Task List for Board of Director Responsibilities

Position: VP Communications
This template is to provide a checklist for new board members to facilitate their transition to their new roles.  The idea is to translate general role descriptions into concrete tasks.  

	√
	When elected, 

before 1st board meeting
	Instructions and/or Tips

	
	Review features of RMC
	See User’s Guide; meet/work with your predecessor

	
	Review documents in RMC
	Communications category of documents

	
	Redirect RMC email addresses to new board members
	Get board members’ email addresses and contact ISP person to redirect Pres; Info; Programs, etc.

	
	Get business cards printed
	Most cost effective way is on home computer; template is in RMC

	
	
	

	
	
	


	√
	Before Board Meeting
	Instructions and/or Tips

	
	Call for agenda items about 1 wk. before meeting
	Email members Monday before meeting

	
	Insert items into template and email to members day before meeting
	Template is in RMC; called “?”.   Bring at least one hard copy to meeting

	
	Review action items from previous meeting
	

	
	
	

	
	
	

	√
	During Board Meeting
	Instructions and/or Tips

	
	Bring previous agenda for review and approval by board
	

	
	Take accurate meeting minutes
	

	
	
	

	
	
	

	
	
	


	√
	After Board Meeting
	Instructions and/or Tips

	
	Write up minutes and distribute draft to board via email for editing
	We almost always overlook something; best to get feedback from everyone, within 1-2 days

	
	Post minutes on website
	

	
	
	

	
	
	

	
	
	


	√
	Ongoing
	Instructions and/or Tips

	
	Check voicemail for ‘info’ twice a week
	Document with instructions in RMC, named “XYZ”.  Put a task reminder on your personal calendar!

	
	Website updates in coordination with other board members
	In addition to receiving information from VP Programs about calendar/events, solicit materials from other board members to post monthly. Also check national website for information of interest to local members

	
	Communicate with Internet Service Provider and Run My Club as needed
	Contact information in RMC documents; update them as changes occur.

	
	Maintain the database of chapter documents in RMC
	Might be better to have other board members send all documents to you to post OR you create and define the categories and board members can post at will

	
	Submit communications bills in a timely manner to VP of Finance
	Call if one needs to be paid before next board mtg.!

	
	
	

	
	
	

	
	
	

	
	
	


	√
	Before Membership Meeting
	Instructions and/or Tips

	
	Identify any items to place on agenda
	

	
	
	

	
	
	

	
	
	

	
	
	


	√
	During Membership Meeting
	Instructions and/or Tips

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	√
	After Membership Meeting
	Instructions and/or Tips

	
	Gather mailing list ‘sign-ups’ (from door prize drawing) and add to non-member database
	This should be done ASAP so that those people get the next meeting announcement from RMC

	
	
	

	
	
	

	
	
	

	
	
	


	√
	For Other Events
	Instructions and/or Tips

	
	Coordinate web marketing, etc. with VP of Programs and VP Marketing
	

	
	
	

	
	
	

	
	
	

	
	
	


