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Board of Directors Job Descriptions 
 
Board members are vested with the legal and fiduciary authority to determine branch 
policies and to administer the operations of the branch.  All actions taken must be 
consistent with the policies that reflect the goals and objectives of IDA and IDA’s legal 
status as a non-profit association as well as the branch’s legal status as a non-profit 
association.   
  

The following guidelines are to assist all branch board members in understanding their 
roles, functions, and responsibilities: 
  

Board Members 

 Shall be individual members in good standing of The Association  

 Are expected to attend all meetings of the board  

 Are expected to attend and actively participate in all branch events  

 Are expected to serve on at least one branch board committee  

 Are expected to communicate in a timely manner on matters relating to the 
branch and IDA  

 Are expected to make a personal gift annually to help achieve the Branch’s 
financial goals. 

 Must avoid conflict of interest situations, such as establishing contractual 
relationships with groups or organizations with which the board member has a 
vested interest  

 Shall receive authorization from the branch president when speaking for or 
representing the branch; however, members are free to discuss goals, activities, 
and services of the branch  

 Shall seek approval from the board for branch related expenditures  

 Shall commit to fulfill their assigned responsibilities  

 Shall attend a branch orientation meeting at the beginning of his/her term 

 May be removed for non-compliance of expectations stated above and/or actions 
determined to be detrimental to the branch or IDA  

 It is recommended that all board members sign a conflict of interest policy, as 
adopted by the branch.  

 Have knowledge of Branch bylaws and policies and procedures; participate in the 
development of new Board policies when necessary 

 Participate in the development of the Branch’s Annual Business Plan 
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Branch Officers 

In addition to the responsibilities of all Board Members above, Branch Board officers 
have duties outlined within the Branch bylaws specific to their position and shall: 
 

 Have knowledge of the Home Office and policies and procedures that directly 
affect Branch operation  

 Fulfill the responsibilities described in the Branch bylaws as well as other duties 
assigned by the President and/or the Branch Board   

 Participate actively as responsible members of the executive committee and 
maintain transparent accountability  

 Be expected to attend and actively participate in all branch events  

 Read IDA communications promptly, as well as IDA publications and materials  

 Be familiar with the most current version of Robert's Rules of Order  
 Provide access to all records, reports, and other materials stored within “Branch 

Operations & Governance” promptly to succeeding officers and orient new 
officers  

  

President 
The Branch President is elected to direct the affairs of the branch in cooperation with 
the other members of the executive committee.  The President serves as the chief 
executive who guides the branch toward the accomplishment of its goals and objectives 
and maintains legal, fiduciary, ethical, and operational accountability.   
  

Additionally, the role of president includes the following: 
 Works hand-in-hand with the home office and Director of Partner Assurance to 

advance the mission of IDA.   
 Develops the Branch’s Annual Business Plan with cooperation from the Branch 

Board. 
 Ensures a system for the business infrastructure of the Branch 
 Follows and supports IDA and Branch Council policies and procedures  

 Meets as needed with the executive committee  

 Ensures that the nominating committee is functioning throughout the year per 
branch bylaws  

 Prepares the agenda and distribute it in advance to the branch board members; 
receive and distribute committee reports prior to the board meeting  

 Develops and maintain effective and efficient communication  

 Polls board member ideas and encourages full and free discussion before 
decisions are made  

 Delegates responsibilities and mentors, supervises, and gives assistance 
whenever necessary  

 Sees that all officers' responsibilities are successfully and promptly carried out  
 Conforms to all policies and procedures as established by the branch board  

 Ensures that an annual budget and a comprehensive annual report are prepared; 
both must be approved by the board  
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 Receives Delegate Assembly registration materials from the IDA Secretary and 
ensure that the branch's delegate(s) are properly selected, registered, and 
participate in Delegate Assembly  

 Mentors the president-elect and provide for the orderly transition of the 
presidency through president-elect’s on-going involvement; send contact 
information to HQ, BC Chair, and Regional Representative  

 Supervises the maintenance of the following resources:  branch history, branch 
policies and procedures, history of branch motions, legal documents, other 
manuals and materials, general information, and recommendations; provides for 
successor and updates the Home Office. 

 Be an active member of Branch Council 
 Develops and promotes branch board members’ understanding of Branch 

Council’s function and role in IDA structure; encourage support of and 
participation in Branch Council leadership development, initiatives, and activities 
that involve branch board members  

 Provides for an annual orientation of new Board Members 
 Maintains responsive, timely communication with Branch Council Regional 

Representative, Branch Council Executive Committee Officers, and Director of 
Partner Assurance  

 Provides positive, supporting communication between Branch Council, IDA 
Board, and Home Office staff and the branch; reports after BC meetings, 
forwards general communications, etc.  

  

President-Elect 
The President-elect is selected as the next executive leader of the branch.  This 
individual should observe the duties of the president and familiarize himself/herself with 
the responsibilities of the office according to the branch bylaws.  
  

Additionally, the role of president-elect includes the following: 
 Keeps current on all communications, decisions, and activities of the Branch so 

that a smooth transition can take place  

 Assumes responsibilities for administrative details delegated by the Branch 
President  

 Aids the transition process  

 Familiarizes himself/herself with branch’s relationship with and responsibilities 
to Home Office and Branch Council  

  

Vice President(s) 
A vice president is elected to assist the president in directing the affairs of the branch.   
  

Additionally, the role of vice president may include the following: 
 Participates, as part of the executive committee, to identify the needs of the 

branch, to develop strong programming, and to make decisions as they arise  

 Develops and maintain effective and efficient communication  

 Assumes responsibility for one or more major, identified areas of branch 
operations or programs  
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Past-President  
The past-president provides organizational memory and continuity for the Branch. One 
of the foremost responsibilities during the last year of a President’s term is to mentor the 
successor and to conduct a full and complete transition for the new leadership and the 
future of the branch.  Most bylaws state that the past-president serves for one year in 
this position. 
  

Additionally, the role of past-president may include the following: 
 Serves as advisor to the Branch  

 Suggests resources - individuals and groups - as well as materials and 
environmental settings to meet the branch’s needs  

 Assumes other specific duties as determined by the president and/or executive 
committee  

 Facilitates retention of the organizational history of the branch  
  

Secretary 

The position of secretary may involve both corresponding and recording functions, 
depending upon branch bylaws.    
  

Additionally, the role of secretary includes the following: 
 Notifies board members of the time and place of all meetings.  Notifies branch 

members of the time and place of the Annual Membership meeting per bylaws.  
 Records and maintains complete minutes of board, executive committee, and 

Annual Membership meetings and distribute same to the Branch Board and 
maintain within “Branch Operations & Governance” archives and distribute to the 
Home Office upon request.   

 Maintains the following as references at each meeting:  a copy of the branch's 
bylaws, policies and procedures manual, job descriptions, accepted order of 
business, minutes of previous meetings, history of board motions, lists of all 
committees, contact information, etc.  

 Update policies and procedures manual as changes and additions are made; 
maintain a separate history of board motions  

 Be responsible for compiling/updating a branch history and a board member 
history  

 Act as custodian of all branch records except those specifically assigned to 
others; promptly deliver and explain all procedures and records to the successor  

 Provide current Board of Directors rooster, including contact information and 
indication of Committee Chairs, to the Home Office by March 1st of each year.  

  

Treasurer 
The treasurer is the financial officer of the Branch and serves as the authorized financial 
custodian of the Branch and of the Branch's funds according to Branch 
bylaws.  Responsibilities of the treasurer deal primarily with monetary transactions and 
insuring that all local, state/province, and federal filing requirements are fulfilled.  
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 Additionally, the role of Treasurer includes the following: 
 Chairs Branch Budget & Finance committee  
 Keeps an accurate and detailed account of all monies received and disbursed; 

develop a system for documenting and issuing all expense reimbursements; 
conduct business responsibly with transparent accountability  

 Prepares an annual budget in collaboration with Branch President that supports 
the Branch’s Annual Business Plan. 

 Maintains files of dated and pertinent supporting documents (e.g. vouchers, 
receipts, bank statements, canceled checks, etc.)  

 Files required US Internal Revenue Service forms, including form 990 as 
required; maintains accurate records 
In Canada, annually file aT3010 Registered Charity Information Return with 
supporting documents; send a copy of all to HQ  

 Submits a detailed financial report at each Board and Annual Membership 
meeting  

 Prepares an annual financial report, based upon branch’s fiscal year as 
stipulated in bylaws, with detailed revenues and expenditures  

 Presents annual year-end financials to independent accountant for review; meet 
with accountant to review findings or recommendations. 

 Sends new IDA membership applications and monies to the Home Office within 5 
business days of receipt.   

 Delivers and explain to successor all accounting books/programs, tracking and 
filing systems, reports, documents, and correspondence pertaining to the office 
of treasurer, finance committee chair, and possibly the fund raising chair 
   

 


