donors 



TRENDS IN NONPROFIT 
BOARDS 

 
Once you have determined where you are in the life cycle it will be helpful to know what the 

current trends are in nonprofit boards. 

 

�� Enjoying the public trust. Having to be accountable. 

�� Forging individual participatory roles at the Being expected to govern. discretion of 
the individual. 

�� Creating a loose federation of common    Maintaining a compact community 
interests    aware of its culture and political 
dynamics 

�� Constituting the board in large numbers to Downsizing to ensure effectiveness. 
ensure involvement. 

�� Recruiting new board members based on Recruiting selectively, based on  

     personal relationships with existing members board members' skills and influence as 

    or strong emotional commitment to the cause they relate to the organization's strategic              

    focus and direction 

�� Orienting new board members informally   Holding formal orientations. 

�� Agreeing to be a board member while    Being clear about ones responsibilities 
unclear about role expectations. 

�� Receiving and reviewing vast amounts of   Receiving targeted and strategic 

      information.   information related to key issues. 

�� Preparing agendas that reflect immediate   Preparing highly structured agendas to 
past activities   address key organizational strategies 

 

�� Making decisions as a committee of  Organizing effective committee  

       the whole                                                      structures to recommend policy to the                        

                                                                             board. 

 



�� Providing financial oversight with a small, Sharing relevant financial information 

      closed group.     with the entire board. 

�� Being uninsured and unaware of potential Having sufficient insurance and a risk 

      risks.      management plan. 

�� Serving for unspecified terms Having and respecting term limits 
�� Having little or no involvement in fund         Being involved in fundraising according to 

      raising one's means, talents and contacts 

�� Informally and irregularly assessing the Structuring a regular review of the  

      performance of the executive director. Chief Executive's performance as it relates 
to the organization's stated goals and 
expected outcomes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Adapted from "Board Basics" United Way of Canada/Centraide Canada 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

B – Board members – Who Are They? 



 
 

 
 

Board Members - Who Are They? 

Building a good board of directors takes time and patience. Be clear about what type of board 

member you are looking for. 

What skills and expertise do you need?  

What do you want them to do? 

How much time do you expect from them?   How 

many meetings do they attend? 

When we need to recruit board members quickly, we tend to minimize the time commitment 

by only requesting a few hours per month when in fact it takes significant time and energy for 

new board members to start and sustain a new not for profit. You need board members who 

understand the required time commitment and attend every meeting. Always be clear about the 

time commitment. Nothing will undermine the best recruitment strategies if you are unclear 

about your expectations of board members. 

One way to be clear about expectations is to write board members job descriptions.  

Refer to Section Yellow-D-Directors 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

C – The Role Of The Board In Developing Committees 
Committee Assignments 
Effective Use Of Committees 
 
 
 
 
 
 
 



The Fundamental Role of the Board 
 
The board identifies the committees needed to support the work which is required and 

approves the terms of reference for each committee. The board model will have an 

impact on the extent of the committee structure and whether the purpose is solely to 

support the work of the board or to support the service delivery as well. 

The Chair/President of the board invites someone to be committee chair or the chair is 

chosen by the committee members. Additional committee members are recruited from the 

community. Some boards consider committee membership as an opportunity for 

committee members to get to know an organization prior to nomination for a board 

position. 

The board receives and responds to reports forwarded to it by the committees. 

 

Purpose of Committees 

 

Committees perform four main functions. 

 

1. Preparatory work leading up to board decisions - such as developing policy options 

and recommendations for the consideration of the board. 

This is a function of committees in all four board models. However, board committees 

only do preparatory work in areas of board responsibility. In policy governance and 

policy boards, this is restricted to policy. In working boards and collectives, this includes 

preparation and recommendations on programs and operations. 

 

 

2. Carry out tasks on behalf of the board in certain areas such as fundraising or 

community relations. 

Policy governance and policy boards which delegate tasks to committees must establish 

clear parameters, as staff may take over the kinds of activities they are used to doing on 

their own. Working boards and collectives are more likely to have committees doing 

these functions. 

 



3. Work with the staff to implement certain operations and activities. 

This function exists only for committees of working boards and collectives. 

 

4. As a training ground for future board members. This is most commonly a function of 

committees in policy and working boards. It is unusual in policy governance boards, as 

they have so few committees that few board members would be found in that way. It is 

redundant in collectives, as the members of the group are the board. 

 

Note: Boards sometimes strike advisory committees, often at the request of a funding 

body. These committees are usually composed of individuals from outside the 

organization who provide advice and expertise in specific areas or on particular issues. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Printed with permission of United Way of Canada/Centraide Canada 



Tips for Effective Use of Committees 
 

1. Use ad hoc committees where possible: 

This allows people to do useful work and be recognized for a valuable contribution, then 

move on in other directions. There is nothing which leads to the "lack of interest" 

syndrome faster than serving on a committee which isn't really doing anything. Short-

term commitments often appeal to busy people with special skills or to people who are 

testing out their involvement and may get "hooked" into becoming full board members 

another time. 

 

2. Have other people besides board members on a committee: 

The chairman should be a member of the board, but staff, clients, professionals, 

interested local citizens, parents, and other organization members can provide valuable 

input into decision-making and the carrying out of programs through work with 

committees. This creates a real feeling of teamwork; and again, permits individuals to 

make personal contributions at their own level and allows them to grow within the 

organization. 

 

3. Develop a committee only for a specific reason: 

Design a committee to fill your needs and to help your organization realize its goals in an 

exciting and dynamic way. If you don't need the committee, get rid of it! 

 

4. Be sure that each committee has written terms of reference (a clear description of 

the purpose, the time frame, the authority and responsibilities) 

 

5. Require regular reports to the board so you are up to date on the committee's 

work 

 

 

 

Elva Keip, VLD trainer/consultant, Ottawa-Carleton.  United Way of Canada 



Make Committee Assignments Realistic 

 

When committees meet, the diversely talented group often gets fired up with enthusiasm, 

adopting a "we can accomplish anything` philosophy. 

 

While this attitude generates a lot of motivation and excitement (which are both 

necessary for committee success), keep this attitude in check. 

 

The reality is, committee members must go back to their jobs, their families and their 

day-to-day responsibilities. Enthusiasm might wane in the face of personal and 

professional commitments. 

 

The lesson: Temper "in-the-moment" enthusiasm with a dose of reality by making 

committee assignments realistic and do-able. 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

D – How To Develop A Director’s Job Description 



How to Develop a Board Member's Job Description 
Many board members serve for months before they really understand what they are 
supposed to do. This confusion can waste valuable time and energy for your organization. 
Clearly written job descriptions cut through the confusion. 
The first job description to develop is for the general board member. This job description 
applies to every member of the board. 
The following categories and questions can be used to guide you in the development of a 
general job description for your board members. Remember, once the contents are agreed 
upon, the job description must be approved by the board. 
 
Position   What is the job title? 
 
Authority   What authority does the position have? 
 
Responsibility To-whom is the position accountable? What are the broad 

areas of responsibility? 
 
Term How are board members elected and for how long? How do 

board members leave the board? 
 
General Duties What are the typical duties board members are responsible 

for? 
 
Evaluation   How will board members effectiveness be assessed? 
 
Review Date   When will this job description be reviewed? 
 
Approval Date   When was it last approved? 
 
Qualifications & Skills What specialized or practical skills are needed to do the 
job? 

What human relation skills (e.g. communication, problem-
solving) are needed? 
 

Benefits What benefits can a board member expect to receive? (e.g. 
satisfactions of making a difference in the community; 
opportunity to work with individuals of diverse 
backgrounds; development of effective decision-making 
skills; increased understanding of group dynamics and 
relationships) 

 
Time & Financial  What is a realistic estimate of the time required to be 
Requirements   a board member? 

What will it cost to be a board member? 
Adapted from Board Development Developing Job Descriptions for Board Members of 
Nonprofit Organizations - A Self-Guided Workbook -The Muttart Foundation. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

E – Executive Director Sample Job Description 
 
 
 

For More Information on the Executive Director Link to “H”  



Executive Director Sample Job Description 
 

The Executive Director is responsible for leadership and management of this agency 

which exists to (mission statement). The agency provides the following services and 

programs: (specify).  

 

The Executive Director reports to, and works in close partnership with, a board of 

directors and is responsible for developing and managing a $_________budget. He/she is 

responsible for a paid staff of _______people and a volunteer staff of _________ 

people. The salary range is $________ to $__________. The following benefits are 

provided: (specify) 

 

 

Responsibilities 

 

General Agency Management 

�� Oversee all programs, services, activities and facilities; ensure that all program 

objectives are met. 

�� Hire, fire, train and evaluate staff in accord with agency policies and state and 

federal law. 

�� Facilitate annual strategic planning process with appropriate staff and board 

involvement. 

�� Prepare agency budget annually with appropriate staff and board committees; 

submit to board for approval. 

�� Monitor receipts and expenditures and cash flow; report to board or finance 

committee monthly. Resolve any problems in conjunction with finance 

committee. 

�� Be alert to potential issues and opportunities that may affect the agency and 

ensure that proactive positions are taken. 

 

 



Board Support and Leadership 

�� Bring all appropriate issues and policy decisions to the board in a timely manner 

so that they are addressed and resolved. 

�� Assist president and nominating committee to integrate new members and provide 

for ongoing leadership development. 

�� Provide all board committees with competent staff support. 

�� Help to maintain board interest and enthusiasm. 

 

Fund Development 

�� Apply, in a timely fashion, for all funds budgeted from outside sources; keep 

board informed of outcomes. 

�� Provide staff support to board committees responsible for raising budgeted 

income from special events. 

�� Assist in organizing and provide staff support for annual fund drive. 

�� Research potential new sources of funds for existing programs; bring to board for 

decision to apply. 

�� Be alert to potential funding sources for new programs; bring to board or 

appropriate committee for inclusion in agency planning process. 

�� Public Relations 

�� Ensure that the agency has a visible and effective public image by regular use of 

the media, speaking engagements before service clubs/organizations, and 

presence at all appropriate public functions. 

�� Ensure that all staff and volunteers who interact with the public do so in an 

informed and effective manner. 

�� Establish and maintain contact with key individuals in local government, other 

not-for-profit agencies and the business sector to further agency's public image 

and reputation. 

 



 

 

 

Qualifications 

 
Minimum two years experience in not-for-profit or public agency management, including 

supervising paid staff and volunteers; experience working with a board of directors 

desirable. 

Bachelor of Arts or Master of Arts in not-for-profit management desirable; extensive 

experience may be substituted. 

Working knowledge of not-for-profit fiscal management, including fund accounting and 

budgeting. 

Demonstrated ability in public speaking, clear and effective written and oral 

communication, and effective group skills. 

Personal stability, maturity, optimism and a sense of humour. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From Hiring the Executive Director; Sheila Albert. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

F – The Role Of The Board In Finance 

 

Role Of The Treasurer 

What Board Members Should Know About Fundraising 



 Finance And Fundraising  
 

The Fundamental Role of the Board 

 

"It is the responsibility of the board of directors to ensure the organization has the 

financial resources to carry out its work and to oversee its financial management. The 

success of any not-for-profit organization depends to a large extent on its ability not only 

to obtain but also to manage the money it requires to run its programs and services. 

 

To fulfill its financial obligations, the board must put in place adequate financial controls 

to protect the organization's assets and limit its expenses. " TVO/United Way of Canada - 

Centraide Canada. Board Basics for Volunteers, Unit 1. 

 

The board's fundamental role is to ensure that the organization has the financial resources 

to meet its mission and that those resources are managed responsibly. 

To ensure that the organizational goals and budget are compatible, board members should 

develop policies and monitor finances in three basic areas: 

 

1. Financial management: 

. approving and developing . the annual budget, 

. financial controls and procedures, . financial record keeping, 

. reporting systems; 

. monitoring the revenue and expenditures of the organization; 

 

2. Fundraising; 

 

3. property/capital management. 

 

For working boards and collectives, the role of individual board members goes beyond 

this fundamental role. These members provide operational support by writing grant 

applications, signing cheques and preparing financial reports for the board and funders. 



 

Why is financial management so important for the board? 

The allocation of financial and human resources is the tangible expression of the board's 

priorities and values. 

As the board is ultimately liable for the financial situation of the organization, it needs 

good financial controls. It is not necessary for the board to do the financial management 

tasks itself, but it must make sure they are properly done.  The community, to whom the 

board is ultimately responsible, is more willing to support organizations whose funds are 

prudently and effectively spent. 

 

The Annual Budget 

 

The organization's budget is its financial plan for one year and includes: 

how much money the organization will receive, (income or revenue) and where it will 

come from; and how the organization will spend its money (expenditures or expenses). 

 

Three rules related to financial control are: 

 

1) Two people should be involved in the control procedure for all expenditures from 

cheque writing to authorizing payments. 

 

2) All money received should be recorded in a minimum of two places. 

 

3) Records should be reconciled or balanced on a regular basis. 

Financial Record Keeping 

Every organization should have some system (manual or computerized) to ensure 

accurate financial records are kept. There should be a bookkeeping system, a cash 

management system, and internal controls. 

It is the board's role to ensure accurate financial records are kept. The actual record-

keeping is usually done by staff. 

 



Financial Reporting Systems 

 

Throughout the year, the board should get accurate financial information about the 

organization. It should expect: 

 

Monthly financial statements or the income statement. This presents the actual 

income and expenses of the organization over a specific period of time. They usually use 

the same categories as the budget. 

 

A balance sheet. This presents the organization's net worth - what would be left over if 

all assets were converted to cash and used to pay off all liabilities. An organization 

should produce a balance sheet at least once a year. 

 

Specific project or event reporting. The board may require, because of funding 

conditions or for planning purposes, a report of a specific project. 

 

An audit. The audit is done at the end of each fiscal year and is the examination of all the 

books and records (which may include minutes of board and committee meetings) by a 

qualified person from outside the organization to ensure the financial statements are a 

true and accurate representation of the facts. 

An incorporated organization receiving government funding is required to have an audit 

and to have the auditors approved by the membership at the Annual General Meeting. 

 

 

Role of the Treasurer and the Finance Committee 

 

There are several positions that have a role to play in ensuring good financial 

management. 

 

 

 



Treasurer 

 

This board member has specific financial responsibilities which may include (depending 

on the size of the organization and the board model): a) signing cheques 

b) chairing the Finance Committee 

c) presenting financial reports to the board d) participating in budget development. 

In very small organizations, the treasurer might be responsible for most of the budget 

preparation. 

 

********In the Policy Governance model there is no role for the treasurer. All financial 

management is the responsibility of the CEO. 

 

Finance Committee 

 

This committee reports to the board. It may be chaired by the treasurer or another board 

member. It monitors the financial status and practices of the organization in more detail 

than the board normally does. In some boards, this committee advises the Executive 

Director on financial matters. The working board may also choose to have this committee 

make specific financial decisions. 

 

Staff person 

 

The staff person can be the CEO or Executive Director in larger organizations or a 

bookkeeper or support staff person in a smaller organization. In most cases, this person 

would be a resource to the board. In the case of the CEO, he or she may have decision-

making authority in the budget process. 

 

Fundraising 

 

The board is responsible for ensuring there are enough financial resources to meet the 

mission of the organization. Often board members are expected to fundraise for-the 



organization. Yet board members may find fundraising one of the more difficult tasks 

they are expected to perform. 

 

 

 

 

 

 

 

United Way of Canada/Centraide Canada 



What Board Members Should Know About 

Fundraising 

1. You must make a personal commitment to the goals and objectives of the 

organization. 

2. You should be committed to the purposes of the fundraising or development 

program. 

3. Give leadership and time to fundraising efforts. 

4. Some organizations establish a fundraising committee, chaired by a board 

member. 

5. Depending on financial resources some organizations use outside fundraising 

consultants. 

6. Monitor progress and effectiveness of fundraising efforts 

 

7. Stay up-to-date on trends and new techniques in fundraising 

 

8. Seek out and cultivate prospective donors 

 

9. Use knowledge, understanding and personal networks to spread the word about 

the organization 

 

 

 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

G– Governance Effectiveness Checklist 
 

 link to: www.iog.ca 
 

For more information on Board Governance Effectiveness link to: 
 

FAQ on Nonprofit Governance at:www.ncnb.org 
 

Board Café and FAQ’s on Board Development at: www.genie.org 
 
 
 
 
 
 
 
 
 
 
 

 



Resources for Section Yellow 
 

 
Canadian Centre For Philanthropy.  Planning Successful Fundraising Programs. 
 
Carver, John.  Boards That Make A Difference. 
 
Conrad, William R. Jr. and Glenn, William E.  The Effective Voluntary Board of 
Directors. 
 
Deyell, Kathy.  Strengths and Limitations of the Carver Model. 
An Action Plan to Move An Agency From A Traditional to A Governance Model of Board 
Function. 
 
Fraser, Doug.  Organizational Committee: A Primer. 
 
Granger, Ales and Vrabel, Margaret.  Financial Management For Volunteer Groups. 
 
Houle, Cyril O. Governing Boards. 
 
Herzlinger, Regina E. Effective Oversight: A Guide For Nonprofit Directors 
 
Howe, Fisher.  Fundraising and The Nonprofit Board Member. 
 
Humphries, Susan.  Effective Committees. 
 
Ingram, Richard.  Ten Basic Responsibilities of Nonprofit Boards. 
 
Kent, Judy.  Effective Organizations: A Consultants Resource. 
 
Mackenzie, Marilyn and Moore, Gail.  The Group Members Handbook. 
 
Murray, Vic.  Better Boards: Essentials For Improving The Performance of Nonprofit 
Organizations Boards of Directors. 
 
National Centre For Nonprofit Boards.  Understanding Nonprofit Financial Statements: 
A Primer For Board Members. 
 
Paquet, Marion.  A Handbook for Cultural Trustees. 
 
Steckel, Richard.  Filthy Rich and Other Nonprofit Fantasies. 
 
Vineyard, Sue and McCurley, Steve.  101 Ways to Raise Resources. 
 
 
 



Link to Sites On Board Governance: 
 
Governance Effectiveness Quick Check At: www.iog.ca 
 
Frequently Asked Questions on Nonprofit Governance at: www.ncnb.org 
 
Board Café and Faq’s on Board Development at: www.genie.org 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

H – Hiring The Executive Director 
 

Checking references 
Performance Appraisal Process 

 
 

For more information on Hiring The Executive Director link to: www.ncnb.org 
 

www.genie.org 



Checking References Of Potential Candidates 

 

 

Note: Revise these questions as needed to fit your criteria.  

 

Name of Candidate: 

 

Name of Person Giving Reference:  

 

Relationship to Candidate:  

 

Interviewer: 

 

�� What are this person's greatest strengths? What is he/she best at? 

 

�� What do you see as his/her areas of greatest difficulty? 

 

�� Is he/she creative? On what do you base your opinion? 

 

�� Does he/she have a sense of humour? Describe examples. 

 

�� If you were his/her boss, what one thing would you have her/him work to 

improve? 

 

�� Are you aware of any problems he/she has had with staff who work with 

him/her?  

 

�� With a board? Politically, in the community? Were they resolved? How? 

 

Adapted from Hiring the Executive Director, Sheila Albert. 

United Way/Centraide Canada 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I – Using The Internet in your Nonprofit Organization 
 
 

For more information on using technology in your organization link to: 
www.charityvillage.ca 



Treat Technology As The Nervous System 
 

Information technology is servant, not master, but it is an essential servant. If we view 

information technology as the central nervous system of an organization, it becomes the 

core around which all other systems and processes must be organized. The for-profit 

world understands that the Internet is not separate from this, and that Web-based 

programs must be fully integrated with other information systems. Inquiries should 

automatically add information about the inquirer to the organization's database to better 

server the client/inquirer in future and ensure that the information is available for 

communications, client service and fundraising purposes. Discrete databases maintained 

by fiefdoms within an organization are time-wasting, costly anachronisms. If any item of 

information is being entered more than once, expensive resources are being squandered, 

and the organization is not enjoying the potential power and efficiencies of its 

technology. 

 

The Internet has, in automotive terms, just produced the Model T. It will become 

ubiquitous in the next five years, as Internet technology becomes embedded in the full 

spectrum of devices and software used in the normal course of business and personal rife. 

There are already kitchen appliances that are Internet-capable. Web-based processes will 

be largely transparent --- people will not consciously launch an online connection as most 

do now. When devices need information that is not resident locally, they will invoke a 

connection to remote information sources in order to deliver their services to the user. 

 

The full impact of these changes for non-profits is impossible to forecast, but it is likely 

to be very significant. Whether a charity serves a local, regional, national, or international 

constituency, both internal and external communications, (voice, text, audio and video) 

will be Internet- and Internet-based. Database-driven, interactive technology will enable 

organizations to deal with donors, volunteers, clients and staff' on a personalized, as 

contrasted with mass, level, heightening the potential for relationship-building, while 

reducing staffing requirements and the cost of management processes. 

 



One consequence of all this will be the requirement for more sophisticated management 

and marketing processes, in order to satisfy constituencies' appetites for deliverables 

while successfully competing for scarce resources. Perhaps partnerships, co-ventures, and 

other relationships among non-profits, government departments and for-profit 

corporations will aid this transition. 

 

As information becomes more readily available and deliverable, calls for increased 

accountability are likely to become louder. Organizations will be expected to provide 

online information that substantiates their worth for those making decisions to give 

dollars and time, and those that fail to pass accountability tests may Jeopardize their 

continued existence. 

In addition, the stateless world of cyberspace surely will lead to increased levels of cross-

border fundraising. Insightful fundraisers will increasingly appeal to international 

communities of interest as the real world begins to emulate the virtual world in some 

respects. 

 

How to get started 

 

To reiterate, it's all about relationship-building, and that starts with defining the 

organization's audience and its information needs, then articulating communications 

objectives. The latter might include increasing membership, recruiting and managing 

volunteers, advocacy, media relations, team building, opinion-sampling, public 

education, various dimensions of fundraising, service delivery, and any of a hundred 

other possibilities specific to an organization. 

 

The Internet presence must: 

 

�� Attract people who share a common interest or need. 

 

�� Help visitors become community members with a feeling of shared ownership of 

the Web site and, by extension, of the organization.  



 

�� Help members of the organization's online community develop a sense of 

membership through information-sharing and help-sharing relationships with each 

other. 

 

�� Build on the sense of community membership to attract support for the 

organization. 

 

Each new visitor must be helped through a 5-step progression: 

 

a. Attract attention with a focused, exciting, well-promoted Web site.  

 

b. Invite a relationship by resonating with the visitor's interests and beliefs. 

 

c. Engage in a dialogue about issues that are important to the visitor.  

 

d. Earn the right to ask for support, by delivering valuable information, 

services or assistance. 

 

e. Facilitate action in the form of a join-up, purchase, donation, or some 

other behaviour that implies the visitor has become a community-member. 

 

Online fundraising fundamentals focus on connecting with individuals, and then 

converting the connection into action. Revenue is an outcome of successful community-

building, and online fundraising can go well beyond just asking visitors to make a 

donation by cheque or credit card. 

 

People must become personally involved in the online experience of the Web site before 

they are prepared to give or buy, and then they must be presented with a range of ways to 

give, or to buy something to benefit the organization. 

 



 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

J – Juggling Priorities as a Board 



Juggling Priorities 

It is important to stay on track with the Values and Mission of the organization in 

identifying competing organization priorities. 

What drives who you are and what you do is determined, in large part, by the core values 

and core guiding principles developed by your organization's board of directors. 

It is always a challenge for organizations to prioritize the internal issues facing the 

organization and evaluate the progress made. 

Please refer to Section S - Strategic Planning, for the Board for assistance in 

prioritizing issues and staying on track 

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

K – Knowledge For The Board 
 

Welcoming New Board Members 
The Board Orientation Manual 

 
 

For more information on Board Orientation please link to: www.nutsbolts.com 



How To Welcome a New Board Member 
 

When a new volunteer joins your board of directors, send a "Welcome Aboard Kit" as 

soon as possible. At a minimum, include the following items in this kit: 

�� Welcome letter signed by the executive director and the board president 

�� Description of duties as a member of the board of directors 

�� Board meeting minutes for the last 12 months 

�� Strategic plan 

�� Board governing documents, including bylaws, policies, etc. 

�� Current budget 

�� List of all board officers and board members with addresses, phone numbers and 

fax numbers 

�� Committee descriptions, goals and list of members 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Source: Nuts & Bolts Publishing 

http://www.nutsbolts.com/Articles/brl25.htm



WHAT GOES IN THE BOARD MANUAL? 
 

The Board Manual: An Orientation and Resource Tool 

 
The foundation of a committed, knowledgeable, and effective board is orientation and 

education. As an essential companion to orientation and education, every organization 

should have a thorough, easy to use manual that board members can use throughout their 

terms.  

 

A board manual serves two functions.  

�� For the new board member, it is an orientation handbook that provides useful 

information about the organization, board structure and operations, and fellow 

board members and staff.  

 

�� For the balance of a member's board service, the manual then becomes an 

indispensable working tool and a central resource about the organization and the 

board.  

 

Materials can be added and removed to create an up to date reference. The board manual 

is developed by staff in consultation with the board chairperson and other officers. 

Present it to board members in a durable, attractive loose-leaf notebook with a table of 

contents and clearly divided and labeled sections. Date every item and replace material 

when necessary. Insert stationery, brochures, and similar items in pockets of the 

notebook. 

 

To develop a working manual that board members use and rely on: 

�� Don't overwhelm new board members with too much information. When several 

examples are available (e.g., current press clippings), Include only one. 

�� Keep each item brief. A two paragraph biography of the executive director is 

preferable to a four page resume, for example. 

�� Use the handbook as a "textbook" during board orientation. 



 

�� Encourage board members to read and ask questions about the material. Ask 

board members to evaluate the usefulness of the manual each year.  

�� Revise the contents or format based on their comments. 

 

Board Manual Contents Checklist 

A thorough board manual can include the following materials. (Remember to keep each 

item as concise as possible.) 

 

The Board: 

�� Board members listing and bios a Board members terms 

�� Board statement of responsibilities 

�� Committee and task force job and descriptions. 

 

Historical references of the organization 

• Brief written history and/or fact sheet 

• Articles of Incorporation 

• Bylaws 

• IRS determination letter 

• Listing of past board members 

 

Strategic framework 

• Mission and vision statement  

• Strategic framework or plan  

• Current annual operating plan 

 

Minutes from some recent board meetings 

 

Policies pertaining to the board 

• Policy on potential conflicts of interest Insurance policy coverage 

• Legal Iiability policy 



• Travel/meeting expense reimbursements 

 

Finance and Fund-raising 

�� Prior year annual report  

•    Most recent audit report  

•    Current annual budget 

�� Banking resolutions  

•     Investment policy 

•     Current funder list 

 

Staff 

• Staff listing 

• Organization/team chart 

 

Other Information 

• Annual calendar 

• Website information 

• Promotional material (membership brochure, information brochure, advertisements, 

etc.) 

 

 

 

 

 

 

For more information: 

Hughes, Lakey and Bobowick`s The Board Building Cycle features nine steps for your 

board to follow through the board-development process.  

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

L – Liability and Risk Management 
 

Personal Liability as a Board Member 
For more information on Board Liability please link to : 

www.ncnb..org 
www.genie.org 

www.charityvillage.ca 



How Board Members Can Avoid Personal Liability 
 

 

Nonprofits are often ripe targets for embezzlement, fraud, and other financial impro-

prieties. But what about the boards of directors - can they be held personally liable? The 

short answer is, in some cases, yes.  

 

Board members can minimize their risk of personal liability by doing the following: 

Keep an eye on organizational documents. The board should look over legal and financial 

documents and analyses prepared by staff members, outside auditors, and independent 

counsel.  

 

Obtain and carefully review both audited and unaudited periodic financial reports of the 

organization.  

 

Review from time to time all articles of incorporation, bylaws, and other governing 

documents. 

 

Become actively involved in deliberations during board meetings. Comment as 

appropriate and ask questions where prudent. If you do not feel right about an action the 

board is taking, request that your dissent be recorded in the meeting minutes. Make 

decisions deliberately and without undue haste or pressure.  

 

Keep written records of board preparation and deliberation. That way, if the need arises, 

these written records should be able to prove due diligence. 

 

Request the assistance of an expert when appropriate. Hire independent accountants to 

assess and evaluate any matter that has significant financial ramifications. Request that 

legal opinion be obtained on any matter that has unclear legal ramifications. 

 

 



Remain an active and open board member. Attend the organization's meetings, read the 

organization's publications, and keep fully apprised of important policies and activities.  

 

Acknowledge potential conflicts of interest, disclose them to the board, and withdraw 

from making decisions when a potential conflict is involved. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

© National Center for Nonprofit Boards 



 
 

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

M – Meetings 
 

Meeting Climate Survey 
Board Attendance 

Motions 
 
 

For more information on meetings link to: www.nutsbolts.com 



MEETING CUMATE SURVEY 
 

 

Directions: Think back to the last three meetings you have had with this group. Respond 

to the questions below with the most appropriate answer. 

 

AA = Almost Always   S= Sometimes  AN=Almost Never 

 

The environment is easy and comfortable, even when discussing thorny issues.  

 AA S AN 

Enthusiasm and participation at meetings is high.     

 AA S AN   

New, unconventional ideas are suggested.      

 AA S AN 

Different points of view on any issue are welcome and encouraged.  

 AA S AN 

Many ideas are cultivated; none are ridiculed.     

 AA S AN 

People speak their minds.        

 AA S AN 

It is no secret where everyone stands on the issues that come up   

 AA S AN 

 

There is respect for principles of others, however unpopular the view.  

 AA S AN 

Clarifying, and sometimes challenging, questions are asked in warm,  

non-hostile tones.         

 AA S AN 

Positions change as a result of discussions on the issues.     

AA  S AN 



Feedback is given sensitively and constructively.     

 AA S AN 

Relevant and appropriate self disclosure on any issue occurs.   

 AA S AN 

Group members build on the ideas of others, and they volunteer to help  

when help is warranted.        

 AA S AN 

There is a "can do" attitude.        

 AA S AN 

Group members follow through on their responsibilities.     

 AA S AN 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



MEETING CLIMATE SURVEY 
 

Directions for scoring: Record the appropriate point count for each of your answers. 

Each "Almost always" answer is 3 points. 

Each "Sometimes" answer is 2 points. 

Each "Almost never" answer is 1 point. 

 

1. 2. 3. 

4. 5. 6. 

7. 8. 9. 

10. 11. 12. 

13. 14. 15. 

 

 

Total: The closer your total point count is to 45, the more open your climate is. 

Trust and openness: #'s 1, 7, 10 The amount of safety and security one feels in giving an 

honest opinion and trusting these views will be valued and respected; this also looks at 

how open participants are to new ideas. 

 

Morale: #'s 2, 11, 14 The feelings of confidence in the group's ability to accomplish its 

goals and get the job done in the face of the predictable roadblocks. There is also the 

sense that differences will be dealt with in sensitive and productive ways. 

Responsibility: #'s 3, 6, 15 The willingness of participants to follow through on their 

tasks and be held accountable; also the willingness to take initiative in putting forth ideas 

and voicing reactions to any ideas suggested. 

 

Support: #'s 4, 9, 13 Both emotional and task support are involved. The first shows 

appreciation for the person who sticks his neck out to say something unpopular. The 

latter involves taking the initiative without being asked. 

 



Freedom: #'s 5, 8, 12 A real tolerance for differences without fear of recrimination or 

ostracism; the feeling that you can be honest about ideas or reactions and it won't cost 

you in your relationships or opportunities. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Irwin Professional Publishing from Managing Diversity by Lee Gardenswartz and Anita 

Rowe, 1993. 



Improve Attendance at Board Meetings 
 

 

Getting board members to faithfully attend board meetings isn't easy. One idea to 

improve meeting attendance: include the number of meetings attended and/or missed next 

to names of each board member in your meeting minutes. 

 

Example, "Mary Smith (3x)" could mean Mary has attended (or missed) three meetings 

so far this year, depending on the system you choose. If your non-profit had six meetings 

so far, it would be easy to see that Mary had attended (or missed) only three of these 

meetings. 

 

This "public" record of their attendance helps keep board members more accountable. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Source: Non-Profit Nuts & Bolts 

http:l/www.nutsbolts.com/Articles/mel3.htm 10/18101 



Motions 
 

To propose a motion: 

1. A member addresses the Chair. 

2. The Chair recognizes the speaker. 

3. The speaker says, "I move that..." and delivers or reads the motion. 

4. Another member raises a hand to be identified by the Chair and secretary and says, "I 

second the motion," ensuring the motion has the support of more than one member. 

5. The Chair says, "It has been moved by __________and seconded by___________ 

that (read the motion).  Is there any discussion?" 

6. The mover usually speaks first. Then an opportunity to speak must be given to anyone 

wishing to support or oppose the motion. 

7. At the end of the discussion, the Chair says, "if there is no further discussion (pause), 

the motion is that  (read the motion). All in favour?" The Chair pauses while a count is 

taken. "Opposed?" Again, a pause, and then, "The motion is carried (defeated or lost)." 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

United Way of Canada/Centraide Canada 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

N – Nominating New Board Members 
 

Prospective Board Member Information Sheet 



 

Prospective Board Member Information Sheet 
 
 
As board and staff members meet people in the community who might make a good fit 

for your board, fill out an information sheet on each person and save the sheets in a file 

that is updated and maintained by the governance committee. By using this sheet, you 

will have a file of prospective board members that you can choose from when your board 

needs a new member. 

 

Name:  

Title:  

Organization:  

Address: 

City, Postal Code: 

Telephone: 

Day E-mail: 

Source of referral/information: 

Evening 

Special Skills: 

Fund-Raising  

Personnel/Human Resources  

Finances 

Business 

Marketing/Public Relations 

Technology 

Legal 0 Other: 

 

Professional Backqround 

For-profit business 

Government 

Nonprofit organization  



Other: 

Education 

Some high school 

High school graduate 

Some college 

Other: 

Undergraduate college degree 

Some graduate coursework  

Graduate degree or higher 

 

Other affiliations: 

Other board service:  

Known levels of giving: 

Other pertinent information: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

From “The Board Development Planner” National Centre Nonprofit Boards 



 
 
 
 
 
 
 
 
 
 

O – Organizational Effectiveness 
 

How Are You Doing As a Board? 
State of The Board Survey 



 
State of the Board Survey 

 
 
HOW ARE WE DOING ON THESE FACTORS WHICH HELP MAKE A BOARD 
EFFECTIVE? 

 YES/GOOD COULD BE 
BETTER 

NOT YET 
HAPPENING 

1. The organization has a clear written 
statement of its purpose or mission, easy 
for all to find. 

   

2. The organization has a set of written 
bylaws which clearly spell out how the 
board will transact its business. 

   

3. The board has been made aware of its 
responsibilities for:    

a) governing the organization    

b) legal liability    

c) obtaining funds    

d) deciding on policy, programs, planning 
and use of funds 

   

e) for hiring/firing top staff    

f) for a yearly financial audit    

4. The board has a varied composition 
including:    

a) users of the organization's service    

b) neighbourhood residents    

c) men and women    

d) experts and interested persons    

e) representatives of special groups 
which have an interest in the 
organization's services 

   

5. New board members are:    

a) given orientation and training    

b) assigned an experienced "buddy" 
 
 

   

    

    
    
    



    
    
    
    
 YES/GOOD COULD BE NOT YET 
  BETTER HAPPENING
6. The board reviews its goals, its work and    
its own structure every year.    
7. The board has working committees/    
groups through which action is channeled.    
8.Committee assignments and    
responsibilities are in writing.    
term task group basis. They don't go on    
forever.    
9. A nominating committee asks for    
suggestions from staff, board,    
clients/users and other resource  
people in preparing nominations for    
the board.    
10.The organization always has a list of    
potential board members for the    
future.    
11. There is a written statement of    
qualifications for new board members.    
12. There is a balance of experienced and    
new board members to guarantee both  
continuity and new ideas.    
13. There is a plan which limits the time a    
person can remain on the board, ensuring    
regular spaces for new members.    

14. Morale of board and staff is high.    

15. We work well together as a team.    

16. We can criticize each other    
constructively.    
17.There is a board Manual given to each    
new board member which explains    
their duties and responsibilities as well    
as other important information.    

18.The board Manual is updated annually.    

carefully recruited, trained, supported and 
recognized for their efforts. 

   

19. Board and staff members take part in    
appropriate training and development    
activities within the organization and in    



the community.    
20. There is a clear understanding of what  
board member tasks are and what staff    
tasks are - and the difference between    

the two.    
    
  
    
21. Meetings are efficient and don't usually    
last longer than the agreed upon time.    
22. Meetings begin on time and follow an    
agenda which everyone has.    
23. We get minutes, background    
and study documents well enough in    
advance of meetings to be useful.    
24. Meetings of the board include free and    
wide ranging discussion with full  
participation, respect for different    
opinions and creative, shared decision  
making.    
25. Board meetings deal most with setting    
policy, reviewing plans and evaluating the    
work of the organization rather than day  
to-day operating matters.    
26. Regular reports of committee work are    
made to the board.    
27. The board helps to secure financial    
support for the organization.    
28. We keep up with local, provincial and    
national trends/concerns which are within  
our organization's field of interest and    
service.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adapted from “Board Basics” United Way of Canada 



HOW ARE WE DOING? 

1. When I was asked to serve on this board, I understood my role was: 

2. I was asked to serve on this board because: 

3. Before I joined the board, I wish someone had told me: 

4. I would feel more effective as a board member if: 

5. The major problem facing our board is: 

6. What I like best about our board meetings are: 

7. What I dislike most about our board meetings are: 

8. To improve our board I think we should: 

 
 
 
 
 
 
 
 
From Partners Plus “The Group Member's Handbook”, Marilyn MacKenzie and 
Gail Moore. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

P – Policy Development 
 

The Role Of The Board 
Developing Policy 



The Fundamental Role of the Board in Policy 
Development 

Most people would agree that the board's most important responsibility is establishing 

policy. At the same time we all know organizations where boards have failed to 

develop policies or to keep track of the ones they have made. 

Later we find the Board is faced with the prospect of discussing a crisis issue 

which could have been avoided by a well-developed policy process. 

Understanding Policy 

Development 

 

 What is a policy? 

 
A policy can be: 

a governing principle; 

a guideline or framework for carrying out work; 

a way for the board to delegate authority and still maintain control; 

   a definition of the values and the philosophies - even the goals - of the program or   

organization. 
Policies are a general description of boundaries within which a board would conduct its 

business. Without policies, the organization does not know where its going , or the 

direction it needs to take to resolve an issue. 

 

 

 



Policies tell people what to do. Procedures tell them how to do it. 

A procedure tells: 

-how a governing principle will be carried out 

-the rules and regulations to apply 

There is sometimes a gray area between policy and procedure in sudden and unexpected 

situations. If a media problem arises, then policy must be developed at the same time as 

action takes place. 

For example, if the board has not yet created a policy regarding who speaks on behalf of 

the agency, it will have to be made at the same time as the staff and board members are 

being approached by the media for comment. 

Characteristics of a good policy 

In A Handbook for Cultural Trustees, Marion Paquet identifies the following as 

characteristics of a good board policy: 

> It is philosophically based and reflects values. It states what is believed, valued 

and desired. 
It is a general statement of a board's beliefs on a certain matter. 
 
It tells what is wanted of a board or staff. It tells why certain things are wanted. 

  It constitutes a clear basis for the development and implementation of regulations and 

procedures. 

  It provides positive direction to the board and staff, but does not, and should not, 

prescribe methods for arriving at the result. 

It permits board and staff to interpret it in such a way as to adjust for changing 

conditions without making any basic changes in policy. 

It provides a standard for evaluating the performance of the board and staff. 
 
United Way/Centraide Canada 



Guide for Developing 
Policy 

Policy Requirements 

 What is the issue, problem or opportunity for which we need a policy? Can 

we define it? 
 Do we have a policy that does/should address this issue, problem or opportunity? 

 Do we need an effective guide for our actions and decisions in this area? 

 What do we intend this policy to do? o What outcomes do we expect to see? v

 What is the purpose of this policy? 

 Why do we need this policy? 

Sample Policy 

Please refer to Volunteer Canada's policies on the Web, or Volunteer BC's policies 

available on the web. 
 
 
 

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Q – Questions Most Asked By Board Members 



Questions Most Asked By Board Members 
 

This page is included for you to write down the top ten questions most commonly asked 
by board members in your community. 
 
For effective recruitment strategies which address concerns by potential board members, 
please refer to Section R Recruitment and Retention of Board Members 

 
 
 

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

R – Recruitment of Board Members 
 

A Checklist 
Inactive Board Members 



A Ten-Step Checklist for Board Recruitment 
 

By Cynthia Armour 
Canadian Fundraiser: March 15, 2001 
 

 
1. Your mission is your lighthouse (a beacon in the fog) 
Clearly express your agency’s reason for being and make it pervasive in your 

organization before you look for people who can help achieve long-term goals.  (Placing 

your mission on all board agencies reminds members where to focus their efforts and 

votes.) 

 
2. Anticipate Board turn over-well before the AGM 
Define your agency’s succession strategy, including identification of suitable candidates, 

script for inviting potential nominees, interview process, selection criteria and who is 

responsible for ensuring the plan is accomplished. 

 
3. Articulate the agency’s culture 
Determine and explain the culture of your organization.  What stage is the agency at in its 

life span? What’s the lone at the top? Communicate your philosophy on governance, 

board code of conduct and how it’s monitored, oriented for new members, availability of 

training, conflict of interest policy, board/staff relationship, how the board will be 

evaluated, and how stewardship of donors and funds will be fulfilled. 

 
4. Know your priorities 
Conduct a needs assessment to identify what your agency’s priorities are for the next one 

to three years.  What type of leaders will you need to achieve your goals? 

 
5. Identify gaps 
Assess the skills and experience of your existing board-do you have a lot of dedicated 

‘service-providing’ individuals who may be weak in leadership and management? Target 

individuals who have the ability to fill the gaps (e.g) in fundraising, marketing.  Make 

sure there is a broad representation of abilities, ages, gender, cultural diversity, 

connections and talents on your board. 

 
 
6. Go beyond ‘the pulse’ 





Evaluate the strengths and weaknesses of your recruitment strategy.  Ask for feedback 

from new members and recruiters to determine if the message received matched the one 

that was sent.  Revisit job descriptions to be sure that the information they contain is 

accurate. 









 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

S – Strategic Planning 
 

The Role Of The Board In Strategic Planning 
Strategic Planning Process 



The Fundamental Role of the Board in Strategic Planning 

Planning, monitoring and evaluation are part of an integrated process. 

Regardless of the board model, all boards must plan for the future of their organization 

and take steps to implement the vision. Therefore the fundamental role of the board in 

strategic planning is to: 

1. Create and continually reshape the mission of the organization. 

2. Develop goals that will move the organization towards its mission, as part of a 

strategic plan. Set the "rate of progress", which is how quickly the board can 

expect to see results of its strategic plan. 

3. Monitor how effectively the organization is achieving its strategic plan. 

Boards may choose to do more work on planning than the steps listed above, 

particularly if they are working boards or collectives. 

Why plan? 

Some boards are reluctant to spend board and staff time on planning, but planning is a 

good way to: 

 ensure the organization's services meet the community's changing needs 

 anticipate financial or funding changes 

 establish a process for on-going operations 

 enable the board and staff to make proactive rather than reactive decisions 



 help the board, staff, and committees develop a consistent understanding of their 

roles and the organization's goals 

 establish a framework for relationships with governments and other agencies 

 provide the community with an understanding of the work of the organization o
 create a basis for future evaluations 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
United Way/Centraide Canada 



What are the steps of a strategic planning process? 

Strategic Planning Model 

Many books and articles describe how best to do strategic planning. Here is a brief 

description of the five steps in strategic planning. 

The steps outlined below describe the basic work that needs to be done and the typical 

products of the process. 

Step One - Getting Ready 

To get ready for strategic planning, an organization must first assess if it is ready. 

While a number of issues must be addressed in assessing readiness, the determination 

essentially comes down to whether an organization's leaders are truly committed to the 

effort, and whether they are able to devote the necessary attention to the "big picture". 

For example, if a funding crisis looms, the founder is about to depart, or the 
environment is turbulent, then it does not make sense to take time out for strategic 
planning effort at that time. 
 
An organization that determines it is indeed ready to begin strategic planning must 
perform five tasks to pave the way for an organized process: 

 

�� identify specific issues or choices that the planning process should address 

clarify roles (wino does what in the process) 

�� create a Planning Committee 

�� develop an organizational profile 

�� identify the information that must be collected to help make sound decisions. 

The product developed at the end of the Step One is a Workplan. 
 
 
 
 
 
 
 
 



Step Two - Articulating Mission 

A mission statement is like an introductory paragraph: it lets the reader know where the 
writer is going, and it also shows that the writer knows where he or she is going. 
Likewise, a mission statement must communicate the essence of an organization to the 
reader. An organization's ability to articulate its mission indicates its focus and 
purposefulness. A mission statement typically describes an organization in terms of its:  

Purpose - why the organization exists, and what it seeks to accomplish 

Business - the main method or activity through which the organization tries to fulfill this 
purpose 

Values - the principles or beliefs that guide an organization's members as they pursue the 
organization's purpose 
 

The product at the end of Step Two is a draft mission statement. 

Step Three - Assessing the Situation 

Once an organization has committed to why it exists and what it does, it must take a 

clear-eyed look at its current situation. Remember, that part of strategic planning, 

thinking, and management is an awareness of resources and an eye to the future 

environment. You will need current information about the organization's strengths, 

weaknesses, and performance - information that will highlight the critical issues that the 

organization faces and that its strategic plan must address. These could include a variety 

of primary concerns such as: 

-funding issues 

-new program 

opportunities 

-changing regulations, or 

changing needs in the 

client population. 



The point is to choose the most important issues to address. The Planning Committee 

should agree on no more than five to ten critical issues around which to organize the 

strategic plan. 

The products of Step Three are: 

a database of quality information that can be used to make decisions 

a list of critical issues which demand a response from the organization. T 

These are the most important issues the organization needs to deal with. 

Step Four - Developing Strategies, Goals, and Objectives 

Once an organization's mission has been affirmed and its critical issues identified, it is 

time to figure out what to do about them: the broad approaches to be taken (strategies), 

and the general and specific results to be sought (the goals and objectives). 

Strategies, goal and objectives may come from individual inspiration, group discussion, 

or formal decision-making techniques, but the bottom line is that, in the end, the 

leadership agrees on how to address the critical issues. 

This can take considerable time and flexibility: discussions at this stage frequently will 

require additional information or a reevaluation of conclusions reached during the 

situation assessment. It is even possible that new insights will emerge which change the 

thrust of the mission statement. It is important that planners are not afraid to go back to 

an earlier step in the process and take advantage of available information to create the 

best possible plan. 

The product of Step Four is an outline of the organization's strategic directions, its general 

strategies, long-range goals, and specific objectives of its response to critical issues. 



Step Five - Completing the Written Plan 

The mission has been articulated, the critical issues identified, and the goals and 

strategies agreed upon. This step essentially involves putting all that down on paper. 

Usually one member of the Planning Committee, the executive director, or even a 

planning consultant will draft a final planning document and submit it for review, to all 

key decision makers (usually the board and senior staff). This is also the time to consult 

with senior staff to determine whether the document can be translated into operating 

plans (the subsequent detailed action plans for accomplishing the goals proposed by the 

strategic plan). 

Revisions should not be dragged out for months, but action should be taken to answer 

any important questions that are raised at this step. It would certainly be a mistake to 

bury conflict at this step just to wrap up the process more quickly, because the conflict, 

if serious, will inevitably undermine the potency of the strategic directions chosen by 

the planning committee. 

The product of Step Five is a strategic plan! 

Adapted from: 

Copyright (c) 1994-95 Support Center, 106 -Mission Street, 5th Floor, San Francisco, 

CA, USA 94103-3113. 415-974-5100. Distribution and reprinting permitted as long as 

this copyright notice is included All Rights Reserved. 

http://www. supportcenter. orb/sflgenie, html 

For reprint permission, please email the Editor. 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

T – Top Ten Issues For Board Members 
 

What Do New Board Members Look For? 



What Potential Board Members Look For 

A potential board member looks for: 

�� A effective executive officer 

�� the opportunity to meet personal needs, such as making a 
difference, 

�� expanding a professional network, building skills, etc. 

�� Clear, honest, thorough communication within all levels of 
the organization 

�� A board that knows how to govern effectively 

�� Well-maintained, professional-looking facilities 

�� Competent staff 

�� A healthy, stable budget 

�� High percent of involvement from board members, 
volunteers and staff 

�� A clear understanding of the mission by board and staff 

 

 

 

 

�� Source: Nuts & Bolts Publishing httv://www.nutsbolts.com/Articles/brl23.htm 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

U – Understanding Your Organization’s Place In The Community 
 

Media Relations 
Getting Publicity 

 
For more information on Media Relations please link to: 

www.charityvillage.com 



Are You Front and Centre Yet? Tips for Getting Publicity in a Media 

Saturated World. 

By Stephanie Black 
 
Do you ever read an article or watch a profile on the news and wonder why that 

business is getting some great publicity and yours is not?  'There is a good reason: That 

organization either has a great publicist or they know how to play the promotion game. 

Here are some tried and true tips for getting noticed. 
 Issue an innovative press release that is factual but amusing and gives the media 

an angle as to why they should cover your event. 

 Is your service or product tied in with a timely holiday? E.g., you are selling 
healthy tomato sauce and Valentine's Day is coming up, you could send out your sauces 
to the appropriate press with a recipe attached for a romantic evening for two! 
 
 Join a prestigious networking association and volunteer to do a "free" seminar 
on your expertise. In addition, invite your media contacts to watch you in your element. 
 

Build your "buzz" factor. What makes you and/or your service stand out? Are 
you the underdog competing with the big boys or are you the fastest gunslinger In 
the west! Everyone has an angle. Use yours to the hilt. 

 
Cultivate contacts. Any time you meet a press person take their card and they 

are no longer a stranger the next time you make your story pitch. "Hi, I'm Ellen. I 
met you at panty last week. 1 have a good story... ". Now, it's no longer a cold call. 

 
Send out a tip street to different publications specifying your expertise. 

 
 What is your "C" Factor? Yes, the infamous celebrity affiliation. Whom do you 
know that shops at your store or uses your service? Let others find out and they will 
follow. Or ask your famous customer if they will give a testimonial on your services. 
 
 Identify a timely problem and offer your business as the solution 
 
 Write a letter to the editor on a topic that you know. There is free publicity if the 
article is published. 
 
http://www.charityvillage.com/charityvillage/research/rmed 



 
How to succeed in a media interview. 

Dealing with the media can be straightforward, and even pleasant, provided, of course, 

that you know how members of the media think and what they want. 

To help you prepare for an interview, here are six key questions. Choose what you 

think the correct answers are. 

These questions originally appeared in Nonprofit Management Strategies. 

News is: 

a. Important information 

b. Information about your organization  

c. Whatever the editor says it is 

 

d. Information that is timely, unique and important to people in the area 

When being interviewed: 

a. You have several basic rights 

b. You have no rights, the reporter makes the rules 

 c. You have the right to approve the article or story  

d. You may redo the interview if you don't like it 



No comment is: 

a. Better than admitting guilt 

b. A phrase best used in connection with litigation  

c. A signal that you are covering up something 

 

d. The best way to avoid answering a sensitive question 
 
 
Errors appear in stories because: 

a. The reporter doesn't allow you to review it 

b. There is a multi-layered editing system that creates errors  

c. Reporters aren't knowledgeable about your group 

 
d. Reporters are human and make mistakes 

e. You did not communicate effectively during the interview 

 
What's the best time for an interview? 
You have the option of deciding when a reporter should come to do a story for the 5:00 
p.m. news. Should you choose: 

a. 10:00 a. m. 

b.  b. 2:00 p. m.  

c. c. 3:30 p. m. 

d. d. Live at 5:00 p.m. 

 

 



A media interview is: 

a. An annoyance 

b. A glorious opportunity  

c. Asking for trouble 

d. Only occasionally worth it 

 
The correct answers are: 

1. c. News is whatever the editor says it is 

2. a. When being interviewed you have several basic rights. You do have the 
right to know what the interview will be about, and what the direction of the 
interview will be. 

3. c. No comment is a signal that you are covering up something Any 
spokesman or organization that says nothing will be presumed guilty. 

4. All of the above, although e is often the main source of errors 

5. d. What's the best time for an interview? Live at 5.00 pm because you 

cant be edited. 

6. b. A Media interview is a glorious  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

V – Volunteer Management 
 

For more information on Volunteer Management please refer to 
Volunteer BC’s website 



Ways to Demonstrate Respect for Board Members 

�� Remember that board members have the same rights, feelings and emotions that 

you do. 

�� When you ask for an appointment, explain what you want to talk about 
 

�� Remember that board members are volunteers, not paid staff. 
 

�� Adhere to agreed-upon time schedules. 
 

�� Acknowledge accomplishments of board members. o Always supply accurate and 
sufficient information. 

 
�� Call each meeting with a board member at a time that is convenient for the 

volunteer. 
 

�� Respond to a board member's requests for information as soon as possible. 
 

�� Never send out a letter under a board member's signature without prior 
consultation. 

�� Don't try to manipulate board members in order to achieve a desired decision. 

Always check before committing a board member's time. 

 
 
 
 
 
 
Adapted from Judy Kent, Effective Organizations - A Consultant's Resource. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

W – Web Based Information For Not For Profit Organizations 
 

For information on Web Based Information please link to: 
 

www.charityvillage.com/charityvillage/research/rtech2.html 
 

www.charityvillage.com/charityvillage/research/rofr32.html 
 

www.charityvillage.com/charityvillage/research/rpart1.html 
 
 
 
 
 

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

X – X-Ray Vision – The Board’s Need For 
Transparency 

 
Building An Ethical Culture 



Building an Ethical Culture in an 
Organization 

by Shirlene Courtis, Pollution Probe May 27, 1995 Canadian Fund Raiser 
 
Poor moral behaviour seems rampant in society, witness recent insider trading scandals, 

The United Way; Covenant House, and political scandals ----all of them moral issues. 

In fact, says Neal Davis, Vice-president for Development and Public Affairs, Heidlberg 

College, Tiffen, Ohio, we often fail to communicate what ethics and moral behaviour is 

acceptable. 

 

According to Dr. Davis, the high turnover of professional development staff, (the 

average tenure of a development director today is 18 months), is rarely due to poor 

performance or because they lack technical skills. Rather, due to ethical reasons; 

expectations from boards, or their own actions, these development executives are 

perceived to have negative impacts on donors, clients and trustees. 

 
Doing the right things 

Davis' prescription, no matter the time costs, keep your door open. You will be 

perceived as approachable. Include staff from all levels in discussions; have 

unscheduled and informal luncheons with staff and trustees; be involved in your church 

and community. 

Dr. Davis cited a Guideline for Living created by Herbert J. Taylor, Vice-president of 

the Jewel Tea Company in Toronto, who was elected to head the near-bankrupt Club 

Aluminum Products Company. He told employees to ask these four questions related to 

all aspects of their dealings with customers, suppliers, and each other: 

1. Is it the truth? 

2. Is it fair to all concerned? 



3. Will it build goodwill and better 

friendships?  

4. Will it be beneficial to all concerned? 

 

Taylor went on to add other absolutes: 
�� People support what they help create. 
�� People should learn to treat people as people. 
�� If you do what you've always done, you will get what you've always got 
�� Our challenge is to be both ambitious and supportive 

 
 
Our lifestyles set the tone 

The real secret to building an ethical culture in an organization and in managing the 

moral life in the workplace, is to focus only on one thing; development of trust. Dr. 

Paul Pribbenow, Vice-president for Institutional Advancement, School of the Art 

Institute of Chicago, stressed that a commitment from the top and specific policy 

guidance are essential in creating a moral culture. He agreed that we can lead by 

doing. Our life styles, both inside and outside of the workplace, develop the trust and 

set the moral tone which will be reflected by those around us. 

We can shift attitudes by paying attention to those around us, encouraging 

independence, taking ownership or job tasks and thinking through solutions. We are 

now expected to do more with less. We must work at shifting attitudes from 

overcoming a perspective of scarcity to one of abundance. Rather than bemoaning the 

fact that we have fewer staff or technical resources, take stock of your existing 

resources. It may surprise you to see how abundant things are. Encourage this attitude 

among your staff. 

Pribbenow urges development professionals to hone their language and education 

skills, and reward moral behaviour of staff. Write an Ethics Statement for your 



organization, with input from staff and trustees. Read a book or an article together and 

discuss the moral issues. Establish an Ethics Committee. Use simulations or role plays 

to "practice" moral thinking and behaviour. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Copyright 195-2000 Charity Village Ltd. All rights reserved. 
http://www.charityvillage.con/charityvillage/research/reth1.html 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Y – Youth and Philanthropy 
 

For more information on Youth and Philanthropy link to: 
 

Changing Face of Giving: An Assessment of Youth Philanthropy 
 

www.irvine.org/news/newsletter/children_1.html or 
 

Shelby Heitman at communications@irvine.org 
 
 
 
 
 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Z – Zenith – We Have Achieved Our Mission 
 

Keeping Board Members Informed 
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