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Roles/Responsibilities of Board 

 

Members (can also be directors) 

- three classes of members as per by laws ( may want to clarify who they are) 

- must hold annual meeting of members 

- notice of meeting must be sent 10 days prior to meeting 

- all motions for elections, amendments… must be recorded in minutes 

- by-law amendments recommended by board and approved by meeting of members  

- members elect directors 

- copy of amendments must be sent to every member in advance 

- members must appoint auditor to audit accounts at annual meeting 

 

 

 

 

 

Directors at Large 

- share the passion and vision of the organization 

- manage the corporation 

- provide direction to president 

- approve annual budget 

- approve quarterly reports (financial and program) 

- participate fully in fundraising through personal giving to “best of ability”, presentation of 

prospects 

 

• participate in conference call updates 8 times per year. 

• attend in person quarterly board meetings first Sunday of that month to be held in Toronto office 

 

 

 

 

 



(Draft cont’d) 

Chairperson 

- elected by the board 

- presides at meetings of the board 

- may also be president 

 

President 

- as chief administrative officer is responsible to board for affairs 

- supervises and selects employees as per board policy 

- sign contracts and documents 

- president carries out direction and intention of board 

- prepares annual budget for board approval 

- prepares quarterly reports to board to include: 

- financial statements 

- program delivery reports 

- responsible for ensuring proper records kept at head office in compliance with CRA and RSO 

(Ontario Corporations Act) 

 

Vice President 

- has all powers and may perform all duties of president in absence of president 

- may sign contracts and documents and have power assigned by board 

 

Secretary 

- acts as secretary at board and members meetings 

- in charge of minutes book 

- must report annually to RSO as per Ontario Corporation Act 

- signs contracts, documents and other powers as assigned by board 

- sends official report to RSO after annual general meeting 

 

Treasurer 

- treasurer reports to board and is responsible for all funds and securities and banking 

- may sign contracts, documents and have powers assigned by board 

- ensure compliance with CRA ( see procedures for receiving donations and policy for receipting) 

 


