Task List for Board of Director Responsibilities

Position: Community Outreach Coordinator
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
	Programs category of documents, especially information about past events, surveys, etc.


	
	Create Contact List of Community Targets by category
	Prepare during Annual Retreat


	√
	Before Board Meeting
	Instructions and/or Tips

	
	Review action items from previous meeting
	

	
	Prepare Update of Community Outreach Goals and updates
	Determine goals for the month and be able to update any goal progress.


	√
	During Board Meeting
	Instructions and/or Tips

	
	Update Community Outreach Program
	

	
	Request Assistance for Contacts or meeting times if needed.
	

	
	Reminders of Board Meeting schedules as needed.
	


	√
	After Board Meeting
	Instructions and/or Tips

	
	Follow up on action items
	


	√
	Ongoing
	Instructions and/or Tips

	
	Schedule Meetings with Community Corporations, schools, etc.
	

	
	Schedule Board Members for luncheons with Community leaders as needed
	

	
	Continue to generate list of target members.
	

	
	Get clarity on the needs of the community and work with programs to incorporate that into our meetings.
	


	√
	Before Membership Meeting
	Instructions and/or Tips

	
	Invite new opportunities to a free meeting.
	Identify needs for PC, projector, etc.


	√
	During Membership Meeting
	Instructions and/or Tips

	
	Introduce new members or potential community members.
	


	√
	After Membership Meeting
	Instructions and/or Tips

	
	Follow up with guests or potential members for input into meeting.
	Compile information into one table/form and place in appropriate file in RMC documents


	√
	For Other Events
	Instructions and/or Tips

	
	Work one mixer for the year to invite non members.  
	Target community groups. 


Target Groups: Raytheon, Intuit, Hospitals, Banks, Credit Unions, Local Government, Call Centers

