BOARD BOOKS
The board book is simply a compilation of the three committee books.  The three committees are: the Legacy Committee, the Ideas and Institutions Committee, and the Implementation and Impact Committee.  There is also the IRA committee book which is sent with the board books and not ahead of time.   Below are the Program staff members assigned to each committee:

Legacy:  Alicia Manning and Janet Riordan (ask either of them any questions about materials)

Implementation: Mike Hartmann and Dan Schmidt (ask MH any questions about materials)

Ideas: Dianne Sehler and Dan Schmidt (ask DJS any questions about materials)

IRA: Mike Hartmann and Dan Schmidt (ask MH any questions about materials)

After the committee meetings take place, some changes may be made to the materials that will be put in the board books.  It is best to start copying early anyways and replace any GPRs that are changed instead of waiting to see if changes will be made.  There are usually not a large amount of changes and copying takes awhile.  Below are additional instructions for board book compilation.
Meeting of Board of Directors Schedule
· From TF

· Printed on Foundation letterhead, no hole punch, put inside front pocket of binder
Mission and Vision Statement

· In cubicle file cabinet under “Board Books” tab
· Copy on blank letterhead paper and hole punch

· First page in binder ahead of agenda

Book Agenda

· From Dionne

Minutes of Previous Board Meeting

· From Renee
Finance Committee Report

· From Mandy

· Flash Report - Mandy may have to print the copies of the flash report from her computer because the colors don’t copy properly- ask her to print double sided and hole punch and send to Copy Room Color printer

· “Financial Statements” will also be given to you from Finance Department 
Informational Material

· Grant Summary (RK)

· Miscellaneous Actions (RK)
· Board members associated with current recommendations (RK)
Additional Tips:

· Dionne creates grant histories, if one is missing ask her for it or ask the person who created the GPR
· Mike Hartmann and Dan deal with IRA book (ask Mike with any questions), IRA book is sent with Board books and not ahead of time like the rest of the committees
· Terri will give you a sealed, confidential envelope to be put in the inside front cover of each of the directors’ binders.  Board books can never be sent without this envelope.
· Send San Orr’s board book materials in a box (can reuse one found in the elevator room in the copy room)

· Extra copies of directors’ IRA or Board books remain at the Foundation for them to use at the Board meeting.  Only send them one copy of the book and keep the extra copy here.

· All extra copies, file copies, and library copies of IRA and board books are brought to the RCR on the day of the board meeting and placed on a table near the projector screen (Dennis will need to bring the table up from storage and put it there for you).

· When meeting is over, give the file and library copies of each book to Bill and disassemble all extras to reuse materials

· When meeting is over, give all the GPRs to Dionne.  Staple each GPR together and clip each committee’s GPRs together so there are four separate piles for her.

