Task List for Board of Director Responsibilities

Position: President
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
	All categories of documents

	
	Prepare January board retreat
	One day retreat to discuss goals & objectives, roles and responsibilities, teambuilding, etc.  Invite ASTD Regional Representative to assist (San Diego) 

	
	Confirm that January program is in place
	Work with VP of Programming to make sure first membership meeting is planned and marketed.

	
	
	


	√
	Before Board Meeting
	Instructions and/or Tips

	
	Identify agenda items
	Send to VP of Communications (who should have requested agenda items about 1 week before meeting)

	
	
	

	
	
	

	
	
	

	
	
	


	√
	During Board Meeting
	Instructions and/or Tips

	
	Use Robert’s Rules of Order to conduct meeting per agenda
	Rules of order on Internet or RMC

	
	Manage topics to stay within 1.5 hrs.
	If necessary, conduct some business via email

	
	Confirm that all members have prepared for membership meeting
	Include a check list for this on the agenda!

	
	
	

	
	
	

	√
	After Board Meeting
	Instructions and/or Tips

	
	Complete action items, per agenda
	

	
	Prepare any materials needed for monthly membership meeting
	

	
	
	

	
	
	

	
	
	


	√
	Ongoing
	Instructions and/or Tips

	
	Be prepared to represent ASTD at all times
	Carry ASTD business cards; use opportunities to recruit new members or speakers

	
	Coordinate different press releases with other board members
	

	
	
	

	
	
	

	
	
	


	√
	Before Membership Meeting
	Instructions and/or Tips

	
	Print agendas
	This is mostly to 

	
	
	

	
	
	

	
	
	

	
	
	


	√
	During Membership Meeting
	Instructions and/or Tips

	
	Present agenda and speaker
	Get information ahead of time from VP of Programs

	
	Conduct meeting, keep time
	Tell speaker about time limit

	
	Present ASTD news
	Check national website and request local news

	
	Door prize drawing
	Approximately 3 per meeting, including one discount for a future meeting or guest

	
	Give ‘speaker gift’ at end of presentation
	VP of Programs usually has $25 gift card


	√
	After Membership Meeting
	Instructions and/or Tips

	
	Follow up on any contacts
	

	
	If tasks were delegated, follow up with an email
	

	
	
	

	
	
	

	
	
	


	√
	For Other Events
	Instructions and/or Tips

	
	Work with VP of Programming
	Any special programs need press releases
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