SAMPLE Committee/Champion Descriptions

Note: A “Champion” is essentially a committee chair who does not have a committee. The role is given to a board member who agrees to take on the responsibilities that are outlined.

Governance Committee
Chair:		Vice President or other as appointed by the board
Committee: 	Board members appointed by the board; others as invited by the committee.
Purpose:	To ensure a continuous flow of engaged, trained, committed, effective and fulfilled board members to carry out the mission and to provide for the best possible board experience through orientation, education, evaluation, and recognition of board members.
Key Annual Responsibilities:
· Compile and update analysis of existing board characteristics and skills.
· Recruit and cultivate potential board members, making nominations to fill board positions based on assessed needs of the board.
· Conduct orientation of new board members.
· Prepare and conduct board development or planning retreat.
· Facilitate board member self-evaluations and/or whole board self-assessment.
· Review and recommend needed revisions to bylaws and other board governance policies. 
· Prepare for smooth transition of officers and key committee chairs by ensuring that potential successors have been identified and are being mentored into their future roles.

Finance/Audit Committee 
Chair:		Treasurer or other as appointed by the board
Members:	Board members appointed by the board; others at the invitation of the committee.
Purpose:	To ensure the financial health of the organization, implement financial policies, be a resource for finance-related information for all board members, and ensure the organization is compliant with federal and state financial laws and regulations. 
Key Annual Responsibilities:
· To conduct an internal audit of the organization’s financial records or to make provision for an external audit. To review recommendations to the board related to audit findings.
· To support the treasurer in his or her annual duties, including:
· Develop and present an annual budget to the board for adoption.
· Monitor income and expenses and make reports to the board prior to meetings.
· Update income projections and make reports to the board as needed.
· Ensure the Form 990 is presented to the board for review and approval and is subsequently filed with the IRS in a timely manner.
· Ensure required state registrations have been completed in a timely manner.

Fundraising/Resource Development Committee
Chair:		Appointed by the Board
Members:	Board members appointed by the board; others at the invitation of the committee.
Purpose:	To ensure adequate resources are available for the operation of the organization by developing and implementing an annual fund plan (to generate unrestricted funds) and securing foundation and government grants. Leads the board’s fundraising efforts.
Key Annual Responsibilities:
· Develop, update, and implement an annual fund plan for the identification, cultivation, solicitation, stewardship and renewal of donations from individuals and businesses.  
· Plan and organize fundraising events.
· Develop and lead major donor solicitation program.
· Develop and lead appeals for members and other donors.
· Research available grant opportunities and prepare proposals in accordance with established mission, vision and priorities.
· Complete all required grant reports.
· Ensure that all donors are properly thanked and acknowledged.

Advocacy Champion
Champion:	Appointed by the Board
Purpose: 	To monitor public policy at the federal, state, and local levels that could affect our organization or mission and make recommendations to the board concerning any positions we might want to take; to coordinate advocacy efforts including communications with elected officials.
Key Annual Responsibilities: 
· Serve as our organization’s point of contact for and monitor newsletters of closely-aligned organizations for issues affecting the mission or our organization.
· Work in conjunction with those organizations to develop the organization’s policy statements for review and adoption by the board of directors.
· Prepare invitations for and coordinate visits of local, state, and federal officials to our organization and prepare educational/advocacy materials and presentations.
· When appropriate and authorized by the board, prepare communications to our members concerning public policy and our organization’s official positions.

Executive Committee
Chair:		Board President
Members:	Board officers, plus up to two other board members as appointed by the board
Purpose: 	To ensure the continuity of the organization by exercising powers of the board of directors between meetings except where explicitly prohibited by the bylaws. To undertake certain miscellaneous efforts.
Key Annual Responsibilities: 
· Take urgent action between meetings as needed to protect organizational resources or interests, handle a personnel-related or legal matter, or respond to a crisis. All such actions should be reported to the entire board as soon as possible, and codified in the minutes of the next regular or special board meeting.
· Review the organization’s insurance needs against the existing policy and provide for the renewal of the policy or for any needed changes.
· Ensure smooth transition of board officer functions by cooperating with new board officers, when elected, and ensuring the transfer of information and experience.
· Review any allegations of fraud, misuse of resources, conflict of interest or other ill behavior on the part of board members or other volunteers and prepare recommendations for the full board.
· Prepare and deliver annual review of the executive director with input from the entire board.
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