TOOL KIT #4

Exercise: Staff, Board, or Both?

For each item, indicate whether this is a responsibility of staff, board,
or both. If both, what determines who performs, and how do staff and
board collaborate to assure these activities are accomplished?

. BOARD OPERATIONS

Activity

Responsibility

Develop, approve and modify bylaws

Establish written policies and procedures for board operations not addressed
in the bylaws

Establish and enforce expectations for attendance at board/committee
meetings

Settle discord between committees




Il. PLANNING

Activity

Responsibility

Establish mission

Monitor achievement of goals and objectives

lll. FINANCIAL PLANNING, MANAGEMENT, AND OVERSIGHT

Activity

Responsibility

Prepare annual budget

Develop financial policies and procedures, including policies related to private
inurement, retention of records, conflict of interest, and whistleblower policies

Ensure that there is adequate segregation of financial duties so that no one
person in involved in all aspects of financial transactions.

Establish audit committee to receive and review audit




IV. FUNDRAISING

Activity

Responsibility

Develop and implement fundraising plan

Represent the organization in meetings with potential funders.

Activity

V. PERSONNEL

Responsibility

Direct the work of the organization and its programs

Solicit information from funders, supporters, customers, clients, partners etc.
about the organizations performance

Activity

VI. OSEP GRANT MANAGEMENT

Responsibility

Draw down funds

Oversee and assure services are delivered according to grant deliverables




