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® Acts as Chairperson of the board in the absence of the Chairperson

e Supports secretary as needed

How To Act as Chairperson of the Board
Facilitating

e Prepare for board meetings and work with Secretary to create board meeting agendas to
the board ahead of time

e Lead board meetings, following the agenda to keep everyone on task
e Review board reports including those prepared by the Treasurer, Secretary, and
committees, plus the minutes from board meetings

e  Sign checks and authorizations for payment along with another designated board member

(Treasurer or Secretary)

Collaborating
e Touch base with other team members about their plans and preparations for upcoming
events/activities
e Ensure volunteer hours are recorded and tallied for historical records — Secretary to save in

records

Communicating
e Update board and community on California Cancer Crusher plans and activities
o Thank volunteers for their time, talents, and efforts
o  Promote outreach, inclusion, and diversity to connect community members with the
organization

e Support the Communications Board member on content to share with the public

Managing Meetings

e Consult with the board members to identify the meeting’s objectives, activities, and who will
present verbal and written reports

e Prepare and distribute agendas to participants ahead of time
Keep meetings focused on agenda items — at the beginning of each meeting ask if there
are any additional items for the agenda

e How to manage board decisions

o A board member will make a motion for a specific action

o A board member may second the motion. If there is no second, then the motion
drops.

o After a second, the item is open for discussion by the board and then to the
team/public for comment.

o After discussion, item goes to vote, or the motion can be amended by the
original person who made the motion. Then process repeats.
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California Cancer Crusher Board Requirements
® Must be able to actively participate in a minimum of: (1) the Annual Fundraiser event
and/or planning for the event, and (2): at least one other board-sanctioned charitable

activity per year.
e Directors shall be elected at each annual meeting of the board for two-year terms.
e The Director shall not miss three consecutive board meetings.

e The Director shall comply with California Nonprofit Corporation
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