How to use this template:
This board manual is designed to be kept in a three ring binder with section dividers. Alternatively you may wish to use an electronic PDF version for members. Choose a format that will encourage the most use of the document and will be the most effective. Provide this manual to each new board member as part of their orientation to the organization. The manual should be updated annually. This document is a template to serve as a starting point and organizations should adapt it to fit their own needs.
The headings are set up using MS Word styles and are hyperlinked to the table of contents so it’s easy to add, delete and update sections without having to renumber the table of contents. These hyperlinks will be maintained when you convert the file to a PDF for distribution.
Simply fill in the sections that pertain to your organization. There are brief instructions for each section and more detailed information on each topic can be found at www.gov.mb.ca/agriculture/industry-leadership or by emailing leadership@gov.mb.ca 



[Name of Organization]


Board Manual
[INSERT DEVELOPMENT DATE]
[INSERT DATE BOARD APPROVED]
[INSERT DATE DOCUMENT WAS UPDATED]


Table of Contents
Organizational Profile	4
History	4
Strategic Plan	4
Foundational & Legal Documents	4
Organizational By-Laws	4
Articles of Incorporation	4
Licenses and Permits	4
Contracts and Agreements	4
Policies and Procedures	4
Board Operations	5
Board Organization Chart	5
Board Member Contact List	5
Board Members Job Descriptions	5
Roles and Responsibilities of the Board	5
Board Committees	5
Code of Conduct	5
Meeting Minutes	5
Board Activity Calendar	5
Financial	6
Current Budget	6
Previous Year End Financial Statements	6
Signing Authorities	6
Board Education and Resources	6
Personnel	6
Staff Organization Chart	6
Staff Contact List	6
Staff Job Descriptions	6



[bookmark: _Toc427155051]Organizational Profile
This section describes what your organization does and why. What is your primary purpose? Give a brief description of products and services offered and the organizational structure.
[bookmark: _Toc427155052]History
Include a brief paragraph about when and where the organization was established, and highlight important aspects of your work within the industry, since your organization’s inception.
[bookmark: _Toc427155053]Strategic Plan
·  Vision, Mission, Values Statement
· Strategic Activities (Goals and Objectives)
· Action Plan & Implementation
If you have a current strategic plan, you can insert it here. For information on developing a strategic plan, visit www.gov.mb.ca/agriculture/industry-leadership/developing-a-strategic-plan 
[bookmark: _Toc427155054]Foundational & Legal Documents
[bookmark: _Toc427155055]Organizational By-Laws
In this section, include a copy of the most current revisions of the organizational by-laws which indicates a revision date. If the organization maintains both a constitution and a set of by-laws, combine both into one document and call it by-laws. It is not necessary to have both and may cause confusion if they contradict one another.
[bookmark: _Toc427155056]Articles of Incorporation
If the organization is incorporated, include a copy of the stamped articles of incorporation from the Manitoba Companies Office in this section. If the organization is not incorporated, this section can be deleted.
Note: If your organization is a registered charity, include a copy of your Registered Charity Information Return here.
[bookmark: _Toc427155057]Licenses and Permits
Any licenses or permits the organization holds in its own legal name can be stored here. 
[bookmark: _Toc427155058]Contracts and Agreements
Attach any contracts or agreements. These might include lease agreements for office space, memorandums of understanding or partnership agreements with other organizations.
[bookmark: _Toc427155059]Policies and Procedures
For information on developing policies and procedures for your organization, visit www.gov.mb.ca/agiculture/industry-leadership/starting-an-organization 
· Board Policies
· Operational Policies
· Administrative Policies
· Personnel Policies
· Fiscal Policies
[bookmark: _Toc427155060]Board Operations
[bookmark: _Toc427155061]Board Organization Chart 
This includes title, length of term and number of terms.
[bookmark: _Toc427155062]Board Member Contact List
Mailing addresses, email, phone and mobile and indicate preferred method of communication.
[bookmark: _Toc427155063]Board Members Job Descriptions
Each board position is described in this section. Job descriptions should include qualifications and skills, duties, expectations, expected time commitment and to whom the position reports.
[bookmark: _Toc427155064]Roles and Responsibilities of the Board
Define the board as a policy governing board or an administrative governing board. Include the roles and responsibilities of the board, such as defining the organization’s purpose; providing continuity; ensuring goals and objectives are being met; and maintaining communication with strategic partners, industry and funders.
[bookmark: _Toc427155065]Board Committees
List board committees, task forces or focus groups, and include members of each.
[bookmark: _Toc427155066]Code of Conduct
A code of conduct reminds board members of the etiquette that is expected during board meetings. Many examples are available online, including the Manitoba website at www.gov.mb.ca/agriculture/industry-leadership/communication
[bookmark: _Toc427155067]Meeting Minutes
Use this section to keep a copy of approved annual general meeting or board meeting minutes. If your organization already has a filing system for minutes (electronically or in a minute book) you may choose to omit this section.
[bookmark: _Toc427155068]Board Activity Calendar
Create a month-by-month list of activities that are typically carried out each year. 


[bookmark: _Toc427155069]Financial
[bookmark: _Toc427155070]Current Budget
Include a copy of the current operating budget.
[bookmark: _Toc427155071]Previous Year End Financial Statements
Include the organization’s audited financial statements from the previous year.  
[bookmark: _Toc427155072]Signing Authorities
This section should list who has signing authority for the organization. It is recommended that at least two authorized board members sign all cheques.
[bookmark: _Toc427155073]Board Education and Resources
Here are some examples of board education and resources you may choose to include:
· Meeting Management – Meeting Minutes: Best Practices (PDF 572KB), Meeting Minutes Checklist (PDF 155KB)
· Communication - Be an Active Listener (PDF 426KB), Resolving Conflict: Ways to Build Your Organization's Effectiveness (PDF 1259KB), Respecting Individual Opinions (PDF 302KB)
· Strategic Planning
· Board Member Orientation and Succession Planning
[bookmark: _Toc427155074]Personnel
[bookmark: _Toc427155075]Staff Organization Chart
This can be in the form of chart to show who has authority, and who reports to whom within the organization.
[bookmark: _Toc427155076]Staff Contact List
This list includes staff and volunteer contact information, including preferred method of communication.
[bookmark: _Toc427155077]Staff Job Descriptions
Job descriptions should be available for each position within the organization, both paid and volunteer. 
