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Name: ____________________________

Date:  _______________________
Home Address: __________________________________________________________
 _______________________________________________________________________
Phone: ___________________            Cell          Home    
 Email Address: _______________________  
Employer Name: _________________________________________________________
Position with Employer:  ___________________________________________________
Employer Address: ________________________________________________________
Employer Phone: __________________         Email Address ______________________
Where do you wish to receive email or phone calls?  Please check your preference.

Home ______
Work ________
E-Mail/home _________
E-Mail/work _______
Please answer the following questions:
1. Provide a description of your skills and what you would bring to the board.
2. Share any previous Board of Director experience.
3. Other Civic, Charitable or Volunteer Activities.
4. Share why you would like to become a board member.
5. What you would hope to accomplish as a member of the board.
Please complete and return the background check consent, confidentiality form, and conflict of interest statement, along with a copy of your resume to:
Friends Inc.
Attn: Executive Director

P.O. Box 117 West Bend, WI 53095
or email director@friendswi.org
If you have any questions, please contact Yvonne Macdonald-Hames

 at (262) 334-5598 ext. 106
The board member and committee responsibilities have also been attached for your review but do not need to be returned. 

Board Member Job Description

Board members are responsible for being actively involved in board and board committee meetings in order to advance the mission of the organization.

Specific Responsibilities:
· Attend bi-monthly board meetings. 
· Participate and attend meetings for one of the board committees.
· Attend annual board orientation.
· Understand and promote the mission of the organization (elevator speech)
· Maintain confidentiality of topics discussed at board meetings.
· Follow trends in the organization’s field.
· Avoid acting individually on board responsibilities.
· Help maintain the board’s focus on “board level” issues.
· Financially support FRIENDS Inc. in a manner commensurate with one’s ability. 

· Support the financial growth and stability of the organization by providing new donors or recommendations as able. 
Board Meetings are held bi-monthly on the fourth Monday of the month at FRIENDS Inc. from 4:30-6:00pm.
Each board member will need to be a member of at least one committee.  The committees have historically met bi-monthly on the fourth Monday of the month at FRIENDS, Inc. at 3:30 and 4:30pm.  However, the committee meetings are temporarily on hold from April to September 2023 to determine the need and frequency to hold them.
Board of Directors

Committee Descriptions – January 2022
Governance Committee
Responsible for the general affairs of the board by ensuring board process, policy, and structures are effective and assisting in recruitment and orientation of new members.

Specific Responsibilities
· Identify potential board members and assist Executive Director with recruitment processes.

· Assure completion, on an annual basis, of the board characteristic matrix and board member agreement to determine what skills, professions, or geographic areas need for board seat recruitment and to ensure board self-assessment of productivity.
· Assist the Executive Director with orientation for new board members and suggest training for the board. 
· Conduct annual nominations for board officers, committee chairpersons, returning board members, and new board members.

· Recommend revisions in the board committee structure.
· Encourage and maintain a productive strategic plan.
· Review and recommend changes in the board’s bylaws.
· Maintain a succession plan.
· Provide ED’s review including performance goals, salary adjustments, and current job description.
Fund Development and Finance Committee

Responsible to assist with the development and maintenance of diversified funding streams to cover program and general/administrative costs and to provide for future endeavors. Also responsible to oversee the fiscal affairs of the organization and ensure proper systems and controls are in place. 
Specific Responsibilities:

· Assist staff with the development of the annual budget and financial reports.
· Assure the operating budget is consistent with the strategic direction of the organization.

· Review quarterly finances and report any financial irregularities, concerns, or opportunities

· Provide the board annual financial updates to include target reserve levels.
· Review the annual audit and management letter with the audit firm (as a committee, or with the full board).
· Approve non grant funded and non-budget needs over $10,000

· Assist with the creation and implementation of a fund development plan and monitor the plans effectiveness. Plans for giving could include grants, special events, direct mail, social media connections.

· Assist with fundraising events and donor solicitation activities.
· Assist in identifying and connection of agency champion(s) (business or individual).

· Ensure stakeholders are acknowledged appropriately and in a consistent trackable manner. 
Committee Chairperson Job Description

· In conjunction with the Executive Director, develop meeting agendas.

· Record and provide minutes or assign member to complete. 
· Lead committee meetings keeping members on-task to make effective & efficient use of time. 
· Assist with the delegation of tasks and deadlines to be performed outside of committee meetings.

· Hold committee members accountable for assigned and agreed upon tasks and deadlines.
· Keep Friends’ mission and the committee’s purpose in front of committee members consistently.

· Assist with organizational level strategic planning and the development of the annual operating plan.

· Facilitate communications between committee members and Board of Directors
Friends, Inc.
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