Contents of the Board Manual

The board manual provides a single source of information about the mission and activities of the organization, and policies and procedures of the board.  The particular items in an agency manual may vary with the type and size of the agency.  The following list constitutes the major items which should be included:

· Bylaws of the organization

· Organizational chart

· Job description for the Chief Administrator

· Job description for board members

· List of current board members with address and phone numbers

· Officers and job responsibilities

· Committee list with current board member assignments and staff liaison

· Committee job responsibility statements

· Operating policies of the board

· General program information

· If the agency is affiliated with an umbrella organization, information relating to that organization

· Current budget, including funding sources

· Strategic plan

· Yearly planning calendar

· Simple parliamentary procedures

New members should be invited to attend an orientation, including a tour of the agency.  

The manual should be used during the year as a reference tool.
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