
Board responsibility Notes: Who/What/When 

Are your vision, mission, and values current and still appropriate? 

There is no right time or frequency to review these statements. But one resource 
suggests definitely doing so if you’ve had a change in key programming or a big 
increase or decrease in resources. 

Do you have a current strategic plan or one in the works? 

There is no single best practice for how often to do a strategic plan or how long a 
plan’s time frame should last. But you should have a current strategic to-do list that 
guides your organization’s work. 

Are you regularly monitoring your implementation of your strategic plan? 

Your strategic plan should be a living tool that you use to guide your activities and 
measure success. 

Do you have goals for program areas? Are you regularly monitoring them? 

Many boards and/or CEOs set more specific goals for things like fundraising and 
service delivery. These can be measured on a dashboard or at least regular reporting. 

Are you conducting an annual performance evaluation of your CEO? 

One of the board’s primary roles is the hiring and evaluation of the CEO – the board 
is the CEO’s supervisor. Figure out who on the board is responsible for this, decide 
on a performance review tool, and do it every year 

. 

Board of Directors Best-Practice To-Do List 
Serving on the board of directors for a nonprofit or philanthropic organization is an important 

responsibility. This check list can help board chairs and executive directors/CEOs think through 
activities and the board/CEO relationship to help the organization have the biggest impact. 

Adapted from GPP/NPA presentation by Addy Matney, TMPR 

https://firespring.com/solutions-for-nonprofits/why-when-and-how-to-change-your-mission-statement/


Board responsibility Notes: Who/What/When 

Do you have clear job descriptions for board members that adequately 
convey responsibilities? 

Board job descriptions should include a listing of responsibilities and time 
commitments, and they shouldn’t undersell the role. 

Do you have one or more people on the board whose responsibility is 
identifying prospective board members? Are they working to ensure 
diversity of thought, demographics, profession, and more? 

It is too easy to let the responsibility of identifying new board members slide until it’s 
time to elect them. This should be an ongoing process and should seek new faces and 
voices outside of “the usual suspects” 

Do you track whether board members fulfill their responsibilities, such as 
attendance or donations, and hold them accountable when they don’t? 

It is the board’s responsibility to monitor the board – not the executive director’s. As 
an example, determine who tracks attendance and how and who calls those board 
members who are not compliant. 

Does the board approve the budget each year and does the board ensure 
that finances are on track with budget and make adjustments as needed 
throughout the year? 

The board has the fiduciary responsibility for the organization and needs to be sure 
there are adequate resources to fulfill the organization’s mission. 

Does the board ensure that an annual audit takes place?  Has the board 
ensured proper finance policies and/or internal controls for accounting? 

As the fiduciary, the board must ensure that no wrongdoing occur with organizational 
funds. This can happen by making sure there is proper division of labor within staff 
handling funds and in the case of a single person staff that a board member or outside 
accountant help sign checks. 



Board responsibility  Notes: Who/What/When 
   
Does the board ensure that filing of the 990/990PF take place each year? 

This important IRS filing is required to ensure the organization maintains its tax status 
with the IRS.   

  

   
   
Have the board and CEO established fund development goals? 

Ultimately, it’s the board’s responsibility to make sure the organization has sufficient 
funds to pay the CEO they’ve hired and to fulfill the organization’s mission. They may 
do this with a staff-led resource development program. But the board needs to take 
part in the goal setting. 

  

   
   
Do all board members have a role in resource development? 

As said above, resource development is ultimately the board’s responsibility. That 
doesn’t mean that every member needs to be a part of asking for funds. But there are 
roles everyone can play, from donating to writing thank you notes to making 
connections. 

  

   
   
Does your board chair meet with CEO each month to co-create the board 
meeting agenda? 

Developing the agenda should be a team effort. Each agenda should be different 
because you should have different things to discuss. Committee chairs should be a 
source of agenda items as well. By providing materials to support decision making, 
you can have a robust discussion. 

  

   
   
Do board members receive the packet at least three days in advance and 
come prepared to discuss? 

Robust meetings supported by strong agendas and fulsome packets can happen when 
board members get the board packet with enough time to review and fulfill their 
responsibility to have done so. 
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Do you assign a mentor or buddy to new board members? 

New board members will likely have a lot of questions about your board culture, 
terminology or programs with which they are unfamiliar, and more. A mentor – a 
current board member – can answer questions and be a friend. 

  

   
   
Do you hold a meeting of board members at least once a year to focus on 
strategy? 

In most organizations, the strategic plan is developed only every few years and 
updates provided in regular meetings.  But an annual strategy meeting can allow 
members to reflect on the current plan an identify new opportunities or challenges 
that have come up. 

  

   
   
Do you conduct an annual self-evaluation as a board?  Do you do it more 
often? 

How is your board performing? Without a process for evaluating this, it’s hard to 
know. A self-evaluation in which all board members provide feedback can help. Some 
boards do this after every meeting; it should happen at least annually. 

  

   
   
Do the CEO and board chair meet regularly?  

Most CEOs (especially those with small or no other staff) could use a thought partner 
and sounding board. The board chair is that person. Have a regular check in – even if 
it’s just a weekly phone call – to provide updates, get ideas, think through challenges 
and more 

  

   
   
How do you handle ideas generated in board meetings that are more 
operational in nature and/or not related to agenda items?  

Board members that are excited about the organization’s mission and/or familiar with 
day-to-day operations can be full of ideas. Some of these can really take an agenda off 
track. 

  

 
 

 

 




