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10.0    Board Appointed Committees 

 

A. The Board of Directors may appoint Standing or Ad Hoc (Temporary) Committees to assist in 

its function. The Committees shall report to the Board.  

B. The Board may also, on occasion, appoint a Board member to serve as a representative of 

UPAWS at meetings, conferences, seminars, etc. which may be in the best interests of UPAWS 

to have representation. With prior approval, Board members may be eligible to receive per 

diem reimbursement if approved by the Board. Board members shall provide a written 

update/report to the Board a minimum of 30 calendar days after their attendance at the 

respective meeting/training/seminar to be recorded in the official Board meeting minutes. 

C. Appointment: The President shall appoint the Chair of each Standing and Ad Hoc Committee. 

Ad Hoc Committees may be appointed by the Board from time to time as warranted. These 

Committees shall be discharged upon completion of their function. 

D. Guidelines for Committees: 

a. Committees may be comprised of persons who are not UPAWS Board members, such 

as volunteers or members of the public; however, one Board member must be named 

to each Committee.  

b. The Chair of each Committee is responsible for determining Committee membership. 

c. The Board should establish Committees when it's apparent that issues are too 

complex and/or numerous to be handled by the entire Board. 

d. For ongoing, major activities - establish Standing Committees; for short-term 

activities, establish Ad Hoc Committees that cease when the activities are completed. 

If a Standing Committee is established, it should be included within the Board By-

Laws. 

e. Committees should have a specific charge or set of tasks to address, should ensure 

Board members understand the Committee's charge and should be noted in the Board 

meeting minutes. 

f. At each monthly Board meeting, the Committee Chair shall report the Committee's 

work since the past Board meeting.  

g. Committees can recommend policy for approval by the entire Board. 

h. Committees should make full use of Board members' expertise, time and 

commitment, and ensure diversity of opinions on the Board.  

i. Committees should not supplant responsibility of each Board member; they operate 
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at the Board level and not the staff level. 

j. Committees may meet weekly, monthly, or quarterly; dependent on the task and 

purpose of the Committee. 

k. Minutes or a Meeting Summary should be recorded for all Board Committee meetings. 

The next scheduled meeting of each Committee should be noted in the meeting 

summary. In addition, if possible, the next scheduled meeting of each Committee 

(with the exception of the Personnel Committee) should be posted on the UPAWS 

website. 

l. Each of the Committees shall be limited to study and investigation within its 

particular area of concern and the making of reports and recommendations to the 

Board for its ultimate action. 

 

Board Development Committee 

The Board Development Committee is charged with the following responsibilities: 

a. Identifying the skills and expertise required for a high performance, competent Board 

and identify any gaps in the current Board Matrix; 

b. Creating a plan for identifying prospective Board members, interviewing and 

recommending qualified candidates for Board approval; 

c. Advising the Board of any and all applications received; 

d. Planning and conducting orientation for new Board members; 

e. Conducting follow up interviews with new Board members; 

f. Organizing continuing education programs for Board members; 

g. Leading an annual evaluation of the Board; 

h. Facilitating Board member appointments in accordance with the Board Bylaws;  

i. Conducting exit interviews with Board members; and 

j. Chair of the Board Development Committee is responsible for monitoring the 

boarddev@upaws.org email account and responding to inquiries and suggestions.  
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Finance Committee 

The Finance Committee is charged with the following responsibilities: 

a. Formulating and presenting annual budget recommendations for the upcoming fiscal 

year in coordination with applicable Board Committees;  

b. Reviewing current budget on a quarterly basis; making recommendations for 

adjustments; 

c. Overseeing endowment accounts and loans; and 

d. Reviewing investments and making recommendations to the Board. 

 

Fundraising Committee 

The Fundraising Committee is charged with the following responsibilities: 

a. Reviewing and approving all proposed fundraisers, including third party fundraisers;   

b. Each UPAWS fundraiser has a designated Event Chair who is required to attend the 

Fundraising Committee meetings throughout the planning and execution of the 

fundraiser.  In the case of third party fundraisers, a liaison from the Committee is 

appointed to keep in touch with the coordinator of the fundraiser;     

c. Preparing and maintaining a schedule of fundraisers, preparing budgets and reports, 

and reviewing the fundraisers on an annual basis;   

d. With larger fundraisers, the Event Chair forms a subcommittee to share in the duties 

of planning, preparing and putting on the fundraiser (this is especially useful for 

events);   

e. On an annual basis, reviewing the fundraising manual and third party fundraising 

agreement;   

f. The Chair of the Fundraising Committee is responsible for 

i. Monitoring the fundraising@upaws.org  email account and responding to 

inquiries and suggestions;  

ii. Making sure the annual schedule is reviewed and kept up-to-date, as well as 

ensuring the budgets are prepared and provided to the Treasurer for 

incorporation into the budget and that fundraising reports have been 

prepared and placed on file;   

iii. Preparing agendas, meeting minutes, and disseminate those to the committee 
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along with any other agenda materials; and   

iv. Maintaining the canister spreadsheet and updating the Fundraising Calendar 

and Contact list (including providing a copy of the calendar to the Shelter 

Manager on a monthly basis). 

1. The Canister Committee Chair will maintain a list of canister locations 

and who is responsible for collection. Copies will be provided to the 

Shelter Manager. 

v. Performing an annual evaluation of fundraising events, and set up annual 

fundraising schedule, estimating income and expenses per event; and 

vi. Assigning Event Chairs for each event. 

 

Strategic Planning Committee 

The Strategic Planning Committee is charged with the following responsibility: 

a. Ensuring the creation of, or finding outside sources to create, the Strategic Plan; 

which will identify and guide the organization in achieving its goals; and  

b. Review and update the Strategic Plan on an annual basis, in coordination with the 

UPAWS Board of Directors and Staff. 

 

Personnel Committee 

The Personnel Committee is charged with the following responsibilities: 

a. Board President, or Board designee, shall act as the immediate supervisor to the 

Executive Director and act as the liaison between UPAWS Staff and Board members; 

b. Board President shall serve as the Personnel Committee Chair; 

c. Ensuring the completion of performance evaluations for the Executive Director; 

d. Meeting with the Executive Director and Shelter Manager on a monthly basis for the 

purposes of creating a joint relationship with the Executive Director and Shelter 

Manager and to be available for advice, have a “listening ear” as well as act as a 

“sounding board”; and 

e. Reviewing Personnel Policies and employee job descriptions on an annual basis, 

making recommendations to the Board regarding any changes in the policies or 

employee benefits. 
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Policy/Bylaws Committee 

The Policy/Bylaws Committee is charged with the following responsibilities: 

a. Ensuring the review and approval of the UPAWS Mission Statement, Bylaws and 

Policies on an annual basis. Includes making necessary recommendations to the 

Board for formal Board approval of the following policies; 

i. Reviewing and updating the Board of Directors Policies and Procedures; 

ii. Reviewing and updating the Board of Directors Bylaws; 

iii. Assisting, upon request, in the review of Personnel Policies and ensuring the 

Personnel Committee maintains updated and current policies; and 

iv. Assisting, upon request, in the review of Finance Policies and ensuring the 

Finance Committee maintains updated and current policies. 

b. Assisting, upon request, in the review of applicable Board Committee Policies and 

assisting the Committee to ensure updated and current policies are in place; and 

c. Reviewing UPAWS Standard Operating Procedures (SOP’s) with Shelter Manager and 

Executive Director to ensure updated and current policies are in place. 
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14.0    Board Actions 

A. This policy shall govern the process used by the Board for any official actions that require 

documentation of record for Board decisions. 

B. The Board Bylaws and Board Policies & Procedures may be amended, altered, restated, 

changed, added to or repealed at any regular or special meeting by the affirmative vote of a 

majority of the Board. 

C. Written notice of any proposed amendment or change to the Board’s Bylaws or Policies & 

Procedures must be provided to all Board members at least seven (7) calendar days prior to 

the monthly meeting. 

D. Closed Sessions may be held for discussion by the Board for official Board decisions related 

to UPAWS which require adherence to confidentiality. A motion to go into Closed Session 

must be by majority vote. Any and all discussions held or actions taken are to be considered 

confidential and all information shall remain within the confines of the meeting. The minutes 

from the Closed Session shall only be available for review by the members of the Board.  

E. Board Secretary shall note the purpose of the Closed Session and the outcome for the Regular 

Board Meeting Minutes. Regular Board Meeting minutes shall be kept permanently on file. 

Voting Ballots and Closed Session Meeting minutes shall be kept on file in accordance with 

(F).  

F. In December of each year, the Secretary shall delete the previous calendar years’ Closed 

Session meeting minutes and Voting Ballots from both the Board files  (hard copies) and the 

electronic versions (as posted to the UPAWS Google drive ). For example, in December 2020, 

all 2019 Closed Session minutes and Voting Ballots shall be deleted. 

G. Treasurer Report requires a formal motion to accept along with any discussion points. 

H. Written notice for Board action should submitted as a “Report and Recommendation” by the 

relevant Board member or responsible Board Committee. 

a. The Report & Recommendation shall include both what is being recommended and 

the reason why the amendment has been recommended.  

i. Board recommended changes to either the Bylaws or Policies and Procedures 

should be referred to the Policy and Bylaw Committee for further action. 

ii. Board recommended changes to the Finance Policies should be referred to the 

Finance Committee for further action. 

iii. Board recommended changes to the Personnel Policies should be referred to 

the Personnel Committee for further action. 
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I. Any amendments to existing Board Policies and Procedures must receive final approval by 

the Board of Directors.  

J. Board members will adhere to the following deadlines to provide adequate time for members 

to be fully informed in advance of the monthly Board meetings: 

a. All agenda items are to be posted to the Google drive by 5:00 pm on the Friday prior 

to the Board meeting. Documents not uploaded by this deadline will be tabled to the 

next regularly scheduled monthly Board meeting. Exceptions can be made by the 

Board President. 

b. The meeting agenda will be posted by the President to the Google drive no later than 

5:00 pm on the Saturday prior to the regular monthly Board meeting. 

c. Documents not for the “public packet” will be noted in the document title as “not for 

public view”. 

d. The public packet will be compiled no later than 5:00 pm on the Sunday prior to the 

Board meeting and posted to the UPAWS website no later than 12:00 noon on the 

Monday of the Board meeting. 
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