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A Year in the Life of an Organized Board

e How does a Board balance and schedule all of its
important work?

* Where do you begin when it feels like there’s so
much to do?



* Overview of concept
* Review of examples

* Group activity: Content generation

* Group activity: Build a sample timeline

* Wrap-up and questions




- Q\ Develop an Annual Timeline
| \04
4 * CALM THE CHAOQOS
* Create a roadmap for success
* High-level
* Important events
 Stay on track
* Plan, prepare, execute




* Easy to construct
* Simple -« > Complicated
* Cumulative

_ Respects and efficiently uses

volunteer Board time!




The Utility of an Annual Timeline

* Useful Tool for Planning

* |dentifying committee work

* Ensuring all necessary fiduciary, strategic, and governance work
is completed

* Meeting Agenda Planning

* Guides Board work on many levels
* Guidance

e Stability
* Orientation Resource
BOARD &~



Examples

January
+ Board Meeting
January 25
+ Recruitment
Committee
Report
# Financial Report

February
Board Meeting Feb
22
Financial
Management Policy
Review
Nominations
Committee Report

March
Board Meeting March
28
Executive Director
Evaluation
Review of By-Laws
Budget Approval (Next
Fiscal Year)

April

4 Board Meeting:
April 25

4 Auditor’s Report on
past fiscal year

4+ Financial Report

4+ Nominations
Committee Report

The Board’s
By E. Grant MacDonald

Governing Good
http:// www.governinggood.ca/wp

GoV e

content/uploads/2013/07/ThéBoards

GovernanceCalendar.pdf

May June July August
¢ Board Meeting Annual Meeting Na Board Meeting + No Board Meeting
May 23 Preparation (AGM 4 Executive
* Fundraising Team) Committee meets
Report Annual General 4 Board-Staff BBQ
¢ Board Meeting June 27
Nominations
Report (Final)
4+ Bi-Annual
Stakeholder
Consultation
Session, May 24,
9-MNoon
September October November December
+ Board Meeting No Board Meeting Board Meeting, 4 No Board Meeting
September 26 Strategic Planning November 28 + Governance
+ Boord Retreat — Sunday, Incorporation/Charity Committee Meets
Orientation- October 23, 9-5 Renewal + Holiday Party
September 19 Financial Report
+ Board Self- HR Policy Review
Evaluation Risk Analysis (Risk
Exercise Working Group)

+ Financial Report



http://www.governinggood.ca/wp-content/uploads/2013/07/The-Boards-Governance-Calendar.pdf

Examples

Completed | Person responsible

January: 1 (Fiscal year begins — This is the charity's
“Anniversary Month")
January: 31 Armange for review or audit of the books Treasurer
;. Road to Accountability Handbook
: Establish deadline for Employees' Annual Chair, if no Executive h H C I
¢ Performance Appraisal Director C a r I ty e n t ra
\ 2012 [m} 1
: w6 | o http:// www.charitycentral.ca/docs/handboe&n.pdf
February: last Essential: Deadline to issue T4 slips to 2010 =} Secretary, if there is no
Friday of month | employees and file T4 return 2011 0 Executive Director
Tip: Must be signed by signing authorites | 2012 | O
2013 m}
February: 28 Suggested: finish issuing receipts to donors 2010 [ Treasurer
for previous year (so that doners may claim 2011 0
deduction on their tax retum) -
February: 28 Establish timeline for communicating with donors Executive Director
or designated board
o012 o | member for fundraising
2013 [m}
February: 28 Suggested: Review of government-funded 2010 = Chair or Executive
project commitments (deliverables and finances) 2011 0 Director
....... 012 1 O
2013 m}
March: 31 Essential: Deadline to file annual retumn 2010 =} Secretary
(provincial or federal) 2011 O
Hint: Must be signed by signing authorities | 012 | o
2013 m}
March: 31 Suggested: Deadline to prepare for election, if 2010 =} Chair
applicable thisyear [ 11 | o
2013 [}



http://www.charitycentral.ca/docs/handbook-en.pdf

Examples

JANUARY

J Board Meeting
January 25

d Recruitment
Committee

4 Report

Jd Budget Review

MAY

< Board Meeting
May 23

o  Bi-Annual
Stakeholder
Consultation Session

SEPTEMEER
d  Board Orientation
4 Board Self-Evaluation

FEERUARY

J Board Meeting Feb

22

d Operational Policy
Review (Finance,
Personnel)

J  Moeminations
Committee Report

JUNE

4  Annual Meeting
Breparation

4  Annual General
Meeting June 27

OCTOBER
J  Strategic Planning
Retreat

MARCH

J Board Meeting
March 28

J Executive Director
Evaluation

J  Review of By-Laws

4  Budget Approval

JuLy
4 Mo Board Meeting

NOVEMEER

APRIL

J Board meeting:
April 25

- Recruitment
Committee Report

4 Auditor’s Report

AUGUST

< Mo Board Meeting-
Executive Committee
only meets

J Board-Staff BEQ

DECEMEER

4 Incorporation/Charity 4 Governance

Renewal

J Budget Performance

Update

Committes Meets
J Mo Board Meeting

The Boar d’
Governance
Calendar
Not-for-Profit

Resource Centre
https:// www.icd.ca/getmedia/6
3a8b8813f25-4198b4eb
1cd8b5fe22ee/6
Boards_Governance Calendar.p

df.aspx



https://www.icd.ca/getmedia/63a8b881-3f25-4198-b4eb-1cd8b5fe22ee/6-Boards_Governance_Calendar.pdf.aspx

Group Activity 1: Content

25 minutes total

e STEP ONE (5 minutes): Independent Reflection

*What types of i1 nformation coul o
Timeline?

* GUIDELINES:
« Use sticky notes
* One sticky note per idea/type of information
« Keep sticky notes as you prepare them




Group Activity 1: Content

25 minutes total

e STEP TWO (20 minutes): Come Together, Right Now
* Group activity
 Facilitated compilation of ideas




Group Activity 2: Sample

25 minutes

e Group Activity — Create a Sample Board Timeline




Choose Your Own Adventure

* Board Chair and/or Secretary and/or key staff
person (if applicable) draft it together

* Bring draft to Board for suggestions, review,
finalization

* Formally adopt by the Board at the first meeting a
new fiscal year

e Follow it!



Disclaimer

* An Annual Board Timeline is safe for use by
everyone.

* Side effects of Timeline usage include
productivity, high morale amongst Board
Members, and achievement of long- and short-
term goals.

e A Timeline can and should be combined with

other planning tools.
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THANK YOU!

Jillian Bracken
Jillian.bracken@I|ethbridge.ca




