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Board of Directors 
1. A Board of Directors is a group of people who make decisions 
about how an organization WOfIIs. 

2. People on the Board often speak 
up for or represent the interests of 
different groups of people, like 
citizen. with disabilities. 

3. The Board of Oirectors makes 
sore the organization does what it's 
members decide what it Ihould do. 

4. The people on the Board of Directors are 
responsible for acting on their by-laws and 
carrying 0\11 the OI'ganization's mission. 

6. Tho Boord of Directors II> elected Of appointed to lead tho 
organization but must always communicate with all the 
membef"s to get their opinions and kleas, too. 

6. The people on the Board of Directors are 
IlISpOOsibie for making lure that their 
organization follows the law. 
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Board Member Job Description 

Know about and support the goa!s of the organization. 

Be willing to listen, work with other people, and speak 
up for yourself. 

Be willing to go beyond your personallnleresl and 
think about what helps other people, 100. 

Be willing to spend time preparing (going over the 
agenda and information packet so you will know the 
Issues and yoof own opinion about them). 

Attend all scheduled meetings 

Know what to do if you can't attend a meeting and 
what to do about getting the information you missed. 

• 

• 

• 

• Know about the by-laws of the organization. 

S '$ • Know about the organization's finances • 

• 
• Be willing to work on a committee. 
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How to be a Good Board Member 

• NII:Iw other members to take leadenhip roles and asl< 
them !Of' nelp with the organization', activities. 

Keep all your materials and I'IOtes tOQEllher - it helps to 
stay organized. 

Make $l.If8 racon;!s and files are kepI, like Wlitten 
minutes of meetings and financial statements. 

Don't discuss Board business with people nol in your 
organization. Some information ia confidential. 

To be. Board Member doe, not mean you must read 
or write weM, Aceonvnodations can be made lor people 
as needed. 

Make lure all sides of an issue .lire heard and 
encourage others to speak up. 

Know where to get help if you hive questions or need 
inlomlation. 

Take your commitment seriously & if yOU promise to do 
something. do it . 

• 

• 

• 

• 

• 

• 

• 

• 
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.' [Have a pOSi ive atti "de (be cooperatiive with other 
Board/committee members and won, toga' her),. 

[Keep on~ ' e subject and on ime (don't talk about 
th ·'ngs th at have noUlling tD do wi" h " " hat~s on (he 
agenda)+ 

Lis,ten carefully and be respedlul . 

Ask questions if you don't. u nd "_ rstand. 

Ask for help from you r facil" ator/advisor I~f needed~ 

G rve Y'OUII' honest opinion Spes k up for you n~etf. 

It's QIK "if you do not agree 'with eVG'ryone. 

Keep wn touch with other Board Imembers. 

f you feel ~i lke people are no,t isteni ng tOI 'you ith 
respec , or dontt tr,9at you aqua lIy~ tal k to them 
about it. 

• 

• 

• 

• 

• 

• 

• 
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Duties of the President 

The Board President provides the leadership for the Board by ... 

.... .,. 

• Calling the meeting to order. 

Introducing himself or herself and asking others 
to introduce themselves. 

Providing direction to the meeting by following the 
agenda. 

WOOIing as a team member with other officers and 
ed'lisors. 

Directing the Board voting . 

Planning meeting times and datel> in advance with 
other officers. 

Meeting with the other officers before the next 
meeting to plan the agenda and prepare for 
general meetings. 

Attending regional and other meetings or appointing a
repl"esentativa 10 go. 

Notifying the other officers if he or she cannot attend 
the meeting. 

• 

• 

• 

• 

• 

 

• Adjourning the meeting • 

• 



Out- _'S 10 ' t e V ce'· -resid , nt 
The ,Board Vice-President [provides 'Ole 'eadership for theBoa~d dun -g 
the IP'residentls absence by ... 

.. Camng the mee' ing to order when the President is 
abse,nt. 

Undertaklngl al~ . he du '~es of I he Presiden whe , the 
P'rI8sideni.' is abSf3Jl~ " ,om the meeting. 

He !p,ing the President at the meeting. 

Me '"ng will the o~her 'o,fficers before the next meeting 
to p~lan the agenda. 

N otlilfying 'tile other officers if he at she, cannot attend 
thle meeting. 

Working as a team m,ember with other officers and 
adviso'r9. 

.. 

• 

• 

• 

• 
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Du - Ie ~ '. of t,he ,ec ~ tary' 
The Secretary [icords the actions and decisions of the Board a , d ... 

~. 

'1 

Taking minutes [o[f '(he meetings and makes sure 
the·re is an ag,enda. 

Making chan ges in the ag' . nda. Dr minutes of 
preViious mee~ ngs if a motion is m'sde t'OI do ,sa,. 

H el p ng otiler ,officers at th e me: ~n.g. 

Undertaking aUI 'the dutjes of the Pres 'd _ nt hen 
both · e Pr[esident and Vtfce-President are absent 
fro,m the meeting., 

Mleeting wr h other olfficers before 'the I ext meefng 
to pl~an the agenda. 

Keeping ,an up-to-date Ii st af members end 
add esses ,and phone numbers. 

Notifying the other officers if he or s he can not 
atte' d he meeti ng. 

Workin 9 ,as a teslm m,8,m'ber with 0 her officers and 
ad isors,. 

'. 

• 

• 

~" .--... -.... ~ . .,. '- ~-.~-' -- - -

• 

• 

• 
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Duties of the Treasurer 

The Treasurer oversees all finances of the organization and ... 

• Giving the financial report al the meeting telling; 

• how much money the organization has, 

• how much money was raised since the previous 
meeting, and 

• how much money was spent since the previous 
meeting. 

• Helping other officers at the meeting. 

Undertaking all the duties of the President when the 
President. VICe· President and Secretary are all absent 
from the meeting. 

Meeting with the other officers before the next meeting
to plan the agenda. 

Monitoring the income and expenses of the 
organization. 

Working as a team member with other 
officers and advisors . 

• 

•  

• 

• 

• 



Committees 
A Committee is a group 01 people who help the Board on specific 
assignments and , •.• 

• The Chairperscn of a Committee lead5 the Committee and must 
be a votirlQ member of the full Board. 

A p8fSOI'I does not have to be a member of the full Board to be a 
part of the Committee. 

The Committee only makes recommendatlon. about issues or 
activities to the full Board who makes the final declsions. 

Some Convnittees of a Board are: 

• 

• 

• 

• Nominating: Makes recommendation, about persons who 
should be elected to the Board. 

Executive: Decides what important issues will be diSC\J$sad 
at the next Board meeting. The Office ... of the Board form 
the Executi"" Committ_ 

Advocacy: Focuses on legislation and issu&IJ that affect the 
organization and people it advocates for. 

Public Infonnallon: Makes decisions about the kind of 
information which will be given to the general public $0 thai it 
knows about your organization. 

Fundralslng. Helps raise money for the organization. 

• 

• 

• 

• 
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-'UTIES OIF A CO IT EI 
CHAIRPERI'ION 

The Committee C ha,irperson s I k,e th e President of , e fu III Board 
becau5f3 he or she must -e' able tOI lead the Commtttee and ..• 

Has ' ,e same power within the Comlmittes' as '~h' President 
na:s with in the ful~ B oaret 

Is responsib e for scheduUng 
committee mee 'ngs 

• Is respansi ble for pr.snning tlhe agenda before the next 
meeting. 

Does not Q ive his or her cpi m:ons a I the 'tirn I but, helps other 
comlm Mea members 'with the di scu8sions a nd wi~h voti g. 

Gilves reoomm,endatioflS 'rom ,e commftlee to ~he m,embers 
o the J 1111 Boa rd. 

luste a member olf the fu ll Board. 
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Words Boards Use 

AGENDA.---The plan for what will be talked about and voted on at 
the meeling. 

MINUTES.----Written record of what happened at the meeting. 

ISSUES'--- Important matters, things you are concerned about. 

OPINIONI - ---What you think or feel about something. 

APPOINT ----Choose, to be picked to do something. 

APPRQVE--Give official OK or give official agreement. 

ELECTEO)- ---Chosen by 8 vote. 

MOTIONI----Idea or question that must be voted on. 

SECONDI----What someone else says when they agree that a 
certain motion should be voted on. 

DISCUSSION--Talking about the motion or something with the group. 

CARRIEO.----The motion is carried or passed by a vote. 

MlSlC -----An abbreviation for Moved, Seconded and Carried. 

ACTIONI----Making a decision about something, voting on 
something. 

AOJOURNI---End the meeting. 
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MAKING AN AGENDA 
Date and Time of Meeling 

Location of Meeting 
I. Call to Order 

A. Introductions 
B.Attendance is taken by Ihe5ecfetary 

II. Consent Items 
A. Agenda 
B. Minutes 
C. Treasurer's Report 

III. Committee Reports 
A.Dlscussion of committee activities 
B.ApPfoving committee recommendations 

IV. Old Business 
A. Discussion of other agenda lIems 
B. Voting 00 other agenda items 
C. Guest speakers may give presentations at this time 
D. Other old bUSiness which was not finished at earlier meetings 

V. New Business 
A. Announeement& by Ooard members 
B. Fotming new committees, if needed 
C Time for others to make announcements or comments 
O. Guesl speakers may give presentations at this time 

VI. Adjournment 
A . Time to go home. 
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R . d .-hi Age ·da 
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"This Meeting is
called to order." 

 

" 



Approval of the Minutes 

" 



WORK TOGETHER 

" 



Voting 

" 



·.1 k Iha r if you ca -pra'k 
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Adjourn 
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