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TECHNICAL ASSISTANCE RESOURCE DIRECTORY 

INTRODUCTION 

What follows is a reference book for organizations participating in the NEA 
Advancement Program that provides: 

Section One - A listing of consultants. 

Section Two - An annotated bibliography of arts management publications. 

Section Three - A listing of other resources that includes regional and 
national service organizations and other technical assistance providers. 

The aim of this directory was to be straightforward, helpful and available as soon as 
possible for use by the participants. Given these criteria, it was not envisioned to be 
scholarly or complete. The entries have been provided by the current year's Advancement 
consultants or collected from information that the Advancement Office has compiled over 
the years. 

It is our hope that this directory will save you and your organization time in 
selecting possible specialist consultants that you want to engage with your Special Needs 
Allowance; in obtaining background information on specific needs your organization may 
be facing; and in identifying other available resources. 

We would be interested in whether this or other directories are of use to 
Advancement Participants and would appreciate it if you could fill out and return the 
Techncial Assistance Resource Directory evaluation form that follows this directory. If you 
have entries to add to the directory -- consultants, publications, or other resources that have 
been helpful to your organization -- please send them along so that they can be included for 
next year's participants. 
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TECHNICAL ASSISTANCE RESOURCE DIRECTORY 

CONSULTANTS 

ALEXANDER,ROBERT 
505 E. Huron St., #301, Ann Arbor, MI 48104 
313-769-7300 

Specialization: Development 

ANDREW, JANE 
807 NW 56th Street, Seattle, WA 98107 
206-789-4295 

Specialization: Dance 

ARTS DEVELOPMENT ASSOCIATES 
2510A Lyndale Ave., South Minneapolis, MN 55405 
612-872-6600 

Specialization: Marketing, Organizational Development 

ARTS DEVELOPMENT ASSOCIATES/BRADLEY MORISON 
2510-A Lyndale Avenue South, Minneapolis MN 55405 
612-872-6600 

Specialization: Long-range Planning, Audience Development 

ARTS MARKET CONSULTING/LOUISE STEVENS 
670 Front Street, Marion, MA 02738 
617-748-1578 

Specialization: Marketing, Planning 

ARTS, INC./MARK ANDERSON, CATHERINE RUDINSKY, DAVID PLETTNER 
315 West Ninth Street, Suite 201, Los Angeles, CA 90015 
213-627-9276 

Specialization: Non-profit management and planning 

BECKER,ALAN 
399 Grove Street, San Francisco, CA 94102 
415-553-8063 

Specialization: Board Development 
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BENDER, MATTHEW 
111 Washington Avenue, Room 204, Albany, NY 12210 
518-434-4996 

Specialization: Publishing 

BOOTH,LISA 
276 Riverside Drive, New York, NY 10025 
212-662-7256 

Specialization: Dance Company Management 

BRANNIGAN-LORELLIA ASSOCIATES 
62 Cooper Square, New York, NY 10003 
212-420-8787 

Specialization: Facilities Planning 

BRECHER & ASSOCIATES 
25 W. 43rd Street, New York, NY 10036 
212-869-4646 

Specialization: Development 

BRUCE, CHRISTINA 
2451 Brickell Avenue, #9-M, Miami, FL 33129 
305-895-7573 

Specialization: Marketing 

BUKI, LINDA CONST ANT 
40 5th Street, Frenchtown, NJ 08825 
201-996-6895 

Specialization: Folk Arts, Education, Museums 

C. WILLIAM WEBB & ASSOOA TES 
2433 Beretania Circle, Charlotte, NC, 28211 
704-366-4476 

Specialization: Management Effectiveness 

CENTER FOR NON-PROFIT RESOURCES/ROGER HARDY 
1713 Geary Road, Walnut Creek, CA 94596 
415-256-1347 

Specialization: Finance, Fundraising, Computer Software and Systems, Personnel Administration, 
Non-profit legal affairs 
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CHOUINARD, CLAUDIA 
172 W. 79th St., #16A, New York, NY 10024 
212-799-7944 

Specialization: Marketing 

CLINES, SUSAN 
1560 Broadway, Suite 600, New York, NY 10036 
212-840-8400 

Specialization: Board Development, Developing Budgets 

COCKE, DUDLEY 
Roadside Theatre, P.O. Box 743, Whitesburgh, KY 41858 

Specialization: Touring, rural arts programming, cultural policy development/issues 

COE,LINDA 
10 Avon Street, #3, Cambridge, MA 02138 
617-354-3118 

Specialization: Fundraising 

COMMUNICATIONS FOR THE ARTS 
32 Gansevoort Street, New York, NY 10014 
212-255-2031 

Specialization: Design, Brochures 

COSLER, CHARLES 
240 W. 98th Street #2F, New York, NY 10025 
212-316-5031 

Specialization: Theater Building, Space Design 

CRAWFORD, BOB 
P.O. Box 252, Dorset, VT 05251 
802-867-4465/805-683-325 l 

Specialization: Board Development, Long Range Planning, Retreats 

DAVIS,JOHN 
Majestic Theater, 1925 Elm Street, Dallas, TX 75201 
214-670-3 777 

Specialization: Development, Strategic Planning, Board Development 
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DAWSON, WILLIAM 
1209 Minton Road, Madison, WI 53711 
608-271-0345 

Specialization: Audience Development, Audience Surveys, Marketing 

DELGADO, JANE 
140-24 Darrow Place, Bronx, NY 10475 
212-671-0191 

Specialization: Advancement Consultant 

DUNN & ASSOCIATES/STEPHEN DUNN 
1422 Washington Blvd, Venice, CA 90291 
213-392-8591 

Specialization: Marketing 

EATON,JOHN 
100 Peachtree Street, Suite 2500, Atlanta, GA 30303 

Specialization: Organizational Development, Legal 

ENRIQUE, VERONICA 
Centro Cultural de la Raza, P.O. Box 8251, San Diego, CA 92102 

Specialization: Volunteer Development, Program Development 

FINNEGAN, D.B. 
P.o. Box 634, Topanga, Ca 90290 
213-455-1692 

Specialization: Marketing; Fundraising; Planning; Artist Run Organizations 

FOCKE, ANNE 
911 Western A venue, #307, Seattle, WA 98104 
206-343-0769 

Specialization: Project Coordination, Planning, Organizational Development 

FREUND,GEORGE 
345 East 80th St. , New York, NY 
212-517-5096 

Specialization: Development 
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GARCIA,ED 
20 Madison Drive, Plainsbore, NJ 08536 
609-799-5433 

Specialization: Program Planning, Human Resource Development 

GONG, STEPHEN 
5707 Oakgrove Avenue, Oakland, CA 94618 
415-654-4877 

Specialization: Media Arts 

GRAHAM, JOHN 
Southern Methodist University, Center For Arts Administration, Dallas, TX 95275 
214-692-3425 

Specialization: Non-profit Management 

GREEN, LAURA 
437 Bergen Street, Brooklyn, NY 11217 
718-638-3218 

Specialization: Long-range Planning 

GUTHRIE, BOB 
6002E Curtier Drive, Alexandria, VA 22310 
703-971-3786 

Specialization: Non-profit Management 

HARDER & KIBBFJBARBARA KIBBE 
330 Townsend, San Francisco, CA 94107 
415-243-9940 

Specialization: Long-range Planning 

HARDY, CYNTHIA 
1790 Watertower Drive, Columbus, OH 43235 
614-761-8141 

Specialization: Organizational Development, Board Development, Long-range Planning, Program 
Evaluation 

HART, E. RICHARD 
P.O. Box 1224, Hailey, ID 83333 

Specialization: Folk Arts 
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HATCHER, TOM 
5200 W. 73rd Street, Minneapolis, MN 55435 
612-835-7729 

Specialization: Long-range Planning, Fundraising, Marketing 

HA WORTH, JOHN 
Department Of Cultural Affairs, 2 Columbus Circle, New York, NY 10023 
212-686-5693 

Specialization: Board Retreats 

HOBSON, MICKI 
1600 Hollindale Drive, Alexandria, VA 22306 
703-765-1459 

Specialization: Marketing, Public Relations, Image Definition, Positioning 

HORTON, JERRY 
175 Dearing Street, Athens, GA 30605 
404-548-0642 

Specialization: Marketing 

INSTITUTE FOR NON-PROFIT MANAGEMENT/CALVIN MCCANTS 
2025 I St., NW, Ste. 1111, Washington, DC 20006 
202-785-6662 

Specialization: Computer Systems, Fiscal Management, Strategic Planning, Leadership Development 

JOHN BOSS & ASSOCIATES 
1686 Oak Street, NW, Washington, DC 20010 
202-232-6674 

Specialization: Planning 

JONES, LAUREL 
1337 Third Avenue, San Francisco, CA 94122 
415-681-7369 

Specialization: Advancement Consultant 

JOSEPHSON, LARRY 
1 West 89th Street, Apt. SE, New York, NY 10024 
212-595-1837 

Specialization: Radio Production 
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KEENS COMPANY/BILL KEENS 
2211 N. Quantico St., Arlington, VA 22205 
703-237-2900 

Specialization: Writing, Meeting Documentation 

KEMP, BARBARA 
1277 Lombard St. , San Francisco, CA 94109 
415-776-4214 

Specialization: Finance, Planning 

KLUGER, RONA B. 
100 Beekman Street, New York, NY 10038 
212-608-2705 

Specialization: Organizational Development, Fundraising 

LASKO, SUZANNE 
1305 West Magnolia Ave., Fort Worth, TX 76104 
817-924-1987 

Specialization: Fundraising 

LAWLER, MARGARET 
2111 Milford, Houston, TX 77098 
713-528-5524 

Specialization: Fundraising, Marketing 

LEEMOUI, SIDNEY 
616 W. 207th #IE, New York, NY 10034 
212-233-3900 

Specialization: Development 

LEGGE, NANCY 
187 Hillside Drive, Fairfax, CA 94930 
415-459-2544 

Specialization: Advancement Consultant 

LERNER, RUBY 
604 Seminole A venue, Atlanta, GA 30307 
404-659-3084 

Specialization: Marketing, Audience Development 
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LESSER, WENDY 
P.O. Box 9131, Berkeley, CA 94709 
415-849-4545 

Specialization: Advancement Consultant 

MACDOUGALL, LAURIE 
306C Lily Street, San Francisco, CA 94102 
415-255-1104 

Specialization: Advancement Consultant 

MAGIE, DIAN 
3142 Avenida Cresta, Tuscon, AZ 85746 
602-624-0595 

Specialization: Long range planning 

MANAGEMENT CONSULT ANTS FOR THE ARTS, INC./GREG KANDEL 
280 Railroad A venue, Greenwich, CT 06830 
203-661-3003 

Specialization: Advancement Consultant 

MANAGEMENT CORNERSTONES 
4753 N. Broadway, Suite 800, Chicago, IL 60640 
312-271-5453 

Specialization: Corporate Structure, Planning, Board Development, Feasibility Studies, Board Retreat 
Facilitation. 

MANCHESTER, ELLEN 
627 Alvarado, San Francisco, CA 94114 
415-648-2684 

Specialization: Board Development, Fundraising 

MARCOTTE, KENDIS HEFFLEY 
2617 E. Glenoaks Blvd., Glendale, CA 
818-240-2688 

Specialization: Organizational Development 

MARKGRAF, DICK 
430 Oak Grove, Minneapolis, MN 55403 
612-870-8550 

Specialization: Marketing, Advertising 
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MARTIN, SUZANNE 
1243 31st Street, NW, Washington, DC 20007 
202-333-3046 

Specialization: Fundraising 

MCCANN, JOHN 
1600 Hollindale Drive, Suite 1000, Alexandria, VA 22306 
703-765-1459 

Specialization: Advancement Consultant 

MEEK, VICTORIA 
705 Lowell Street, Dallas, TX 75214 
214-821-0075 

Specialization: Visual Arts, Arts In Education 

MESA-BAINES,AMALIA 
333 Precita St., San Francisco, CA 94110 
415-821-0291 

Specialization: Arts In Education, Visual Arts 

MICKEY SHEPARD & LEONARD GOINES 
P.O. Box 277, Garden City, NY 11530 
212-678-7484 

Specialization: Audience Development, Work With Large And Mid-size Organizations 

MOORE, DONALD J. 
599 Broadway, Suite 800, New York, NY 10012 
212-226-4545 

Specialization: Computer Systems and Programming 

PAUL, JIM 
1170 Guerrero, San Francisco, CA 94110 
415-641-5730 

Specialization: Writing, Editing, Development, Publicity, Desktop Publishing 

POLLARD, BARBARA 
83 Brite A venue, Scarsdale, NY 10583 
914-472-4026 

Specialization: Museum Education, Program Development 
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POTEET, FRANCES 
55 Gilbert Place, Sandia Park, NM 8704 7 

Specialization: 

POWELL, PATRICE 
8201 16th Street, #725, Silver Spring, MD 20916 
301-495-0116 

Specialization: Advancement Consultant 

RAINE, NANCY 
67 Cazneau Avenue, Sausalito, CA 94965 
415-331-1346 

Specialization: Advancement Consultant 

REEVES, WALTER E. 
338 Commonwealth Ave., Boston, MA 02155 
617-536-7617 

Specialization: Fundraising 

RIBITS, LA WREN CE A. 
944 Abbey, Birmingham, MI 48009 
313-642-7357 

Specialization: Budgeting, Financial Reporting and System Development, Policy Drafting and 
Implementation 

ROGER MORGAN STUDIO, INC. 
245 West 52nd Street, New York, NY 10019 
212-765-4144 

Specialization: Theater Design 

ROSS, NAN 
Storm King Art Center, Old Pleasant Hill Road, Mountainville, NY 10953 
914-534-3115 

Specialization: Collections Management 

SECITOR, STEWART 
2639 Mulberry Lane, Greenville, NC 27858 
919-355-0363 

Specialization: Marketing, Audience Development 



SOLLOD, T. ELLEN 
724 Blemont Place East, Seattle, WA 98102 

206-684-7111~\ 3+Y..;, b lfifr.h) 
Specialization: Advancement Consultant 

SORIN, GRETCHEN 
P.O. Box 149, Springfield Center, NY 13468 

Specialization: Program Development 

SPECTRA COMMUNICATIONS 
312 Fairview Avenue North, Seattle, WA 98109 
206-624-2151 

Specialization: Organizational Development 

SPRAY, TOM 
110 E. Seventh St., Charlotte, NC 28202 
704-372-9664 

Specialization: Facilities Development, Program Development, Monitoring Rapid Organizational Growth 

STEW ART, ANDREW 
133 Chevy Chase Dr., Wayzata, MN 55391 
612-475-2580 

Specialization: Financial Systems and Analysis, Computer Systems, Feasibility Studies 

SUSAN BERGHOlZ LITERARY SERVICES 
340 West 72nd Street, New York, NY 10023 
212-799-6973 

Specialization: Literature 

TERRY, BILL 
779 Riverside Drive, B65, New York, NY 10032 
212-781-6315 

Specialization: Advancement Consultant 

THE KREISBERG GROUP, LTD 
127 W. 56th Street, New York, NY 10019 
212-307-5921 

Specialization: Public Relations 
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THE NORTH GROUP/HALSEY NORTH 
322 West 57th Street, #31-S, New York, NY 10019 
212-581-1961 

Specialization: Advancement Consultant 

THE WOLF ORGANIZATIONffOM WOLF, JANE CULBERT, MARC GOLDING 
8 Francis Avenue, Cambridge, MA 02138 · 
617-492-2167 

Specialization: Research, Long Range Planning, Management Assessment 

THORN,GEORGE 
201 Performing Arts Bldg, Virginia Tech, Blacksburg, VA 24061 
703-231-4670 

Specialization: Retreats, Other Facilitated Discussions 

TURNER, LARRY 
45 First Avenue, Apt. 4B, New York, NY 10003 
212-420-0158 

Specialization: Financial Planning and Analysis, Long Range Planning, Fundraising 

WAGNER, SHERRY 
33 Richdale, #226, Cambridge, MA 02140 
617-661-5813 

Specialization: Advancement Consultant 

WARSHA WSKI, MORRIE 
6364 Forsyth Blvd., St. Louis, MO 63105 
314-727-7880 

Specialization: Advancement Consultant 

WEISSENSTEIN, HERB 
120 W. 58th Street, New York, NY 10019 
212-315-3703 

Specialization: Development 

WESSEL O'CONNOR LTD/JOHN WESSEL 
580 Broadway, 8th Floor, New York, NY 10012 
212-219-9524 

Specialization: Advancement Consultant 
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WORDEN, PAMELA 
P.O. Box 20, Groton, MA 01450 
508-433-9793 

Specialization: Public Art 

YAMAMOTO, CAROL 
1651 No. Dayton, #300, Chicago, IL 60614 
312-943-9387 

Specialization: Advancement Consultant 

YUEN,CHERYL 
312 Malden, La Grange Park, IL 60525 
708-352-2548 

Specialization: Advancement Consultant 

ZEIGLER, JOE 
62 Tuxedo Road, Montclair, NJ 07042 

Specialization: Planning 

ZIFF MARKETING/CHARLES ZIFF 
126 Fifth A venue, New York, NY 
212-645-4100 

Specialization: Marketing 

ZUROFSKY, RENA 
240 East 79th Street, New York, NY 10021 
212-737-9433 

Specialization: Marketing, Licensing and Product Development 
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TECHNICAL ASSISTANCE RESOURCE DIRECTORY 

ANNOTATED BIBLIOGRAPHY 

American Council for the Arts 

Price: 

Effective Corporate Fundraising 

American Council For The Arts, 1982 
1285 Avenue Of The Americas, 3rd Floor, New York, NY 10019 

Comments: Practical guide to corporate support. 

Andrews, Kenneth R. 

Price: 
Comments: 

Bacon, Barbara Schaffer, ed. 

Price: 
Comments: 

Barkas, J.L. 

Price: $8.95 

The Concept Of Corporate Strategy 

Dow Jones-Irwin, 1980 
Homewood, IL 

Evaluating Data Base Software: A Guide for Nonprofit Agencies 

Natl. Assembly of Local Arts Agencies, 1986 
1420 K Street, NW, Ste 204, Washington, DC 20005 

Become More Productive -- Creative Time Management 

Prentice Hall Press, 1984 
NewYork,NY 

Comments: Guide to organizing and becoming more effective. 

Barry, Bryan Strategic Planning Workbook 

Management Support Services, 1986 
919 Lafond Avenue, St. Paul, MN 55104 

Price: 
Comments: Practical guide to long range-planning. 
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r 
Brown, Fleissig, Moorish 

Price: $29.95 

Building For The Arts 

WEST AF, 1989 
236 Montezuma A venue, Santa Fe, NM 87501 

Comments: Assistance in developing facilities needs assessments and building programs, particularly for . 
the performing arts. 

Center For Safety In The Arts Health Hazards In The Arts/Health Hazards In The Visual Arts 

Center For Safety In The Arts, 
5 Beekman Street, New York, NY 10038 

Price: 
Comments: Solid, useful data on health hazards, particularly as it relates to visual arts. Also available in 

spanish. 

Clifton, Roger L., Richard L. 
Reinert, Louise K. Stevens 

Price: 

The Road Map To Success -- A Unique Development Guide For Small 
Arts Groups 
Massachusetts Cultural Alliance, Inc., 1988 
33 Harrison A venue, Boston, MA 02111 

Comments: Good for understanding how and why small arts organizations develop as they do. 

Council Of Literary Magazines Directory Of Literary Magazines 
And Presses 

Moyer Bell Limited, Annual 
Colonial Hill RFD 1, Mt. Kisco, NY 10549 

Price: $9.95 
Comments: Useful list of leading non-profit literary magazines, with editor names, addresses, ad info, etc. 

Crawford, Robert In Art We Trust 

FEDAPT, 1981 
165 W. 46th St., New York, NY 10036 

Price: 
Comments: Practical information on board structure and operations. 

Crimmins And Keil 

Price: $7.00 

Enterprise In The Nonprofit Sector 

Partners For Livable Places, 1983 
1429 21st Street, NW, Washington, DC 20036 

Comments: Has examples of enterprises undertaken by non-profits to produce earned income. 
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Fahey, Liam 

Price: 

The Strategic Planning Management Reader 

Prentice-Hall, Inc., 1989 
Englewood Cliffs, NJ 07632 

Comments: Well organized, concise articles on all aspects of strategic planning written by many of today's 
leaders in the for-profit sector. 

FEDAPT Market The Arts 

FEDAPT, 1983 
270 Lafayette St. , #810, New York, NY 10012 

Price: $19.95 
Comments: 

FEDAPT The Challenge Of Change 

FEDAPT, 1987 
270 Lafayette St., #810, New York, NY 10012 

Price: 
Comments: 

Fisher, Roger And Ury, William Getting To Yes: Negotiating Agreement Without Giving In 

Penguin Books, 1981 

Price: $7 .95 
Comments: How to come to a mutually acceptable agreement on almost any kind of dispute. 

Flanagan, Joan 

Price: $12.95 
Comments: 

Flanagan,Joan 

Price: $13.95 

The Grass Roots Fund Raising Book 

Contemporary Books, Inc., 1982 
180 No. Michigan Ave., Chicago, IL 60601 

The Successful Volunteer Organization 

Contemporary Books, 1982 
180 No. Michigan Ave, Chicago, IL 60601 

Comments: Practical advice on planning, management and fundraising. 
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Hickman, Craig And Michael 
Silva 

Price: $15.95 

Creating Excellence 

New American Library, 1984 
Ontario 

Comments: Candid and organic discussion on the fact that excellence is an outgrowth of people and the 
choices they make. 

Hopkins, Bruce R. 

Price: 
Comments: 

Jacobs, Eva--NEA Office of 
Planning 

Price: Free 

Starting & Managing A Non-profit Organization: A Legal Guide 

John Wiley & Sons, 1989 
605 Third Avenue, New York, NY 10158 

Bibliography Of Books. Papers And Articles On Cultural Diversity 

NEA - Office of Policy Planning and Research, 1989 
1100 Pennsylvania Avenue, NW, Washington, DC 20506 

Comments: Helpful to those who want various perspectives on the issue of cultural diversity. Includes 
broad range of authors of all races and ethnicities. 

Jennings, Harry 

Price: 
Comments: 

Keens, W. And Rhodes, N. 

Price: 
Comments: 

Knutson, Joan R. 

Price: 
Comments: General guide. 

The Non-profit Guide To Creating An Effective Governing Board 

Jennings, Hood & Associates, 1984 
913 Westham Par~ay, Richmond, VA 23229 

An American Dialogue: The National Task Force On Presenting And 
Touring The Performing Arts 
Association Of Performing Arts Presenters, 1989 
1112 16th Street, NW, Suite 620, Washington, DC 20036 

How To Be A Successful Project Manager 

American Management Association, 1988 
Boston 
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Mai, Charles 

Price: $24.95 

Secrets Of Major Gift Fund Raising 

The Taft Group, 1987 
5130 MacArthur Blvd, Washington, DC 20016 

Comments: Information, plus do's and don'ts for deferred giving campaigns. 

Mancuso, Joseph 

Price: $11.95 

How To Prepare And Present A Business Plan 

Prentice Hall Press, 
New York, NY 

Comments: For more sophisticated companies. Approaches the planning and money raising process from 
the for-profit angle. 

Marrus, Stephanie K. 

Price: 
Comments: 

Media Alliance 

Price: 
Comments: 

Building The Strategic Plan: Find Analyze And Present The Right 
Information 
John Wiley & Sons, 1984 
New York 

Taking Charge: Management & Marketing For The Media Arts 

Media Alliance, Inc., 1986 
c/o WNET, 356 W. 58th Street, New Yor~, NY 10019 

Miaoulis, George And David W. Marketing The Arts In A Rural Environment 
Lloyd 

Price: 

Wright State University, 1979 
Dayton, OH 

Comments: Understanding the rural arts community, developing marketing strategies for rural arts. 
Includes market research from Monadnock Arts Study, demographics, leisure activities and 
attitudes towards arts. 

Michaels, Caroll 

Price: $7.95 
Comments: 

How To Survive And Prosper As An Artist 

Holt, Rinehart And Winston, 1983 
521 Fifth A venue, New York, NY 10175 
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Oleck, Howard L. 

Price: $79.95 

Nonprofit Corporations, Organizations & Associations 

Prentice-Hall, Inc. , Fifth edition, 1988 
200 Old Tappan Road, Old Tappan, NJ, 07675 

Comments: Broad, general reference with chapters on bylaws, trustees and directors, financial 
management, and other aspects of nonprofit organization and management. 

Panas, Jerold Mega Gifts: Who Gives Them, Who Gets Them 

CASE Publications Order Dept., 1984 
80 S. Ehrly St., Alexandria, VA 22304 

Price: $30.95 
Comments: Profiles of mega-donors and solicitors. 

Paquet, Marion A. A Handbook For Cultural Trustees 

Waterloo Arts Research Group, 1987 
Faculty Of Arts, University Of Waterloo, Waterloo, Ontario, Canada 

Price: $22.95 
Comments: Materials, worksheets and text on board roles, responsibilities and functions; planning; board 

recruitment; effective meetings; board assessment/evaluation; board-staff partnerships. 

PEN American Center Grants And Awards Available To American Writers 

PEN American Center, 1987 
568 Broadway, New York, NY 10012 

Price: $6.00 
Comments: Useful for writers and anyone dealing with writers. 

Peters, Tom Thriving On Chaos 

Excel/ Alfred A. Knopf, 1987 

Price: $19.95 
Comments: Introduction to dealing with the '90s hectic pace and the need for defining objectives and then 

delivering services as promised. 

Poets & Writers, Inc. 

Price: $19.95 

Directory Of American Poets And Fiction Writers 

Poets & Writers, Inc., Annual 
72 Spring Street, #301, New York, NY 10012 

Comments: Organized geographically and alphabetically. 
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Rowe, Alan J. , Richard 0. 
Mason And Karl Dickel 

Price: 
Comments: 

Schaffer, Robert 

Price: $15.95 

Strategic Management And Business Policy: A Methodological Approach 

Addison-Wesley, 1982 
Reading, MA 

Breakthrough Strategy 

Ballinger Publishing Co., 1988 
10 East 53rd Street, New York, NY 10022 

Comments: How to define strategies that will lead to breakthrough results. 

Seymour, Harold I. 

Price: 
Comments: 

Designs For Fund-Raising 

Fund-Raising Institute, 1988 
Box 365, Ambler, PA 19002 

Smithsonian Information Office Latino Resources At The Smithsonian 

Price: Free 

Smithsonian Information Office, June, 1989 
Smithsonian Institute, Washington, DC 20560 

Comments: Bilingual. Generally good resource guide, especially in folk arts. 

Steiner, George 

Price: 
Comments: 

Strategic Planning: What Every Manager Must Know 

The Free Press, 1979 
New York 

Stewart, S.S., J.L. Schumacher Charitable Giving And Solicitation 
and P.D. Martin 

Price: $362.00 

Prentice Hall Information Services, 1988 
235 Frisch, Paramus, NJ 07652 

Comments: Detailed current analysis of the legal aspects of charitable giving with changes in the codes and 
laws updated monthly. 

13 



Topor, Robert S. Institutional Image: How To Define, Improve And Market It 

C.A.S.E., 1986 

Price: $23.25 
Comments: Framework for institutional image building. 

Trost, Arty And Judy Rawner 

Price: 

Gaining Momentum For Board Action 

Marlborough Publications, 1983 
P.O. Box 16406, San Diego, CA 92116 

Comments: Practical handbook for board members. 

Turk, Frederick J. And Robert P. Financial Management Strategies For Arts Organizations 
Gallo 

Price: $12.95 
Comments: 

Vogel, Frederick 

Price: $9.95 
Comments: 

Warshawski, Morrie 

Price: Free 
Comments: 

Warshawski, Morrie, Editor 

Price: $19.50 

ACA Books, 
Department 30, 1285 Avenue Of The Americas, 3rd Floor, New York, 

No Quick Fix (Planning) 

FEDAPT, 1985 
270 Lafayette St., Suite 810, New York, NY 10012 

Where the Rubber Meets the Road: A Report of the Proceedings of the 
Director's Study Group on Presenting the Performing Arts in California 
California Arts Council, 1989 
1901 Broadway, Suite A, Sacramento, CA 95818 

The Next Step: Distributing Independent Films And Videos 

AIVF, 1990 
625 Broadway, 9th Floor, New York, NY 10012 

Comments: For any individual or non-profit organization thinking about making and distributing a 
videotape. 
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OTHER RESOURCES 

American Arts Alliance 
1319 F Street, NW, Washington, DC 20004 
202-737-1727 

Consortium of nonprofit arts organizations that serves as principal advocacy organization for the professional 
arts community. 

American Association Of Museums 
1225 Eye Street, NW, Washington, DC 20005 
202-289-1818 

National service organization for museums. 

American Council For The Arts 
1285 Avenue Of The Americas, New York, NY 10019 
212-245-4510 

National service organization that promotes artistic activity through advocacy, education, conferences and 
forums. Extensive catalogue of arts management publications and monthly new letter. 

American Dance Guild Technical Assistance Project 
570 7th Avenue, 20th Floor, New York, NY 10018 
212-302-6709 

Membership organization focusing on assistance in technical production. 

American Film Institute 
P.O. Box 27999, Los Angeles, CA 90027 
213-856-7725 

Workshops, seminars, reference library. 

American Music Center 
30 West 26th Street, New York, NY 10010 
212-366-5260 

National service organization for contemporary composers and those interested in performing their work. 

American Symphony Orchestra League 
777 14th Street, NW, #500, Washington, DC 20005 
202-628-0099 

National service organization for symphony orchestras. 
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Association Of Independent Video And Filmmakers 
625 Broadway, 9th Floor, New York, NY 10012 
212-473-3400 

National organization providing advocacy and professional services for the independent media community. 

Association Of Performing Arts Presenters 
1112 16th Street, NW, Washington, DC 20036 
202-833-ARTS 

National membership association for presenters. Services include publications, analysis of current trends, job 
referral service, workshops, seminars, annual convention. 

ATI.A1L 
402 West Roosevelt St., Phoenix, AZ 85003 
602-253-2731 

Focuses on interests and needs of native american arts organizations. 

Business Volunteers For The Arts 
130 E. 40th Street, New York, NY 10016 
212-683-5555 

Works with communities nationwide to create local affiliates with local business volunteers to provide 
management assistance to arts organizations. 

CASE Publications 
80 S. Early St., Alexandria, VA 22304 
800-336-4 77 6 

Books, guides related to fundraising, public relations, communications. 

Center For Creative Leadership 
P.O. Box P-1, Greensboro, NC 27402 

Nonprofit organization with centers in North Carolina, Colorado and California. Training programs and 
publications on leadership development. 

Chronicle Of Philanthropy 
1255 23rd St., NW, Washington, DC 20037 

Bi-weekly tabloid about activities in the philanthropic sector. 
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Grantsmanship Center 
P.O. Box 6210, Los Angeles, CA 90014 
800-421-9512 

Provides assistance through group training sessions held throughout the country on fundraising; biannual 
newspaper. 

Independent Feature Project/West 
5550 Wilshire Blvd, Ste. 204, Los Angeles, CA 90036 
213-937-4379 

Dedicated to supporting/promoting quality American independent film. Publishes "Montage". 

Independent Sector 
1828 L Street, NW, Washington, DC 20036 
202-223-8100 

Coalition of corporate, foundation, and non-profit organizations with an interest in philanthropy. Services 
include publications, conferences, and information. 

Mid-America Arts Foundation 
912 Baltimore Avenue, Kansas City, MO 64105 
816-421-1388 

Regional organization for Arkansas, Kansas, Oklahoma, Missouri, Nebraska, Texas. 

Mid-Atlantic Arts Foundation 
11 East Chase Street, Suite 1-A, Baltimore, MD 21202 
301-539-6656 

Regional organization for Delaware, District of Columbia, Maryland, New Jersey, New York, Pennsylvania, 
Virginia, Virgin Islands, West Virginia. 

National Arts Job Bank 
207 Shelby St., Suite 200, Santa Fe, NM 87501 
505-988-1166 

Job listing service. 

National Assembly Of Local Arts Agencies (NALAA) 
1420 K Street, Nw, Suite 204, Washington, DC 20005 
202-371-2830 

Professional membership association serving local arts agencies. Provides information, advocacy, and 
development of national arts policy through monthly and quarterly publications, computerized data, referrals, 
regional workshops, and annual convention. 
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Opera America 
777 14th Street, NW, Washington, DC 20005 
202-347-9262 

Membership organization that assists in developing resident professional opera companies. Offers management 
training seminars, community education workshops, publications. 

Partners For Livable Places 
1429 21st St., NW, Washington, DC 20036 
202-887-5990 

Resource center for information on community improvement projects and issues. Includes research and 
referral services, publications, technical assistance, and library of 15,000 books, magazines. 

Pentacle 
104 Franklin Street, New York, NY 
212-226-2000 

National service organization for modern dance artists and organizations. 

Southern Arts Federation 
1293 Peachtree Street, NW, Atlanta, GA 30309 
404-874-7244 

Regional organization for Alabama, Florida, Georgia, Kentucky, Louisiana, Mississippi, North Carolina, 
South Carolina, Tennessee. 

Special Events Report 
213 W. Institute Place, Chicago, IL 60610 
312-944-1727 

Bi-weekly publication with news about corporate sponsorships and special events. 

Support Centers Of America 
1410 Q Street, NW, Washington, DC 20009 
202-462-5333 

Centers located throughout the country provide workshops/seminars on nonprofit management; direct 
management assistance; information and referrals. Publishes "Nonprofit Times". 

The Taft Group 
12300 Twinbrook Parkway, Rockville, MD 20852 
800-877-T AFT 

Publishes giving directories, monthly newsletters, and books and manuals on fund.raising. 
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NATIONAL ENDOWMENT FOR THE ARTS 
ADV AN CEMENT PROGRAM 

TECHNICAL ASSISTANCE RESOURCE DIRECTORY EVALUATION 

1. Overall, how would you rate the Technical Assistance Resource Directory? 

Too Detailed 

Other: 

Helpful 

2. How would you rate the format of the Directory? 

Confusing Easy to Find Information 

Other: 

3. How would you rate the content of the Directory? 

Too Detailed 

Other: 

Useful 

4. Other entries you feel should be included in the Directory: 

5. Comments, Suggestions, Criticisms: (Use back of this page if needed) 

Need more information 

Need more cross-references 

Not Detailed Enough 
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I M P O R T A N T 

EXPANSION ARTS PROGRAM 
GUIDELINE CHANGES 

Read the attached guide I ines carefully. There have been some 
changes regarding application requirements and eligibility in 
some categories. If you have questions after reviewing these 
guide I ines, you may contact the Expansion Arts Program staff 
at 202/682-5443. 

• October 9, 1990 is the application postmark 
deadline for the Expansion Arts Organizations 

• 
category . Late applications wi 11 be rejected. 

An organization may submit only one application 
to the Expansion Arts Organizations category per 
fiscal year. 

• Al I Expansion Arts Organizations category 
applicants must submit a one page artistic 
statement by the artistic director that describes 
the aesthetic and philosophy of creating, 

• 

performing, or exhibiting their artform . This 
statement is an opportunity to speak directly to 
the panel Refer to page 11 of the guide I ine 
booklet. 

Services to the Field applicants should note that 
funds are no longer avai I able for general 
operating support. This category supports 
projects offering technical assistance and 
services to expansion arts organizations and 
artists. Refer to page 14 of the guide I ine 
booklet. 



THIS LANGUAGE WILL BE 
REMOVED OR REVISED 
DEPENDING ON AGENCY POLICY 
AND CONGRESSIONAL ACTION 
REGARDING FY i99i . 

Applicable Federal Laws 

Please be aware that the appropriations act for 
Fiscal 1990 which provides funding for the Arts 
EndoWTtent states that: 

None of the funds authorized to be 
appropriated for the National Endo\lffl'lent 
for the Arts ••• may be used to promote, 
disseminate, or produce materials which 
in the judgment of the National 
Endowment for the Arts • • • may be 
considered obscene, including but not 
limited to, depictions of sadomasochism, 
homo-eroticism, the sexual exploitation 
of children, or individuals engaged in 
sex acts ana which, when taken as a 
whole, do not have serious literary, 
artistic, political or scientific 
value. (Passed the Congress in 
september 1989) 

If the recipient of a grant from the National 
Endowment for the Arts nsu.bstantially fails to 
satisfy the purposes for which such financial 
assistance is provided" and has not satisfied the 
criteria of excellence, exceptional talent and 
significant literary, cultural or artistic merit, 
as determined by the Chairperson of the Endowment, 
the Chairperson may -

• "for purposes of determining whether 
to provide any subsequent financial 
assistance, take into o:>nsideration 
the results of the post-award 
evaluation ••• 

• "prohibit the recipient of such 
financial assistance to use the name 
of, or in any way associate such 
project, production, or program with 
the Endowment; and 

• "if such project, production, or 
program is published, r~::;uire that the 
publication contain the fl'.)llowing 
statement: 'The opinions, findings, 
conclusions, and reccmnendations 
expressed herein do oot reflect the 
view of the National Endo\lffl'lent for the 
Arts ••• '" (Public Law 89-209 as 
amended through December 1985) 
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July 20,1990 

Dear Advancement Participant, 

Enclosed are copies of the Participant's Manual for your attendees 
at the Participant's Orientation (August 10 and 11). We recommend reviewing 
the manual in advance of the orientation so you can anticipate any questions you 
may have regarding your participation in this year's Advancment Program. You 
might want to note the meeting agenda under Tab 1. Please bring the manuals 
to the Washington meeting; there will be no extra copies available. 

By now you should have completed your travel arrangements. Instructions for 
travel reimbursement are included in the manual. Please be sure to include the 
receipt (last page) of your plane ticket. If, for some reason, you should be unable to 
attend, please obtain a cancellation number from the hotel otherwise you will be charged 
for your unused room. 

We are eager to meet you and your colleagues and look forward to a challenging 
year together. 

See you in Washington! 

Sincerely, ,~ 
Melanie Beene 

P.S. Bring your swimsuit. The Marriott has a great pool, sauna, jacuzzi and exercise room. 

Tel. (415) 331 0168 
•ax (415) 331 5865 

'-. 1,•"c' IOI 
d5 Bridgeway 

rnsalito, CA94965 Melanie Beene & Associates 
A R 1 C 0 N l l \ T 
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ADVANCEMENT 

A program of THE NATIONAL ENDOWMENT FOR THE ARTS 

Sal Busby 
Interstate Firehouse Cultural Center 
5340 N. Interstate 
Portland, OR 97217 

Dear Sal, June 7, 1990 

Welcome to the Advancement program! We are about to embark on a year long adventure that, 
hopefully, will prove very beneficial for you and your organization. 

We will begin this process at the Participants' Orientation, which will be held in Washington, D.C. 
on August 10 and 11 , 1990. Your organization is invited to send two people who will play a key 
role in your Advancement process to this Orientation, with your travel and hotel expenses to be 
paid by the Advancement program. It is important to note that both people MUST stay over 
Saturday, August 11 in order to obtain substantial airfare reductions. 

Enclosed is detailed information about making travel arrangements for the Participants' Orientation. 
We ask you to take the following action as soon as possible: 

1. Please make your airline reservations through Lena Hollis at ProTravel International, 
1-800-227-1059. Do this immediately. We have two very full days planned for Friday, August 
10 and Saturday, August 11. You will not be able to depart until Sunday, August 12. 

2. Call the J.W. Marriott, 1-800-228-9290, to confirm your hotel reservations in your own name 
no later than July 1. They are holding a block of rooms for us, but they need your confirmation by 
that date to guarantee your room. 

As part of the Orientation, you will have an opportunity to meet in a group with your Program 
Director from the NEA. Many groups choose to arrange an individual meeting as well. If you 
plan to do this, it will affect your travel arrangements, so I urge you to do it soon. Please note that 
the Advancement Program cannot pay for additional hotel costs that may be incurred, so make your 
plans accordingly. 

Over the next two months you will be receiving additional information from us to help make your 
trip to Washington and your orientation to the Advancement Program as easy and uncomplicated as 
possible. In the meantime, if you have any questions or concerns, please do not hesitate to call 
either Juliana, my assistant, or myself at (415) 331-0168. 

We look forward to working with you over the next year. 

Sincerely, 

~ 
M. Melanie Beene 

MMB:jhg 

Managed by Melanie Beene & Associates 
1505 Bridgeway, Suite 101 Sausalito, CA 94965 
(415) 331-0168 FAX 331-5865 
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ADVANCEMENT 

A Program of THE NATIONAL ENDOWMENT FOR THE ARTS 

PARTICIPANTS' ORIENTATION 
AUGUST 10 - 11 

WASHINGTON, D.C. 

Airline Reservations: Airline reservations should be booked through Lena 
Hollis, Pro Travel International, New York City; 1-800-227-1059 or 
(212) 755-4550. Reservations must be made more than two weeks 
prior to your flight, in order to ensure the lowest available fares. Please 
tell Lena to bill your tickets to the account of Melanie Beene and 
Associates. Flight reservations for the August meeting in Washington, 
D.C., must be booked through Lena Hollis, because a group rate has been 
negotiated. 

Hotel Accommodations: Hotel accommodations for the August meetings in 
Washington, D.C. have been reserved at the J.W. Marriott Hotel at National 
Place, 1331 Pennsylvania Avenue, NW, Washington, D.C. 20004; 1-800-
228-9290 or (202) 393-2000. The hotel is centrally located, within 
walking distance of the National Endowment headquarters and a number of 
museums and national monuments. The hotel has a pool and spa facilities. 
Check-in time is 4:00 p.m.; check-out time is noon. Participants are 
responsible for contacting the Marriott and making their own reservations. 
Please make reservations in your own name, followed by Melanie Beene 
and Associates, NEA Advancement. Reservations must be made by 
July 3. Cancellations must be made through the Marriott 24 hours prior 
to arrival or the room will be charged to the particiRant. 

Meeting Schedule: 
The Participants' meeting will be held at the Marriott, starting at 9:00 
a.m. on Friday, August 10. The last meeting will end at approximately 
5:00 p.m. on Saturday, August 11. Meetings will last all day Friday and 
Saturday; evenings will be free. A complete schedule for the two days 
will be sent to you prior to the August meeting. 

Managed by Melanie Beene and Associates 

1505 Bridgeway, Suite 101 Sausalito, CA 94965 
(415) 331-0168 FAX (415) 331-5865 
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Local Transportation: Please make the most reasonable travel 

arrangements from the following options . The J .W. Marriott is three 
blocks northeast of the Metro (subway) stop designated "Metro Center" , 
which is serviced by the blue , orange and red lines. If you are arriving at 
Washington National Airport, you can get a blue-line Metro directly to 
"Metro Center" (about the 9th stop after boarding, and two blocks north of 
the Marriott) . Take the F Street or 12th Street exit out of the subway. 

If you are arriving at Dulles Airport, you can get reasonably priced shuttle 
buses into Washington (the Washington Flyer lets passengers off at the 
Marriott and runs every 30 minutes from 5:20 a.m. to 9:50 p.m.). If several 
participants are traveling together from these airports, your group may 
want to share a taxi. The distance from the airport to the hotel is about 
35 miles. You will need receipts for cab and shuttle bus reimbursement, 
so please remember to request them from your drivers. 

Union Station, the main rail terminal, is located about 15 blocks east of 
the Marriott. It is served by the Metro red line. 

Money Matters: The per diem is $127, ~to cover food and lodging expenses. 
Transportation costs, including local public transportation, are not 
included in that amount. Your lodging expense at the J.W. Marriott, to be 
deducted from your per diem, will be $104 .37 ($93 plus tax) per night for 
a single room, or $126.93 ($113 plus tax) for a double. 

The government requires that the program assess participants $7 for each 
meal furnished during our meetings, so please calculate a $7 charge 
against your per diem for lunch on Friday and Saturday. To allow 
participants to sample local restaurants, we plan to have individuals make 
their own dinner arrangements . A list of restaurant options will be 
provided, along with other information on Washington sights, when you 
arrive in Washington. Breakfasts should also be arranged individually. 
There are a number of coffee shops and restaurants in and around the 
Marriott and the adjoining complex of shops known as National Place. 
Please remember receipts are required for all reimbursements . 

Problems/Questions : Contact Karen Kostyal at (703) 548-9866, 
9:00 a.m. to 5:00 p.m., Eastern Standard Time. She will be handling 
general meeting arrangements. 



NEAADVANCEMENTPROGRAM 

Breakout Session: The Plan and the Planning Process 

August 11, 1990 

I. How to Get Started - The Mechanics 

A. Personnel for planning: 

1. Executive Director, Artistic Director 
2. Key staff 
3. Board members 
4. Artists 
5. "Outside wildcard" 

* 
* 

patron, audience member 
representative of other groups 

B. Considerations: 

1. Meeting schedule; time commitment 
2. "Homework" preparation before meetings 
3. Ownership of the Plan and process 
4. Information gathering: 

* 
* 
* 
* 
* 

Organizational self-assessment 
Board/Staff Retreats 
Focus groups, surveys, interviews 
Town meetings 
Task forces on special issues 

5. Determine writer, editor(s), format 
6. Interim deadlines 
7. Revisions; maintaining momentum 

C. Use of Advancement Consultant 
and Special Needs Allowance 

II. The Process--Suggestions & Techniques 

A. Mission of organization 

1. Why does the organization exist? 
What would happen if you went out 
of business? who would notice/care? 

2. Artistic philosophy 
3. What is the organization's scope? 

B. History, current programs and resources. 

1. Review the past to capitalize on 
strong areas from the past; keep from 
making past mistakes. 

2. Provide continuity in strategic thought. 
3. Assess strengths and weaknesses. 

,....., 

j 
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The Plan and the Planning Process 
page 2 

C. Envi+onmental trends and issues for next 3-5 years. 

1. Opportunities and threats 
2. Changing factors that may impact you 
3. Community needs 
4. Potential new revenue sources and support 
5. Strategic alliances 
6. Competition 

D. What/Why/Who/When/How 

1. What should the priorities be for 
the next 3 years? 

2. What will the organization look like in 1994? 
3. What will be different in the community 

because you are doing it? 
4. Given your resources, mission, scope, 

what strategies should you consider; what is 
feasible? 

* 

* 
* 

long range goals, annual objectives, 
action plans 
responsibility assignments 
timelines and completion dates 

E. Table of contents of document 
(not necessarily in order) 

1. Cover sheet 
2. Table of Contents 
3. Executive Summary 
4. Acknowledgments 
5. Indication of Board approval 
6. Brief organizational history or background 

statement to put Plan in context 
7. Mission statement; artistic philosophy 
8. Plan for: 

* 
* 

* 
* 

* 

* 
* 

* 

programs and services 
marketing, public relations, 
audience development 
fundraising 
personnel (artistic, administrative, 
Board, other volunteers) 
facilities and equipment (artistic, 
rehearsal, office) 
finances 
budgets: last 2 years actual 

this year's current 
3 plan years 
assumptions/footnotes 

appendices (opt.) 
Organizational chart (current; planned) 
Responsibility assignments and timelines 
additional artistic information 



The Plan and the Planning Process 
page 3 

III. Final Drafts of Document 

A. Committee approval and recommendation to Board 

B. Board discussion and approval 

C. 1 copy to Melanie Beene & Associates by 6/30/91. 

D. 3 copies with Application for Advancement Grant 
to NEA by 8/16/91. 

rv. Using the Plan after Advancement Phase I 

A. Evaluation and continuing the process 

1. Who is responsible for evaluation? How? 
What criteria? How often? 

2. Who is responsible for continuing long range 
planning and updating financial projections? 

3. Annual Workplans 
4. Staff and/or Board turnover 
5. Multi-year funding; leveraging regional or 

national support 



N RlH GROUP 

How to Develop A Fundraising Plan 

Presented by Halsey M. North 
Consultant Orientation in Washington D.C. 

National Endowment for the Arts 
1989 Advancement Program 

The North Group Inc. 
322 West 57th Street #31-S 
New York, New York 10019 USA 
Telephone: 212.581.1961 
Fax: 212.581.1963 



The North Group Inc. 
Fundraising Plan 
Page 1 

HOW TO DEVELOP A FUNDRAISING PLAN -- OUTLINE 

1. Identify Needs. 

A. Determine how much you think needs to be raised based on 
artistic, programmatic, administrative, and earned income 
plans. 

B. Total Cost Less Earned Income = Contributed Income Need. 

2. Conduct Internal Audit. 

A. Identify Internal Resources. 

* 
* 

* 
* 
* 
* 

Board and other support groups. 
Staff -- time and experience. 
Volunteers. 
Constituency. 
Donors. 
Prospects. 

B. Evaluate the Strength of Each of These Resources. 

C. Select Appropriate Fundraising Options. 

* 
* 
* 
* 
* 
* 
* 
* 

Board gift campaign. 
Individual gift campaign. 
Fundraising benefits. 
Local business campaign. 
Government support advocacy /grant writing. 
"Friends of ... " campaign. 
Corporate cultivation and proposal writing. 
Foundation cultivation and proposal writing. 

---------------------------------------========-------====-



The North Group Inc. 
Fundraising Plan 
Page 3 

(PARTIAL) 
SUMMARY OF FUNDRAISING PLAN 

To Increased Contributed Income 

for the 
CAPITAL CITY DANCE COMPANY 

========================-=-=---------==-------------------------

TAX-BASED INCOME: 

I) NEA: We are expanding the number of professional groups we are 
presenting in disciplines other than dance. Thus, we are now eligible for 
funding from both the Inter-Arts and Dance Programs. The Dance Program 
staff has evaluated our dance series and commented positively on the 
quality and type of the groups we present. 

Strategy: In the spring of each year, the Artistic Director and Executive 
Director will travel to Washington, D.C. and meet with the Dance and 
Inter-Arts Programs staffs. On a timely basis, the Development Associate 
will consult with Executive Director and submit grant requests to both the 
Dance and Inter-Arts Programs. 

Staff Time: 

Direct Cost: 

Projected Income: 

Artistic Director 
Executive Director 
Development Associate 

Travel Expenses $1,200 

1989-90 

$7,500 

1990-91 

$10,000 

2 Days 
3 Days 

10 Days 

1991-92 

$10,000 

2) State Arts Council: Our programs are proving to be quality 
presentations, and the comments of State Council staff have changed in 
tone from skeptical to enthusiastic. Furthermore, newly increased funding 
to the State Arts Council will make more money available for grants. Due 
to both factors, we project a 25% increase in grant support from the State 
Arts Council. 

Strategy: Continue to invite State staff to performances with personal 
invitations followed up by phone calls. Continue to offer complimentary 
tickets to State Arts Council Board members. Start inviting staff and 
Board to special cultivation events. Submit grant requests to both Dance 
and Presenting Programs on a timely basis. 

Staff Time: Executive Director 
Development Associate 

3 Days 
8 Days 

=====================--------------------=--=---================ 

@ 1989 by The North Group Inc. This summary, its exhibits, and the 
preceeding outline may be reproduced, giving credit to Halsey M. North and 
Alice H. North, once permission is obtained from The North Group Inc. 
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Fundraising Plan 
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Volunteer Time: Chairman I Day a week - 1st year 

Direct Cost: 

Timetable: 

18 Committee Members 
(9 couples) 

5 Hours a week thereafter 
4 Hours a week each 

Includes artist fees, food, flowers, office supplies, 
decorations, publicist, part-time help, printing, etc. 

First Year $82,000 
Each Year thereafter $60,000 

Establish Committee in January, 13 months ahead of 
the Valentine's Day event, so each new Committee can be 
analyzing event prior to the one for which they are 
responsible while it happens. 

Projected Net Income: 1989-90 

$19,000 

1990-91 

$38,000 

199 I -92 

$57,000 + 

=========================-=--=--=--==--==---=--------------

BOARD SOLICITATION: Our 18 Board members have been pushed hard to 
give to their maximum over the last 5 years. They have given to the 
capital campaign and contributed to the start-up operating costs. There 
is little room for improved giving. The Chairman is our major donor. 
Each Board member is required to give to the best of his/her ability. 

Strategy: Conti11ue to have the Chairman solicit the Executive Committee 
members and to have the Executive Committee members solicit the other 
Board members. All solicitations will be made in person. 

Staff Time: 

Board Time: 

Direct Cost: 

Timetable: 

Projected Income: 

Executive Director 

Secretary 

Chairman 
Executive Committee Members 

Minimal 

5 Hours to help with 
rating and screening 
l O Hours 

6 Hours 
4 Hours each 

Board solicitation is to be completed within the month of 
September. 

1989-90 

$37,100 

1990-91 

$38,200 

1991-92 

$39,000 + 
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The North Group Inc. 
Fundraising/Cultiva ting Individuals 

SAMPLE FUND RAISING TIMETABLE WORKSHEET 
FOR INDIVIDUAL SOLICITATION CAMPAIGN 

Task 

1. Do an internal fundraising audit. 
2. Develop the fundraising strategy. 
3. Identify staffing needs. 
4. Develop job descriptions and hire 

and train staff. 
5. Develop Board/volunteer 

job descriptions. 

6. Develop prospect lists. 
7. Begin rating and screening. 
8. Identify volunteer leadership. 
9. Recruit campaign Chairman. 

l 0. Review and verify needs. 

11. Set goal. 
12. Develop the case statement. 
13. Develop the campaign materials: 

Pledge cards/forms. 
Volunteers' information sheets. 
Sample personalized letters. 
Receipt forms. 
Sample thank you letters. 
Control sheets. 

14. Solicit the Board. 
15. Solicit the campaign leaders. 

16. Solicit major gifts. 
17. Recruit other volunteers. 
18. Educate volunteers. 
19. Solicit vol un tee rs. 
20. Assign prospects to solicitors. 

21. Kick-off the campaign. 
22. Hold report meetings. 
23. Do follow-up on calls. 
24. Do "clean up." 
25. Thank each donor. 
26. Thank each solicitor. 

Assigned To: Start Date: End Date: 
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r FY 90 Advancement Review Process 
Applications for Phase I 

September 1989 - January 1990 

Applications are reviewed by both the Advancement program staff and the 
staff of the appropriate Arts Endowment program areas for compliance 
with the guidelines. 

Panels are convened in each of the program areas to review applications 
and make recommendations to the National Council on the Arts. 

Organizations which have not submitted the required audited financial 
statements by January 5, 1990 (pp. 7, 15 and 25 of the Advancement 
Guidelines) will be rejected, and notified at this time. 

January - February 1990 

Applications and panel recommendations are forwarded to the National 
Council on the Arts for review, and to the Chairman of the Arts 
Endowment to determine whether an applicant will remain in consideration 
for program participation. 

February - March 1990 

Applicants that are not recommended will be notified. 

Applicants that are recommended to receive management assessments and 
continue in the review process will be notified. An independent 
contractor will provide assessments of these applicants• organizational 
and financial status, capacity to implement change and degree of 
commitment to organizational development. 

An interdisciplinary Advancement Review Panel will review the applicants 
and the management assessments to recommend a final list of participants 
for FY 90 Advancement Phase I. 

Apri 1 - 11 ay i 990 

Recommendations are forwarded to the National Council on the Arts for 
further review, and then to the Chairman of the Arts Endowment for final 
decision. 

May 1990 

Applicants will receive official notification whether or not they have 
been accepted as FY 90 Advancement participants. 



0MB No. 3135-0045 Expires 11 /30/91 

Advancement Program 
Application Form 82: Financial Data See instructions on page 27 

TOTAL OPERATIONS: EXPENDITURES AND FUND BALANCE 

Applicant organization: ..r=r-c c.... City J?ov±lUJvco1 State O illfJ (Jv\_ 

Organization's Fiscal Year Ending: I~ (Month) ~ o (Day) 

Fiscal Year Ending: 19_!£]_ 191.Z 19 -8:.:t_ 19 °tO 19:1.L 

Total Support and Revenue (from Form B1) .. ... .... ...... . .... . $141~/"Z.. $!CoDS4:f $13'6 22.2 $ 2--/:f[S'O 

EXPENDITURES AND FUND BALANCE 

5. Program/Service Delivery Expenditures 
$ L/-f oo?J $ 43 lf?i_~ $ 3.J '?.':l 3 $ 1...1 Sob $ 45 oc>o (a) Artistic Personnel. ..... . .. . .. .... .......... ... .... . ..... 

(b) Presentations , Performances, Exhibitions, Productions . . ................. 21~~s Z.S ODO 3£ 02....~ 3-l 4-00 ~epo 
(c) Educational Services .. . .... ....... .. .................... 
(d) Promotion, Marketing ... . .............. . .... . ..... ..... . . 

j~lit~::i~::c::~:) · · · ~-IA_c{ ·+~-~ ·,M~-~~ .. (_. ;;;-6'. "'· L/--O£ OcJQ 

Total, Program/Service Delivery(ltems 5.a-f) ....................... $ Cd:2- g'ii:a $ &S: 4-~~ $ "'2'a '1_7._I $ 5.2-9.00 $ ..1$.0J l COD 

6. Management and General Administrative Expenditures . ........... . . $ ]CJ. )'.OZ $ 9. 63.7.f $ ioso2.. $1.QR,_55.Q $1Q.Sooo 

7. Fundralsing Expenditures 
7--S (a) General Fundraising Expenditures ............ .. .............. $ $ - $ - $a - $ . . 

(b) Expenditures Associated with Special Fundraising 
lOD soo Events/Benefits as shown on 1 (e) of Form B1 .. .......... . ........ - .lQJ:J.Q.Q_ lo, QQD 

Total, Fundraising Expenditures (Items 7 .a-b) .............. . ........ $ 1..-z.~ $ .SQD $ A $ ID., ooo $ ta, aOO 

8. In-Kind Goods or Services (must equal Item 2 on Form B1) ..•. . ... .. . . . $ $ $ $ $ 
9. Other (describe) Vvvv.l u.-U..~ $ L/-] 0 0 $ 29. '75" $ 3000 $lt./,500 $ LO,ooO 

(L Oi°to) E;iQd.~1 l-fo/1W~~ J· ltTMp~ fJ-:u-(?_f),W,J ~ -n..d\. boont -tt,-wp• 
Total Expenditures (Items 5-9) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ {L/:1 fo I 5 $ l (a2'3l:j. $ lSZ °313 $ l Z5'.:lP 0( O $ 2-75 000 

10. Surplus (Deficit) for the Year (Result of Operations for Year) .. . .... ... $ $ $ $ $ 

11. Fund Balance at Beginning of Year ....... . ........... . .... . . . f Lt'2J.2- / (p 7-'J [SI ::z.G DCJO bJ t1 ◊ I 

12. Change(s) In Fund Balance (explain below) .... .. ..... _. ....... . . 

13. Fund Balance at End of Year . ... . . . . . . ........ . .. ........... $ l lo '2--°f . , 15/ $ -:2..-tuul'.'.l $ 1,pf, ltt 0 $_.Sz.C,G>O $ 



l 

0MB No. 3135-0045 Expires 11 /30190 

Advancement Program 
Application Form 81: Financial Data See instructions on page 26 . 

·• TOTAL OPERATIONS: SUPPORT AND REVENUE 

Applicant organization: c._,c_ City YCY1-tfwiAol State O Af?J-tJlA-

Organization's Fiscal Year Ending : J"(....IJy\__L (Month) 30 (Day) 

SUPPORT AND REVENUE Fiscal Year Ending : 19 .Kl__ 19.n 19-2..3_ 19E1Q. 19_gj_ 

1. Contributions 
(a) Board Members ... . ... .. . . ... . . . . . . . . . .. . .. .. ........ . . 
(b) Other Individuals . . . . . . . ...... . ... . .... ..... . ... .. . ... . . 
(c) Corporations ........ . ....... . ................... . ... . . 
(d) Foundations . . . . . . ... . ... .... ... .. .. ... .... ... .... ... . 
(e) Gross Income from Spe~ndraising Events/Benefits . -~· ....... . 
(~ Other (describe) MM 2 ~::, ~ M "2., ±4~ 

C:,'(..4..<?C7'-"-

$ lOO $ 175 $ 200 $ 2..,00 $ 2..'5D 
7 ... -5'il_ 4 Z.':/:. 300 4,DO 

II 2.,C)O "2-500 :;z~ /7-- 2, 5.io 2=-nooo 
Of 2":J. '5. ('2...~9 "2 ~! Cl5'" '.::f:.QS'OO 2 .. :::1. S: O 0 

/QO :i e9. - z5. QQD 321 000 
L.2J.Q_C)U 

Total, All ContributiDns (Items 1.a-f) . ... . .. . .. .. . ........... . ... . $ 2.0gD<:; $ (t;,,_~ zo. -q_ $'f-5GU $ q:2 2 8 0 $ 1Qlzl.5Q 
2. In-kind Goods or Services (describe) _____________ _ $ $ $ $ $ 

Total, All In-Kind (Item 2) .... .. .. . . .. . . . . . ... .. . .. . . . . . . ... . . $ $ $ $ $ 
(must equal Item Bon Form B2) 

3. Government Grants 
(a) Local. ........ .. . ... . . ..... . .. . .. ...• .. .. , ... .. . . .. . 
(b) State or Regional ......... .. ........ . ..... • .... . .. . ..... 

$ S4:&oz $~502 $ f/1}__ OD2.. $bl ODO $ roz ODD 
~:tQO (:/_'50 <n Q.DD otz..oo ...2...Q_DD 

(c) Federal (excluding Arts Endowment) ... .. . . . .. . .. .. ...... . . .. . 
(d) Arts Endowment Program Support ........ . . . . ... . .... . . . . . .. . 
Total , All Government Grants (Items 3.a-d) . . ... . . . ... ........ . .. . . . 

- - - -
5000 6QOO 2t-ODQ 200c) 2,DOD 

$93 ]02. $101 qsz. $ q5092.. $GI, -:z..oo $ 2.9....i_ ODO 

4. Revenue (Earned Income) 
(a) Progam Revenue (e .g., tickets, admissions) ...... . . . ... . . ...... . . $ 2]40fo $ ?;(a 2..S.tJ.. $ 2! 'l._']_3 $ ·3.Q(ooo $ b:5..i. oa o 
(b) Investment Income .............. . . . .. ...... ... ..... . ... . 
(c) Rental Income ... .. ... . .. . . ... .. . .. . . . . .... . ... . ... .. . . '"2-5_Q_Q_ 7..-q {.Q ~nt../-l '1/CDO S1D.OO. 
(d) Gross Income (Loss) on Sales .. ............ ~ .. ... . 
(e) Other Revenues (describe) QR..,a 

PPS! . Dw, 
. 7 

Total, All Revenue (Items 4.a-e) ....... .... . . . ... ... . . ... . ... .. . 

3:32(..:z 3<;2.,/ ?z.(r2 t Q :S'"J.,00 {aQOD 

$Lt2 G£s 11f oD LQDD t_OC>O 

$ 33 2..~'2- $ = :<.c,oLf $ t.f-~L/-00 $j-, cxx) 
Total Support and Revenue (Items 1-4) . . .. .... . .. .. .. .. ......... . ${L/-7t 5'!2.. $ Uoo, <i..~l 

L 
$/?0,2/'7_ $"2--/q/g-o $ 2h'2--{ S 0 
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Showcasing Portland' s ?i~erse ~ultural communities through the arts . 
Comm1ss1oner in Charge, Dick Bogle 
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E./V L(s~L 'LL 4 1 
FS52 PAGE 2055 

DATE PREPARED- 08/1
7
/8

9 
ACCOUNTING PERIOD 13 

***THIS REPORT IS ON THE CASH BASIS*** sue CASH REPORT ENDING DATE- 06/30/89 

CITY OF PORTLAND 
FINANCIAL MANAGEMENT SYSTEM 

REPORT NO- FS5201 

RESPONSIBILITY UNIT- 191 COMM #4 PUB SAFETY 

--BASIC-- --ORIGINAL--- ---CURRENT--- ---------EXPENDITURES----------
UNIT CODE DESCRIPTION APPROPRIATION APPROPRIATION CURRENT PERIOD YEAR-TO-DATE 

19100057 INTRST CULTURAL CT01 --,------ --,--- __ FlO_"iO? 00 80 "i0?.00 110. 85 78,246.56 

RESPONSIBILITY UNIT TOTAL 

EXPENDITURE SUMMARY 

CODE DESCRIPTION 

110 FULL-TIME EMPLOYEES 
111 FULL-TIME POSITIONS 

GROUP TOTAL 110 119 

169 BENEFLEX BENEFITS 
170 BENEFITS 
171 FICA 
173 PENSION 
177 PERS PICK-UP 

GROUP TOTAL 166 

181 VACATION 
182 SICK LEAVE 
183 HOLIDAY 

GROUP TOTAL 180 

179 

189 

TOTAL PERSONAL SERVICES 

220 UTILITIES 
221 ELECTRICITY 
222 WATER/SEWER 
223 NATURAL GAS 

GROUP TOTAL 220 229 

260 MISC SERVICES 

GROUP TOTAL 260 289 

310 OFFICE SUPPLIES 

GROUP TOTAL 310 319 

80,502.00 

--ORIGINAL---
APPROPRIATION 

29,023.00 
,,.-

0.00 

29,023.00 

0.00 
11,609.00 

'- 0.00 
0.00 
0.00 

11,609 .00 

0.00 
0.00 
0.00 

0.00 

40,632.00 

7,000.00 
0.00 
0.00 
0.00 

7 ,000.00 

17,970 .00 

17,970.00 

500.00 

500.00 

80,502.00 11 0. 85 78,246.56 

---CURRENT--- ---------EXPENDITURES----------
APPROPRIATION CURRENT PERIOD YEAR-TO-DATE 

29,023.00 0.00 0.00 
0.00 0.00 24, 893. 16 

29,023.00 0.00 24,893.16 

0 . 00 0.00 4,230.85 
11,609 .00 0.00 0.00 

0.00 0.00 2,144.08 
0.00 0.00 3,910 . 01 
0.00 0 .00 1.712.99 

11,609 .00 0.00 11 , 997. 93 

0.00 0.00 1 ,'225.44 
0.00 0.00 1,428.44 
0.00 0.00 1, 003.04 

0.00 0.00 3,656.92 

40,632.00 0.00 40,548.01 

7,000.00 0.00 0.00 
0.00 112. 31 4,572 . 95 
0.00 o.oo 473.04 
0.00 -1. 46 1,581.50 

7,000.00 110. 85 6,627.49 

17,970.00 0.00 15,371.00 

17,970 .00 0.00 15,371.00 

500.00 0.00 0.00 

500.00 0.00 0 . 00 

0% OF YEAR REMAINING 

ENCUMBRANCES BALANCE PCT 

29.00 2,226.44 2% 

29.00 2,226.44 2% 

ENCUMBRANCES BALANCE PCT 

0.00 
0.00 

0.00 4,129.84 14% 

0.00 
0.00 
0.00 
0.00 
0.00 

0.00 -388.93 -3% 

0.00 
0.00 
0.00 

0.00 -3,656.92 0% 

0.00 83.99 0% 

0.00 
0.00 
0 . 00 
0 .00 

0.00 372.51 5% 

29.00 

29 . 00 2,570 . 00 14% 

0.00 

0.00 500.00 100% 



FS52 
DATE PREPARED- 08/17/89 
***THIS RtPORT IS ON THE CASH BASIS*** 

REPORT NO- FS5201 

RESPONSIBILITY UNIT- 191 COMM #4 PUB SAFETY 

CITY PORTLAND 
FINANCIAL MANAGEMENT SYSTEM 

BUC CASH REPORT 

GE 2056 

ACCOUNTING PERIOD- 13 
ENDING DATE- 06/30/89 

0% OF YEAR REMAINING 

--ORIGINAL--- ---CURRENT--- ---------EXPENDITURES----------
CODE DESCRIPTION 

320 OPERATING SUPPLIES 
325 JANITORIAL SUPPLIES 

GROUP TOTAL 320 329 

490 MISCELLANEOUS 

GROUP TOTAL 490 499 

SUBTOTAL M & S EXTERNAL 

512 POOL VEH TRIP TICKET 

GROUP TOTAL 510 519 

520 PRINT/DISTRIBUTION 
521 DUPLICATING 
522 GRAPHICS 
523 PHOTOGRAPHY 
526 MAIL PROCESSING 
528 POSTAGE 
529 COPY SERVICE 

GROUP TOTAL 520 529 

540 ELECTRONIC SERVICES 
544 BILLABLE TELEPHONE 

GROUP TOTAL 540 549 

580 INTRA-FUND SER VICES 

GROUP TOTAL 580 589 

SUBTOTAL M & S INTERNAL 

TOTAL MATERIALS/SERVICES 

RESPONSIBILITY UNIT TOTAL 

APPROPRIATION APPROPRIATION CURRENT PERIOD YEAR -TO-D ATE ENCUMBRANCES BALANCE PCT 

750.00 750 . 00 0.00 254.48 0.00 
0.00 0.00 380.02 0.00 0 . 00 

750.00 750.00 0.00 634.50 0.00 115.50 15% 

1,000.00 

1,000.00 

27,220.00 

0.00 

0.00 

7,000.00 
0 . 00 
0.00 
0.00 
0.00 
0.00 
0.00 

7,000.00 

4,000 . 00 
0.00 

4,000.00 

1. 650.00 

1,.650.00 

12,650.00 

39,870.00 

80,502.00 

1,000.00 

1,000.00 

27,220 . 00 

0.00 

0.00 

7,000.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 

7 , 000.00 

4,000.00 
0.00 

4,000.00 

1,650.00 

1,650.00 

12 ,650 .00 

39,870.00 

80,502 . 00 

0.00 

0 . 00 

110 . 85 

0.00 

0.00 

0.00 
0.00 
0.00 
0.00 
0 . 00 
0.00 
0.00 

0.00 

0.00 
0.00 

0 . 00 

0 .00 

0.00 

0.00 

110 . 85 

110. 85 

0.00 

0.00 

22,632.99 

95.30 

95.30 

0.00 
2. 937. 11 
1 , 408. 32 

21 . 84 
1,448 . 20 
4,305 . 93 

140.94 

10,262 . 34 

0.00 
2,635 . 48 

2,635.4 _8 

2 , 072 . 44 

2,072.44 

15,065.56 

37,698.55 

78,246.56 

0 .00 

0.00 

29.00 

0.00 

0.00 

0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0 . 00 

0.00 

0.00 
0 . 00 

0.00 

0.00 

0.00 

0.00 

29.00 

29.00 

1 , 000 . 00 100% 

4,558.01 16% 

-95.30 0% 

-3 , 262.34 -46% 

1 , 364 . 52 34% 

-422.44 -25% 

-2,415.56 -19% 

2,142.45 5% 

2 ,226.44 2% 
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CITY OF PORTLAND 
TRUSTEE DETAIL & BALANCE REPORT 

PERIOD 13 ENDING 06/30/89 

' 

_ _!~cc T- J.::~~L ___ _ ___ ___ ~-!?i f_- ~, j~~ _ .. __ ADDRESS ___________ ___ ___ _ AUTHORIZED SIGNATURES B&O AND PA INFORMATION 

: - - ---- t~--0 7)550-··-------I-r•;-rt.h"S-T-k;:~- --F-"'- fREHOUSE·· 
C/O. CUL-TUt;":Ai_ CEr~TER 

DIGK- -EOGi...E 
AL JAMISON 

ADD HION: 

BLOC!-(,: LOTS: 
----- - - ---------------0000~ O@SDON,-DAV-I-0-------------t=-I-E-N. . OO- -·Fl.AO: 

10 

11 

12 

LIENS : 00/00/00 
·:·CO----

13
_ _ A--T-- €80E-- NldMBER·-----REGE-I-P-T-S--_-D1-SBl:JRSEf"ENT-S , BAl::-ANG ---------------- --- - --

1.1,. ~ 3EGit~:-Ht~G 3ALf>.NCE . " • ,. 2,945. 14 

1
/ 06/15/89 D 66719 7 , • 00 7Q0>83 T_ ·2, 244. 31 

16 
· ·,,,_1-9-/-89-----------0-------6-6-7-~3 . · 0>---------i2 r 00S--::-1 "- • 289·:--1-9-------··------ ------ -- --------

11 06/27 /89 R 68840 2, 597. 50 . 00 2, 836. 69 

18 
06/29/89 D 6674-5 . 00 1, 185 . . 00 ~ 1,651.69 

19 
°'•6-f-'-30·/8":;1---D--66-7-46 . 00------81--:-6-G-----1-,- 5'70:-06------

20 ,, 

21 EUDi l'>!G BALANCE 
d 

1, 570. 06 
0
·/ 

---------------------------------------- - ----- -j'- ':fD7--------- --22 
/ 

23 ';) 

" --------------- - - --------- -- ------ --- '.;!-~------a-o-~
5 _13 ___ ____ _ 

~~ · 3 ~~~ ~y) i~r __________________________ _ _ 
JO q 

--••••-•••••• h-• ••••- -• ~ 

)2 

33 

" 
)5 

E 

J; 

" 
39 

., 

" 
" 

------------------- ----·· - --

---------------------------- -----------·-···-- -··-·--··- . ----- -· __ ., ___ _ 
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CITY CF PORTLAND 
----· --·---- --- - - -----TRUS-TEE --DETAll:: -- 2~ BAI_ANGE - REPORT 

PERIOD 13 ENDING 06/30/89 

: - ------Bt;~- # ·:--~;-;·•;-:~~:-:-t-s-:.3----D/;-F~ - cF- - Ac C e;::;r-~T: •· co.' 00/ co 
ACCT t\:iJ -·-·----··\·,\~~--:_i~: __ .~: _ ADD~:ESS --------··- --~A-UTHORIZ~D SIGNATURES 

Vi---B0S55--FccEO--f'i~Y:=R--€H!-,R-f-T f'l!31::-.E-·- TR \:iS T- \ . 
C/ 0 : -

B~.,,O AND PA INF~□=R~:--'~•~A~T~I~□~N~' ______ _ 

-- ADD IT ION: 

BLOCK: LOTS: LIENS: 00/00/00 
9 . -----------''---------------------- ·-------- · -------- . ,.- --S00n 1:::-IE-N-:- . 00 ·-- Fl..::AO :- . CO-----

" 
12 
3-.,c--••W----,_,_--, --, --~-,---~---. -----~---,-~--., ---~ -,-----.~, .,.., -E<krE ···; ' e-0DE-, ... NUM-BER-- • - • RE€-E·FP'fS~-I-SBl:JR-SB"EN·FS ,, ''V- BAL::-ANG . 

:. ;:v~f' . ,l-:! BEGI U:·~It~◊ BAt.ANCE · "' -.·· '~ . f -.• ~'F. ~-..-)'· ~ -~-"" , --~~"· ,-:.-,., ~ ~?f{·~ 3 .1., 000. 00 '1 \ --c..~ 
15 0611 s1a9 R 68552 10, ooo. oo t-1 . oo 41, ooo. oo 
1, e-.:S-;1•2-7-/g9-- E,--6&-?-4- . 00 -2,000:--0 39,000:--00·----·-·---·--

17 

18 

,. 
20 

21 

22 

23 

25 

26 

27 

" 
JO 

}i 

}2 

" 
~ 5 

3€ 

ji 

39 

, o 

" 
42 

,, 

El~D I h:-:; 2 ML Ar ~c E 39,000.00 

---------------------------·---··--··------··· 



F~bruary 9, 1990 

Dear Evv-nne ! 

I followed your advic@. We submit&ad grants to 
~dvancement and Inner Arts. Nefertiti Burt0n 
Just finished a sit~ session with us. Wh~ t a 
treat to ~et a reviewer who has bkpesaaa cultural 
cx~erien~e. She sh~red her exparianca wi~h our 
staff which is ~lwayu starving fo r the cproct~ni~y 
t,_, 111:?a r her kin,~ of' information . I know you had 
:Jr•m2tl"d.ug tci do wit'.1 :'1a1•·ing =.: 11. of this h~;,:rpe!'l~ 

Pl~es~ ~now tha~ your e tfort~ ar2 affectiny ~v~n 
thor.;,;;? of •~ f. a~:; f,tr a·,rJy "ls 0re1;,on ! 

Sincerely, 

Sut;.• BUf;},y, 

Exec~tive Dir~ct0r 
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September 26, 1989 

Ms. Sheryl Warren 
President 

WRSHlnGT□n 
D.C. 20506 
A Federal agency advised by the 
Nat,onat Council on the Arts 

Interstate Firehouse 
5340 N. Interstate 
Portland, OR 97217 

Cultural Center 

Dear Ms. Warren: 

The National Endowment for the Arts has received your FY 90 Advancement 
application. During the next six months your application will be reviewed 
by NEA staff, Arts Endowment panels, the Presidentially appointed National 
Council on the Arts and the Chairman of the Endowment. We are committed to 
providing the most thorough review possible for Advancement applications; 
an outline of the process is enclosed for your information. 

Because of the length of time allowed for the review of these applications, 
you may need to communicate with this office concerning changes within your 
organization. Please feel free to call the Advancement program specialist 
Nicki Silverman, or program assistant Staige Davis, at (202) 682-5436 
whenever changes occur or questions arise. 

Organizations which have not submitted audited financial statements for 
their most recently completed fiscal year (prior to the application date) 
are required to submit two copies no later than January 5, 1990. The audits 
must be in our office by close of business January 5. This is not a 
postmark date. Applicants unable to comp ly with this eligibility 
requirement wi l l be rejected at t his time. •'\ 

Official notification of whether or not your organization will continue in 
the Advancement review process will occur in February, 1990. Thank you for 
your i nterest in the Advancement Program. 

Sincerely, 

, / ?--
/ .tv y\./,,__.;,t, I <._,}. 

I / 

~ ne B. Hodges 
' -B-rrector 

Challenge and Advancement Programs 

Enclosure 

cc : Susan Busby 
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January 16, 1990 

Mr. Al Jamison 
Commissioner Assistant 
The City of Portland 

WASHlnGT□n 
D.C. 20506 
A Federal agency advised by the 
National Council on the Arts 

1220 S.W. 5th Avenue, Room 404 
Portland, OR 97204 

Dear Mr. Jamison: 

I am pleased to inform you that the FY 90 Advancement application submitted by 
City of Portland for the Interstate Firehouse Cultural Center has been 
recommended by the Expansion Arts Advancement panel for further consideration. 

Although your application has been recommended for further review by the 
panel, it must also be reviewed by the National Council on the Arts during 
their meeting in February, and lastly by the Chairman. Concurrently, time 
constraints require that a few organizations be assessed prior to the Council 
meeting. 

If you have not already been contacted, you will hear shortly from a 
representative of the independent contractor selected by the Endowment to 
assess your organization and advise the Endowment whether your organization is 
ready to take full advantage of the planning and consulting support you would 
receive during Phase I of Advancement. You will be visited for a full working 
day, during which the non-artistic aspects of your organization will be 
reviewed in detail. The field assessor will want to interview selected 
members of your board and staff to discuss issues such as finance, management, 
personnel, facilities and organizational and long range planning. 

The task of performing assessments has been given to a team coordinated by the 
University of Southern Maine in Portland. The assessors are working to 
minimize the impact of their visits on your scheduie and to make the encounter 
pleasant and instructive. 

You should remember that Advancement is an organizational development 
program. Applicants considered "ready" for the program often exhibit 
organizational problems and barriers to growth or stability. However, they 
have a strong commitment to address and resolve them. Our search is not for 
fully established organizations that have put all their problems behind them. 
At the same time, Advancement is not intended for those whose operations are 
in crisis. The candidates selected to participate will have achieved 
sufficient stability and resources to be able to address the problems 
confronting them and prepare for a period of artistic and organizational 
development. 



Page Two 

The USM team member will have reviewed your application and will use this 
field visit to deepen his or her understanding of the organizational issues 
you hope to address during Phase I of Advancement. Your candor will help to 
assure a balanced and accurate portrayal of your circumstances and prospects. 
You should feel free to ask your interviewer how information developed during 
the discussion will be treated and to explain the ways in which assessment 
reports are prepared. 

If you have any questions, please contact the Advancement Program at (202) 
682-5436 . While the number of organizations which can be accepted into 
Advancement will be limited, we hope that you will find this stage of the 
review process helpful. We wish you continued success with your important 
programs over the coming months. 

Sincerely, 

Jeanne B. Hodges 
,., 
(< 

,tCl+Lvtf. (. 

\ 

Di rector 
Cha l:lenge and Advancement 

_/ rograms 
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February 5, 1990 

Mr. Dick Bogle 
Commissioner of Public Safety 

WASHlnGT0n 
0.C. 20506 
A Federal agency advised by the 
National Council on the Arts 

The City of Portland for the 
Interstate Firehouse Cultural Center 
1220 S.W. 5th Avenue, Room 404 
Portland, OR 97204 

Dear Mr . Bogle: 

This letter is a follow up to a letter I sent last month notifying you that 
your FY 90 Advancement application had been tentatively recommended for 
further consideration. At that time, your organization's application had to 
be forwarded to the National Council on the Arts and then to the Chairman of 
the Endowment. This has now occured. 

I am pleased to inform you that the FY 90 Advancement application submitted by 
The City of Portland for the Interstate Firehouse Cultural Center has been 
officially recommended for further consideration. In the coming months, your 
organization will receive a management assessment from the University of 
Southern Maine, the independent contractor selected by the Endowment. The 
management assessment report as well as your organization's application will 
then be reviewed by an inter-disciplinary Advancement panel in April. You ~ 
will not receive final word whether or not your organization is a participant 
in the Advancement program until after the May 1990 National Council on the 
Arts meeting. 

If you have any additional questions in the meantime, please feel free to 
contact the Advancement program at 202/682-5436. 

Sincerely, 

or .­
Challenge and Advancement 

Programs 

cc: Al Jamison; Susan Busby, Project Director 



NATIONAL ENDOWMENT FOR THE ARTS 
NEWS 

For further information contact: 
Katherine Christie/Virginia Falck 
202/682-5569 tel. 

A Federal agency advised by the National Council on the Arts 
1100 Pennsylvania Avenue , N.W. 

Washington, D.C. 20506 

For Immediate Release: 

ARTS ENDOWMENT ADVANCEMENT PROGRAM 
TO ASSIST 

SO ARTS ORGANIZATIONS 

WASHINGTON, DC -- Fifty organizqtions of exceptional artistic 
merit that are striving to make administrative improvements to 
ensure their long-term stability, will receive a helping hand 
from the National Endowment for the Arts' Advancement Program. 

Announcing the arts organizations selected to participate in 
the technical assistance phase of the Advancement program, 
Endowment Chairman John Frohnmayer noted that 200 arts 
organizations have benefited from the Advancement Program in 
the past seven years. Those selected recently as new 
participants will work on long-range planning over the next 
fifteen months with technical assistance provided by the Arts 
Endowment. 

Frohnmayer said, •Many of these organizations have achieved 
widespread artistic recognition and are now balancing the 
demands of their art with those of growth. The Endowment's 
help in many instances comes at a crucial time, when these 
organizations must face problems of long work hours at low pay, 
high employee turnover and soaring costs. The Advancement 
Program is specifically designed to give them the tools for 
identifying such problems and creating solutions tailored to 
meet their individual organizational and operational needs." 

He explained that the Advancement Program is two-pronged. 
During this first, technical assistance period, the Endowment 
works with the participarits to analyze their situations and to 
develop cohesive plans for the future. Upon successful 
completion of a plan, the participants then become eligible to 
apply to the Endowment for a phase two matching grant from the 
Advancement Program to help implement it. 

MORE ... 
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Of the fifty organizations selected for the Program, seven will 
benefit from the shorter duration Target Technical Assistance effort 
under which the Endowment assists organizations to focus on and 
solve specific areas of management need. Target Technical 
Assistance is designed to strengthen such targeted operations so 
that the organizations can better qualify for the more complex, full 
program in subsequent years. 

Jeanne Butler Hodges, Director of the Endowment's Challenge and 
Advancement Programs, said, "Willingness to explore new avenues for 
achieving a strong organizational structure is crucial to success in 
the planning phase. What makes Advancement work is that each 
organization is approached individually. Its technical assistance 
effort addresses fundraising, marketing, board and staff 
development, public relations, financial systems, programs and 
facilities needs. We look at the unique artistic mission, base of 
support, history, management and growth pattern of each organization 
as we work with them to develop a plan that will succeed over the 
long-term." 

Melanie Beene and Associates in San Francisco, CA will serve as the 
managing consultant to the Advancement Program participants over the 
fifteen month period. She explained that the technical assistance 
will include several components: regularly scheduled on-site visits 
by a regionally-based consultant; a conference which will bring all 
participants together to share information; and additional, 
individual guidance as required from specialists in such areas as 
marketing, fundraising and board development. 

The new Advancement Program participants come from seven arts 
discipline areas: Dance, Expansion Arts, Folk Arts, Literature, 
Media Arts, Opera-Musical Theater, and Visual Arts. 

Following is a complete list of the new Advancement Program and 
Target Technical Assistance participants. 

Advancement Program Phase One Participants: 

African-American Dance Ensemble 
Austin Lyric Opera 
Ballet Omaha 
Calyx, Inc. 
Capp Street Project 
Center for Exploratory and Perceptual Art 
Center for Photography at Woodstock 
Chinese American Educational and 

Cultural Center 
Cityfolk 
Coconino Center for the Arts 
Colorado Dance Festival 
Community Film Workshop of Chicago 

Durham, NC 
Austin, TX 
Omaha, NE 
Corvallis, OR 
San Francisco, CA 
Buffalo, NY 
Woodstock, NY 

Ann Arbor, MI 
Dayton, OH 
Flagstaff, AZ 
Boulder, co 
Chicago, IL 

MORE ... 
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Cresson Lake Playhouse, Inc. 
(Allegheny Highlands Regional Theater) 

Dance Bay Area 
Dance Brigade 
DanceCleveland 
David Adler Cultural Center 
Diverseworks 
Foundation for Art in Cinema/ 

San Francisco Cinematheque 
Friends of Olympia Station/ 

Tandy Beal & Company 
Friends of Puerto Rico, Inc./ 

Museum of Contemporary Hispanic Art 
Hostos Community Advisory Council/ 

Hostos Culture and Arts Program 
Houston Center for Photography 
H.T. Dance Company/Chen and Dancers 
Interstate Firehouse Cultural Center 
Jomandi Productions, Inc. 
Lime Kiln Arts 
Mexican Museum 
Muntu Dance Theatre 
National Asian American 

Telecommunications Association 
National Institute of Art & Disabilities 
Pittsburgh Dance Council 
Pittsburgh Filmmakers 
Pyramid Arts Center 
Small Press Distribution/ 

Serendipity Books Distribution, Inc. 
San Jose Taiko Group 
Sealaska Heritage Foundation 
Western Folklife Center 
World Music Institute 
The Writer's Voice/Y.M.C.A of Greater 

New York 
Writers & Books, Inc. 
Zenon Dance Company & School 

Target Technical Assistance Participants: 
Aljira, Inc. 
Alternate Worksite/Bemis Foundation 
American Poetry Review 
Caribbean Dance Company of the 

U.S. Virgin Islands 
Collective for Living Cinema 
Double Helix, Corporation 
Kulintang Arts, Inc. 

Ebensburg, PA 
San Francisco, CA 
Oakland, CA 
Cleveland, OH 
Libertyville, IL 
Houston, TX 

San Francisco, CA 

Santa Cruz, CA 

New York, NY 

New York, NY 
Houston, TX 
New York, NY 
Portland, OR 
Atlanta, GA 
Lexington, VA 
San Francisco, CA 
Chicago, IL 

San Francisco, CA 
Richmond, CA 
Pittsburgh, PA 
Pittsburgh, PA 
Rochester, NY 

Berkeley, CA 
San Jose, CA 
Juneau, AK 
Salt Lake City, UT 
New York, NY 

New York, NY 
Rochester, NY 
Minneapolis, MN 

Newark, NJ 
Omaha, NE 
Philadelphia, PA 

St. Croi X, VI 
New York, NY 
St. Louis, MO 
San Francisco, CA 

For further information about the Advancement Program, write 

National Endowment for the Arts 
Advancement Program, Room 617 
1100 Pennsylvania Ave., N.W. 

Washington, DC 20506 
JULY 199(' 
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IFCC 

INTERSTATE 
FIREHOUSE 
CULTURAL 
CENTER 

5340 N. Interstate Avenue 
Portland, Oregon 97217 
(503) 243-7930 
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T. Ellen Sollod · 

TO: Sue Busby, IFCC 
Felicia Dryden , CDF 

FROM: T. Ellen Sollod 

RE: Getting you started! 

DATE: August 14, 1990 

724 Belmont Place East 
Seattle, Wash i ngton 98102 
206 . 324.7644 

Enclosed you will find some materials which should help get you started and focused on 
the task before us . You will note that there are two packets prepared by The North 
Group relating to Boards and Fundraising . Let me suggest that you review them briefly 
and we can discuss them at greater length when I come for a site visit._ 

There is also a description of the planning process with a variety of items to consider as 
we embark on this venture . Finally, I have included and organizational self­
assessment questionnaire . Consider this food for thought to assist us in preparing the 
self-assessment tool next month . Do not attempt to draft answers to these questions-­
just ponder them, discuss them with other staff and selected board members. 

During our site visit, I would like to complete the organizational self-assessment, a draft 
workplan, and the letter of agreement. In preparation for this, let me suggest that you 
make a list of all the dates throughout the fall, winter and spring that may impact our 
timetable, and consider whether you will want me to conduct a board retreat. Ideally 
this will occur after we have drafted (or reviewed and reaffirmed) your organizational 
mission statement, artistic goals and objectives. Also , consider whether you wish to use 
a planning committee to complete this process and who might be the appropriate 
members (this could include board and nonboard members, staff, artists, or others 
intimately connected with the organization) . 

Currently, I am planning to arrive in Portland on the evening of Wednesday, Sept 12 
and spend all day the 13th with IFCC (Sue, this is a slight modification to our 
conversation in Washington . Please let me know if this works for you) . Depending 
upon flight schedules, I will either depart for Colorado on the evening of the 13th or 
the morning of the 14th . Felicia, I will plan to arrive in Boulder no later than noon on 
Friday and be available to work through mid-day Saturday. 

I am looking forward to our work together . If you do no already have a copy, let me 
suggest that you order NO QUICK FIX: PLANNING from FED APT in NY. You can order by 
phone 212-966-9344. This is a very simple primer on planning which describes the 
process and gives a sample work plan . It is a good place to start from . 

Take care and I' 11 see you soon . _ t 
,... 

l 
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10. GUIDELINES FOR PREPARING A MULTI-YEAR PLAN 

The Advancement Program encourages uniquely individual approaches on how you 
organize and present your Multi-Year Plan, but there are certain elements which 
should be included . 

Every plan should deal with the fundamentals: l) Purpose/Mission, 2) Population/ 
Audience / Market , 3) Program , 4) Personnel, 5) Facilities , and 6) Finances. 

For every component of the Plan, it is helpful to answer the following three 
questions -- What ') Why? How? -- as illustrated below: 

l . "What" may often be answered in a sentence or two, i.e. "We propose to 
enlarge our Board from the current twelve members to the maximum 
twenty-five permitted by our By-Laws." 

2. The answer to "why," if it is well thought out, may not take much more 
space : "Right now we do not have enough Board members to move into a 
functioning committee system for the Board, and we definitely need more 
Board help if our fundraising goals are to be met." 

3. "How" is the critical question and the most difficult to answer. How 
quickly are the additional thirteen to be added? How many to be added 
each year? How does this fit in with normal rotation of Board 
members? What are the criteria to identify qualified candidates? Who 
is going to recruit the candidates? What steps will be taken to 
integrate the "new Board members" with the historic Board members? 

Good planning is figuring out the "how," which is the difference between having a 
viable plan and a fantasy plan. In any viable plan, "what" is important, "why" 
is essential. and "how" is absolutely critical. A plan which outlines this kind 
of specific action is what excites funding prospects, especially corporate and 
foundation sources . 

Stri\·e to have your Plan elicit this reaction in a reader : "I now understand 
this organization. I know what the group wants to do. I know why they want to 
do it, and they clearly know how they are going to accomplish it. AND IT ALL 
MAKES GOOD SENSE' 

The narrative of your plan , as outlined above, will require something like 12-15 
pages. Quality is much more favored than quantity. Among other things, your 
document will include the following parts: 1) Cover page (letterhead with 
typed-in title works well). 2) Narrative . 3) Financials -- both actual and 
forecast. 4) Organization chart. 5) Excerpt from Board Minutes approving the 
Plan . The financials must be sufficiently detailed to show the income and 
expenses of all aspects of your operation . The financials should include the two 
most recently completed fiscal years, the current (budget) year, and three years 
of forecasts . Arts Endowment forms are a good model for the financials. 

Your Advancement Consultant is there to help you, but the responsibility to 
produce a viable plan is yours. The application for Phase Two of the Advancement 

· Program depends on your having developed a viable, realistic Multi-Year Plan . 
Now is the appropriate time to start work on it! Don't wait until January! 

-24-



l l. AN OUTLINE FOR STRATEGIC PLANNING 

A . WHY PLAN? 

l. Improves your organization's ability to support the creation/ 
presentation of the art. 

2. Forces you to define your organization . 

3. Creates uniformity of purpose: 

a. Among Board . 
b . Among staff. 
c. Between Board and staff. 
d . With funding sources . 
e . With audience / constituency. 

4. Develops a decision framework : 

a. Operating plan . 
b . Capital plan. 
c . Resource requirements. 
d . Budgets. 
e . Performance e\'aluation. 

5. Helps you avoid crisis management. 

6. Helps build teamwork and expertise . 

7. Sets priorities: 

a . Matches resources to opportun1t1es . 
b. Assign s responsibilities. 
c. Discourages unrealistic endeavors. 

8. Helps solve major organizational problems. 

9. Helps explain the organization to the public . 

10. Helps explain the organization to itself. 

11. Provides measures of success and failure . 

12. Helps you take greater control over the environment -- "to be a mover 
and shaker rather than shaken and moved." 

B. WHAT JS STRA TEGJC PLANNING? 

l. The process to determine where your organization is going, what it is 
going to be, and how it is going to get there . 

-25-



B. WHAT JS STRATEGIC PLANNING? (cont.) 

2. The process of making choices about : 

a . The purpose of the organization . 
b . The programs and services to be offered . 
c . How to attract the resources needed : people , money, expertise, 

space, etc . 

3. Finding "a fit" among three sets of forces : 

a . What you want to accomplish. 
b . What is needed and feasible . 
c . What you are capable of doing . 

C. PLA N \:'l NG Jl\'VOL YES : 

I . Gathering information: 

a . Ab out your organization . 
b. About the environment in which your organization operates . 

,., 
Assessing the information gathered . 

3. De,eloping strategies to deal with the situations thus revealed . 

D . TlPS FOR PLANNING : 

I . Don't be afraid to guess -- strengthen y our accuracy by handling 
projections in bit-sized pieces. 

The process is as important, if not mor e important , than the final 
d ocument. Design the process to insure th e involvement and commitment 
of key leaders. Everyone who is included in the process will "buy 
int o" the dream . 

3. Start where you are , dream into the future , and fill in how to get 
there . 

4. Create a first-cut plan as a broad overview, a general guide from 
which more detailed and short-term plans are derived . 

5. Create a planning team of five to ten people from the following : 

Executive Director 
Fiscal Director 

Also consider: 
Contributors 
Busine ss People 
Volunteers 
Representatives from 

-26-

Artistic / Program Director 
Board members 

Audience Members 
Artists 
An "Outside Wildcard" 

Corn parable Organizations 



D . TIPS FOR PLANNING (cont. ): 

6. Pro,·ide leadership : 

a. Procedure: 

J) Executive Director prepares a document to which the Board 
responds. 

2 ) Board must be given honest opportunity for input. 
3) Both parties must listen and respond . 

b. Nature : 

l ) Planning is not democratic but usually is Machiavellian. 

2 ) You only have as much power as you can gh·e away. Again, 
design the process to insure the involvement and commitment 
of key leaders . Everyone who is included in the process will 
"buy into" the dream . 

7. Gather information through : 

a . Focus groups . 
b. Board retreats. 
c. Interviews. 
d . Knowledgeable and varied Board, volunteers , and staff. 
e . Surveys. 

8. Include both planning and projecting: 

a . Projecting is the process of thinking through your group's 
objecti v es and translating them into income and expense 
projections. 

b. PIJnning is the process of working out the step-b y-step . 

9. Know that the product of planning is the process , but that the 
process also produces: 

a. 10-15 pages of narrative . 
b. Detailed budgets . 
c. A state of mind . 
d . A commitment to implement results . 

E. THE PROCESS OF PLANNING: 

I. Get Ready! 

a. Carve out the time to do it. 
b . Get top staff and Board leadership committed to the process. 
c. Determine ho~· you will utilize the consultant. 
d. Choose a planning process which fits . 
e. Choose a planning team . 

-: 7-



( 
E. THE PROCESS OF PLANNING (cont.) : 

2. Know the community and the community ' s needs: 

a . Geography. 

b . Demographics: 

C. Sociographics: 

d . Psychographics: 

e. Broader context: · 

f. Competition: 

disposable income, education, age, ethnic mix, 
mobility . 

life-styles, occupations, recreational patterns. 

state of mind . 

crime, rents, transportation, health, economy, 
recreation, technology, etc. 

for audience , funds, facilities -- are there any 
cultural needs or voids? 

Key : Don't just project your needs and desires on the community. 
Let the community tell you what it needs and will support. 

3. Determine the purpose or mission or your organization: 

a . Why should this organization exist? 

b . What business are you in? 

I) Central purpose. 
2) Peripheral purpose . 

c . What is your organization's philosophy? 

l) Artistic. 
2) Managerial. 

4. Conduct an internal audit, including: 

a . People -- Who are we? Who do we know? Who loves us? What 
can we do? 

I) Staff: quality, stability, effectiveness, numbers, 
artistic ability, and talent (be honest now!) . 

2) Audience: Who are they? What do they buy? How do they 
buy? Where do they live? How do they get to us? 

3) Funders: How many donors do we have? Why and for how long 
have they been giving? What interests them? What 
power do they have within the community? How 
loyal are they') How much can they afford to give? 

Key: 5 to 15 committed rnlunteers will raise 75-95% of the 
money your organization will col lect from 50 to 100 people. 
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THE PROCESS OF PLANNING/ Conduct an internal audit / People (cont.) 

4) Board : Are they involved? Do they care? Do they give? 
Do they work? Do they have power or access to 
power? Will they use the power they have on your 
organization's behalf? 

b . Programs and services 

l) Is the art good? 
2) Do we present the art effectively? 
3) Do we meet a true artistic need? a true community need? 
4) Are our programs / services cost effective? 
5) Are the y current / obsolete / ahead of their times? 

c. l\1oney 

I ) 
2) 
3) 
4 ) 
5) 
6) 
7) 

d . Space 

l ) 

2) 
3) 

4) 

Long- and short-term debt. 
Cash flow and cash reserves. 
Endowment. 
Restricted funds. 
Percentage of contributed vs . earned income . 
Corpora te / f ou nd a tion / government / in div id ua I support. 
Stability of funding base . 

Overall condition -- Can you live with it? Do you really 
need to move? Is it cheaper to pay higher rent than to move? 
Level of technical equipment -- artistic, office, computers. 
Location -- accessibility, image, perceived safety, audience 
travel patterns, visibility . 
Cost analysis of move if desired -- purchase price, 
construction expense, debt service, fundraising costs, 
m::i.intenance, rep::i.irs , mortg::i.ge costs, cost of equity, staff. 

e. Image -- What is the public awareness or perception of the 
organization? Consider the following : 

l) Location . 
2) Artistry (quality and consistency of work) . 
3) Audience. 
4) Confidence (strength of management). 
5) Level of activity. 
6) Reputation . 

f . \\'hat are y·our weaknesses: 

l) 
2) 
3) 
4) 
5) 

The obvious ones? 
The hidden , gnawing ones? 
What is outdated? 
\\'hat needs to be re-styled or discarded? 
\\'hat are the constraints and limitations on time, money , 
space, artists , leadership, and management? 
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( E. THE PROCESS OF PLANNING/ Conduct an internal audit (cont.) 

g. What are your strengths: 

1) What are you doing which is right? 
2) What should be maintained or expanded? 
3) What do you do better than other groups? 

h. What is your fundraising ability: 

1) How large is your donor base? 
2) How loyal are your donors? 
3) What is donor confidence in your organization? 
4) Do you have a legitimate need / case for raising money? 
5) Do you have demonstrated volunteer leadership with enough 

power, money, time, and access to effectively raise money? 
6) Do you have the staff resources needed to mount a campaign? 

1. Budget -- Develop three-year historical and current year : 

1) Operating budget. 
2) Capital budget. 
3) Cash flow analysis. 

Key: Use Arts Endowment form as a guide . 

J. Ask : What would happen if your organization went out of 
business? 

5. Study your external emironment: 

a. Macro environment: 

I) Health of the economy . 
2) The government's economic policy. 
3) Occupancy and transportation costs . 
4) Changing value of the dollar . 
5) Changing funding patterns . 
6) Higher education levels. 
7) Increased disposable income. 
8) Older audiences. 
9) Technological developments . 

l 0) Cheaper computers. 
l 1) Dropping attendance, including effect of VCR's. 

b. Micro environment: 

l) Who is the competition? 
2) What other organizations are doing the same thing? 
3) What market are they serving? How well? 
4) Who funds them and why? 
5) What is their product and how does it differ from ours? 
6) How do we compare with the competition? 
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THE PROCESS OF PLANNING (cont.) 

6 . De~·elop strategies / goals : 

a. Analyze trends in the environment: 

l) How do they effect us? 
2) How do we increase our capacity to respond? 
3) How do we lessen our exposure? 
4) What needs are surfacing? 
5) What opportunities are there for new markets and services? 
6) What is happening elsewhere that has meaning for us? 

b . What services are ·needed? 

c . What market do we intend to serve? 

l) Its size? 
2) How can it be segmented? 
3) Who are the customers and how are they attracted? 

d . \\'hy can we serve the market better than the competition? 

c. \\ 'hat resources are needed to provide the new service? 

1) Artistic vision . 
2) Board / volunteers . 
3) Staff. 
4) Space . 
5) Money . 

f . What do we do better than anyone else? 

1) Can we charge more for it? 
2) How can we capitalize on it? 
3) Is it capable of being applied in new ways and to new users? 

g. \\ 'hat changes need to made to existing: 

I) Programming? 
2) Management? 
3) Community image/support? 
4) Funding? 

h . Arc facility changes needed and what effect would they have? 

l ) 

2) 

3) 
4) 
5) 

Type of change needed -- major renovation, minor remodeling, 
refurbishment? 
How will space changes affect programs, management, community 
image / support, operating costs, financing? 
Does the community perceive the need for a new facility? 
Who will benefit? 
If you can buy, what will the effect be on staff, audience, 
artistic mission, balance sheet, operating statement? What 
will it cost to move the audience / cultivate a new audience? 
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E . THE PROCESS OF PLANNING / Develop strategies/goals (cont.): 

1. Based on the historical budget developed earlier, project forward 
three to five years: 

J ) Organization's operating budget -- dropping suspended 
programs, adding new programs, and adding debt service for 
capital expenses . 

2) Organization ' s capital budget -- adding equipment and 
technological expenses, facility expenses, and the cost of 
raising capital funds . 

F . METHODS OF PLANNING: 

I. Scenario Approach -- Quick, keeps people's interest, and helps you 

., 

focus on "big picture" issues . 

a. Develop several alternative pictures of how your organization 
might look in the future. 

b . Select the best and most appropriate elements from each scenario. 

c . Research and test the feasibility of the concepts . 

ct . RCYiew each with staff, Board, and other appropriate "experts." 

e . Finalize the plan based on additional input derived from testing 
the scenarios. 

Critical Issues Approach 

a . Using information from internal and external audit, define 
critical issues facing the organization . 

b . Prioritize those issues . 

c . Resolve each issue. 

d . Test the ability , desire, and need for your organization to deal 
with the chosen issues as a group. 

3. Goal Approach 

a . Set several goals as targets for the organization. 

b . Identify a variety of strategies for achieving each goal. 

c . Determine the best strategy to achieve each goal. 

d . Outline plans to implement the strategics. 

e . Test the viability of implementing each strategies . 
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G. PLANNING STRUCTURES: 

l. Planning teams. 
2. Board committees. 
3. Board retreats. 
4. A combination of the above . 
5. Staff wrjtes plan (Note: This is not an option). 

H. PLANNING SEQUENCES: 

I. Bo:.ird retreat over 2-3 days: 

.., 

a. Establish mission . · 
b. Review history, market , finances, programs, staff, facilities . 
c. Establish priorities. 
d . Develop strategies. 
c. After retreat, planning team writes plan for Board approval. 

One-day Board retreat / planning team : 

a . Board retreat to establish mission, review history / market / 
finances / programs / staff / facilities, and establish priorities. 

b. Planning team does homework on strategy, develops strategy, drafts 
plan . 

c. Board reviews and approves plan. 

_1. Pl:inning team / Board committee : 

a . Select team. 
b. Define approach. 
c . Hold 6 to l O three- to four-hour meetings. 
d. Report to Board at leas t four times. 
e. Staff does homework for the committee. 

I. E\'ALlJATIO~ AND IMPLEMENTATION: 

I. 

.., 

3. 

Docs your organization really have the leadership, expertise, clout, 
and money, to achieve what has been planned? 

Have you given each anticipated change a budget? timetable? 
numerical goal? 

Has each step of the implementation been clearly assigned and accepted 
by a member of the Board / staff? Have measurable results been defined? 
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NATIONAL ENDOWMENT FOR THE ARTS 
ADVANCEMENT '90/'91 

ORGANIZATIONAL SELF-ASSESSMENT 

Does everyone (governing body/staff/volunteers/constituency/ funders/public) understand 
what the purpose of your organization is? Is that mission statement available in writing? Does 
everyone understand what the artistic vision and philosphy is? Is there a written historical 
overview of the organization? 

Who provides the artistic (programmatic) leadership? Does the artistic (programmatic) 
leadership communicate the vision/direction adequately to the artists? to the governing body? to the 
staff? to volunteers? 

Is there an annual program planning process? Is the annual plan written? How is it 
communicated? How/when is it reviewed/evaluated? 
Is there a multiyear planning process in place? Is the multiyear plan written? How is it 
communicated? How/when is it reviewed/evaluated? 

How does the artistic leadership get critical feedback on what they are doing? How do they 
evaluate the work? Where/how do they seek new material? How does your organization determine 
whether your programs meet your constituent's needs? 

Do you feel your organization is doing too much programming? too little? Why? Do you 
have adequate rehearsal/preparation time? Why not? 

Do you have a system for regularly analyzing the cost-effectiveness of each program 
(production, etc.)? How is this information used in making decisions? 

How are artists treated in your organization? Is their pay scale competitive with similar 
organizations in your market area? Are they employees or independent contractors? Do they 
receive any benefits? Do they feel an ownership stake in the organization? Are there different 
categories of artistic (program) staff? Do they have input into decisionmaking? 

Does the artistic/technical staff have adequate space to create/rehearse/perform? Do they 
have adequate time? equipment? 

Who is legally the governing body of your organization? Do they understand their 
function and duties? Is there something in writing that tells them what their role is? How are 
members of the governing body recruited? oriented? utilized? evaluated? Are there terms of office? 
do they rotate? 

Are you fulfilling all the legal requirements of a nonprofit corporation? Are your bylaws 
current and used? How often does your governing body meet? Do they keep adequate written 
minutes? Do you file the appropriate state and federal tax and reporting forms (e.g.Form 990)? Do 
you pay withholding tax? 

How effective is the governing body at fulfilling its stated functions? How involved are 
they in the organization? Do they reflect the diversity ofthe community you serve? of the 
community you live in? 

Does the governing body formally review: regular financial statements? the annual budget? 
the auditor's report? the annual program review and plan? 
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Do members of the governing body: make annual cash donations? attend meetings , 
events? advocate the organization in the community? recruit new audience members (constituents)'! 
recruit new donors? 

Does the governing body hire/fire: the executive director? the artistic director? Do they 
conduct annual performance reviews? Set executive salaries? Do other staff report to the governing 
body? 

How would you characterize the relationship/communication between the governing body 
and the staff. if they are separate? 

Do other groups have input in decisionmaking? For example, artists. an advisory 
committee, or a volunteer council? What are the roles of any auxiliary groups? 

Does the governing body feel involved? informed? a sense of accomplishment? How 
effective are they at fulfilling their assigned functions? 

Does your structure of governance work for your organization? Have you tried other ways 
of doing business? 

Does the staff have written job descriptions that reflect what they actually do? Does the 
staff understand how the organizaion is structured, i.e., to whom they are responsible, and who 
does what within the organization? Do they get regular feedback on how they are doing? formal 
performance reviews? Do they have a written personnel policy? 

Who is the administrative leadership? How effective is their communication with staff? 
How effective is communication between staff members? between administrative staff and artists? 
between the governing body and artists? 

Is the staff large enough for the work that needs to be done? What is slipping? Is the staff 
trained/experienced in their specific job assignments? Are there opportunities for them to get 
additional training? to attend professional meetings? How are job openings announced? advertised? 
filled? 

How would you characterize your work environment? What, if anything, would you want 
to change? How is staff morale? 

Is the salary scale for administratie staff competitive in the marketplace for your size/type 
organization? What benefits do they receive? Do you utilize outside contractors/consultants? Do 
you have enough physical space for all your staff to work? How adequate is your office 
equipment? What else do you need? 

How are volunteers used in your organization? How do you recruit them? train them? acknowledge 
them? How effectively are they working? 

In marketing terms, what products do you have for sale? Who buys them? Who is the 
competition for similar products in the marketplace? How is your organization distinguished from 
"the competition"? 

Is your constituency all you want it to be? in size? in composition? Who would you like 
more of? 

Do you regularly (annually): 
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- track ticket sales/attendance/product sales? 
- conduct market research and analysis? 
- review pricing policy relative to the competition? 
- survey your constituency? 

Do you devise an annual strategy for increasing the sales of your product? Do you have a 
written annual plan for increasing the sales of your product? Do you know (per unit) how much 
your organization spends to sell each product? Do you know the actual number of customers 
(rather than the number of ticket sales)? Do you know your renewal rate (repeat customers)? 

Who in your organization executes the marketing functions? Are they experienced? Do 
they have enough time to do the job satisfactorily? Do you use outside consultants in this area? Is 
the budget for marketing adequate? Do community volunteers help with the sale of products? 

How do your printed materials look? Do they represent the organization's desired image? 
What would you change? How big is your mailing list? Is it maintained in-house? computerized? 
purged annually? updated regularly? 

How do you go about establishing your earned income goals/projections? How 
consistently do you meet them? 

Do you think your customers are satisfied? Do you have a mechanism for handling their 
questions/complaints? What might you do to give better customer service? 

In what other ways, does your organization relate to your community? to the general 
public? to the media? to the critics? Do you communicate a clear and consistent image? Do you 
devise an annual strategy for public relations/community outreach? Is there a written plan? Who in 
the organization executes these tasks? Are they trained/experienced in this area? Do they have help 
from outside consultants/advisors? Is the budget for public relations adequate? 

What mechanisms do you have for receiving/evaluating/responding to feedback from 
various sources? How effective are you in representing your organization to its constituencies? 
Do you have any publications? How is information communicated within the organization? Do 
people involved with your organization find out its news first through the newspaper? 

What percentage of your annual operating budget comes from contributed income? How 
do you go about setting annual fundraising goals? How consistently do you meet your budgeted 
fundraising projections? Who on staff executes development functions? Are they 
trained/experienced? Do they have input in setting the fundraising goals? Does the governing body 
have input? 

Do you devise an annual strategy for where the contributed money will come from and who 
will ask for it and when? Is this plan written? 

Who writes the grants? Is this process systematized? Is it adequate? Are the grant requests 
created/submitted with input from the artistic staff? with the awareness of the governing body? Is 
ongoing research conducted on government/foundation/corporation funders? Are you regularly 
applying to all the available sources in your area? What percentage of your annual operating budget 
comes from government sources? from foundation sources? from corporate/business sources? 

Do you do annual special events? Who produces them? What do they routinely net (as a 
percentage of total income to the event)? What percentage of your budget does this cover? What is 
the impact of producing events on the organization? How is the governing body involved? 
volunteers? 
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Do you regularly ask individuals for donations (annual fund drive)? How? How lar: 
your individual donor base? What is your renewal rate? Who does most of the asking? the ~ 
the volunteers? Are volunteers trained in making personal requests for support? How involved is 
the governing body? How do you decide who to ask? Do you do any research of potential 
individual donors?What percentage of your budget do individual gifts cover? 

What do your development materials look like? Are your grants proofread by an 
uninvolved person before sending? What sort of computer support is there for development 
functions? Are gift records and acknowledgments systematized? computerized? Is the budget for 
fundraising expenses adequate? 

How are finances managed in your organization? What parts, if any, are computerized? 
How does your annual budget get created? Who keeps the books? Are they trained/experienced? 
Does someone on the governing body have _expertise in this area? To what extent are they 
involved? Are outside consultants used? Is the financial management team adequate to the task? 
How often do you create financial reports? Are they reviewed by the governing body? How current 
are you in bookkeeping? in paying accounts payable? in collecting accounts receivable? Do you 
make cash flow projections? are they monitored regularly? Do you have any cash flow problems? 

Who signs the checks? Who is authorized to make expenditures? Are there any formalized 
cost controls? What is your current debt? long-term debt? Have you missed a payroll in the last 
year? Do you have a line of credit? How do you manage debt/debt repayment? Does your auditor 
issue a management letter? Does your governing body formally review the audit? How would you 
rate your staffs understanding of your financial system? your governing body's understanding? 

Do you have an endowment/restricted fund/cash reserve? How are they invested? Do you 
have a formal, written policy re:their use? If you have a subscription season, do you segregate 
subscription income in an escrow account? 

How many physical spaces do you use? Are they adequate for artistic staff? technical 
staff? administrative staff? volunteers? Any room for expansion? Do you have adequate storage? 
Do you maintain archival material on your company? Do you own or lease your space? How long 
is your lease for? terms? 

What image do your various facilities communicate to your constituents? What is the 
space's ambience for staff and volunteers? 

Do you have a current strategic plan in place? How is it used? What period does it cover? 
Has it been reviewed/updated annually with board and staff? 

In general, how efficient and effective is the operation of your organization? What are its 
immediate needs and priorities? Other observations? 

Date Completed: 
Participants: 
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QUESTIONS TO ASK WHEN EVALUATING THE BOARD 

Characteristics of Board Members 

A. Is there a written statement of Qualifications for Board Members? 

B. Are new members selected from an existing pool of interested and 
qualified candidates who are representatives of the community? 

C. Is there a combination of experienced and new members to guarantee 
both continuity and new thinking? 

D. Is there a specific limit on tenure of board membership? 

E. Is new leadership emerging constantly from the board and its 
committees? 

Orientation and Training of Board Members 

A. Is there a written plan of training and orientation for new 
board members: 

B. Is there a board manual outlining the duties and responsibilites 
of board membership as well as an up-to-date constitution and 
by-laws? 

Board Operation 

A. Are there regularly scheduled board meetings which begin and end 
on time? 

B. Is there adequate preparation of materials in advance of meetings 
(agendas, study documents)? 

C. Is there a simple, concise set of by-laws which provide clear 
duties for board officers and spell out the procedures by which 
the board transacts its business? 

D. Do board members regularly attend meetings and give adequate time 
to committee assignments? 

E. Does the board have working committees through which work is 
channeled with clear written assignments? 
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Board Management Systems 

A. Is the majority of board time properly spent on long-term rather 
than short-term matters (i.e. the Board stays out of the 
administrator's job)? 

B. Does the board concern itself more with the policy implications 
of a problem than the specific details of the problem? 

C. Are working relationships between the board and the administrator 
clearly defined and understood? 

D. Are committee assignments reviewed and evaluated periodically and 
regular reports of committee work made to the board? 

E. Does the board have a long-range plan and annually modify the plan 
in light of evolving community needs? 

Relevance of the Organization 

A. Are community needs received and reviewed on a regular basis? 

B. Are the programs of the organization well understood and widely 
accepted in the community? 

C. Does the community feel responsible for the success of the 
organization? 

(This material has been adapted by Halsey North from material developed 
by June Spencer, Opinion Research Associates, Inc., Madison, Wisconsin) 
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The Rights and Rituals 

of 
Fund Raising 

by Carl W. Shaver 

--- trong demand for services coupled with increasing costs for progrmns leave n1ost 
not-for-profit institutions facing significant operating deficits year in ancl year out. 
Careful expense 1nanagcn1ent is an in1portant obligation of non-profit institutions , 

but equally important is the continued delivery of vital senices. One WRY to 111eet 
necessary expenses, and avoid the deterioration of important progra1ns, is for trustees 
and n1anagement to cany out serious efforts to raise private gifts and grants, not only for 
he annual operating budget, but for capital projects and for enclow1nent. 

Comprehensive 
Financial Planning 

Most non-profit organizations, 
large or small, are fundPd from om· 
or more of four sources of income: 

se1-vicPS, and \\'ill ("!1('0llnl/-!(' gin dol­
lan; to folio\\'. 

.~ -!' lw first step in achieving 
1 I effective fund-raising results 
I , t· I ! 1s or management an< trust-

_L ees to bring into sharp focus 
all elements ofan organization's pro­
grams and acti\'ities, and in tun1 
translate this information into fi­
nancial statements clearly defining 
operating and capital needs. The 
next step is to analyze the potential 
from all sources of income, and de­
vise a thoughtful, comprehensive 
financial development plan with 
specific oqjectives and step-by-step 
procedures to obtain necessary results . 

Such a plan should pinpoint the 
organization's mission, the program 
by which th<' mission will he 
achiewcl, and the facilitit>S , pPople 
and money rwecled to carry out tlw 
program. It should providt> an esti ­
mate of total funding needs and 
· 110uld indicate the expectt>d soun·t>s 
j income as well as set forth a time 

frame within which tlw effo1i is to 
bt> accomplislwd. 

a. income from P11<lo,\,11ent or 
investments; 

b. gifts and grants from private 
sources-individuals, founda­
tions, corporations, atLxiliary 
committee activitiPs and otlwr 
special events; 

c. tax-based revenue or grants; 

d. ticket sales, admission or exhi­
bition fees, memberships.shop 
sales, fees for tuition and 
services, etc. 

Direct income for services, mer­
chandise, publications, etc. should 
be classified as ean1ed income. PrPp­
aration of a financial plan from a 
fund-raising perspective does not 
mean that earned income can he 
ignored. R'lther, clear evidence 
should be present{'d that thP organi­
zation expects to generate earned 
income at reasonable and appropri­
ate levels. Renwmhff, a dollar 
earned is a double dollar. It pays for 

"'. -:, .0 l.,,. .;., ~ • 
.J L ."\... .._i' _. 

,(!,Y \ Y •; 
•,.__ l, •I ,,;' ' .,/ - • ..,,. 
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Many people in business, 
thoughtful foundation executives, 
and major individual donors , al­
thou14h sympathetic to the needs of 
non-profit organizations, sometimes 
view their budgets skeptically. There 
is increasing insistence on the part 
or thoughtful donors to lrnow the 
whole story about an institution's 
program or services, income and ex­
penses, and financial needs. They 
want to see the impact of capital 
t-> XJH:'11<litures on operating budgets 
and they want to be in a position to 
1-(a uge the effect of new or expanded 
programs on capital needs . Tht>y 
wa!ll to see opt>rating budget pro­
jections five years ahead and 
understand the long-term impact of 

'ay's decision. An organization 
' ... ,1st be prepared to address thest> 

issues in a conerete way-armed 
with facts which will justify a favora­
ble decision on a request for funds. 

It is crucial that an organization 

. ·'.J.7- _o 
·- ,_ '-

L 
I ~ 

- :_, ! _,I ~ 

document its case for support with 
credible and complete financial 
statements. The preparation of a 
comprehensive financial develop­
ment plan, which brings into focus 
both income and expenses, is an 
essential beginning for fund-raising 
efforts. 

Planning and Projecting 
An institution ·s plan must define its 
ol~jectives; it must project expenses 
and ineome; and it must indicate the 
specific steps nect>ssary to reach 
objectives . 

There is a great difference be­
tween projecting and planning. 
Projecting suggests the process of 
thinkin.L( throu.L(h the institution ·s 
ol~jectives, and translating them into 
ineome and expense projections. 
Planning suggests the proeess of 
working out the step-by-step pro­
cedures that will produee the 
projeeted results. 

Institutions that have not 
worked out long-range plans often 
end up engaged in exercises of hope 
or fantasy. Without a thoughtful plan 
of action, few organizations can em­
bark on any kind of a fund-raising 
campaign and expect to attain the 
best results. 

Ingredients 
of Fund Raising 
There are four essential ingredients 
that go into every fund-raising effort. 
The first element is confidence i11 the 
organization ... \ prospective donor 
must have a sense of confidence that 
his or her gift will be well used. This 
confidence is generilted by how an 
organization manages its programs, 
how it managPs its finances, by the 

'1 ·: ".i 
• • • l j :_, 

n r · 1..., - ._ 

'~ ,_ i _: •' . 

t :e) 
...L 

strength and leadership of its 
board, the quality and distinl'lion 
of its staff, and by what it has done in 
the past, and eertainly by what it 
hopes to do in the future. 

The second element is the 
urgency and i111poda 11ce of lite cose 
forwhicJ1 the organizatio11 is seek­
ing support. Keep in mind that any 
request for funds is usually in com­
petition with hundreds. or possibly 
thousands of other req ut>sts. c\n or­
ganization should ask others for 
funds only after it has askt>d itself 
some important questions: Are we 
doing something important? Is it 
urgent? Is it relernnt? Tu whom? 
Does it meet a need? Does it present 
a truly new idea? Ask another ques­
tion. Is the project a toy of tht' well­
to-do, or the p1frilegt> and tht' re­
sponsibility of the t>n tire 
community? 

The third essential t'lt'nwnt is 
the develop1He11t of a co11stit 1te11c,11 
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of potential do1wrs . Most institu­
tions can identify certain potential 
contributors-trustees, nwm­
lwrship, subscribers, certain 
foundations , some corporations that 
haYe 1-(iven in the past-hut an or­
.1-(anization also 1iet•ds to de,·Plop 
definite information 011 new pros­
pects, to determi1w interest , to 
determim• gift potential, and to de­
tennine their willingness to give and 
their willingness to work. 

The fourth essential is ded1:­
cated volunteer leadership. An 
organization must have leaders who 
are committed to its success, and 
who will give the time and resources 
necessary to help achieve that suc­
cess. Fund-raising professionals 
have learned that in most major cap­
ital campaigns it is usually only five 
to fifteen truly committed leaders 
who raise 75-95 percent of the 
money. Contributions usually will 
come from less than five percent of 
an organization's constituency, and 
very frequently from somewhere 
between 50 and 100 donors. This 
means that inciting strong leader­
ship is most important. 

Fund Raising 
from the Inside 
Where does an institution find 
strong leadership? Start with the 
board of directors. There an organi­
zation may very well find the person 
who will agree to serve in a key fund­
raising position. Fund-raising lead­
ership should come from the inside. 
Cultivate those on the inside to ac­
cept this responsibility, and raising 
money from prospects outside 
the organization will become an 
easier task. 

Perhaps the most difficult fund­
, raising situation arises when there 
is an arm's length relationship be­
tween the solicitor and the prospect. 

In this situation, the prospect feels 
and considers himself to be just 
that-a prospect being solicited for 
something in which others are 
interested. 

Success in fund raising is best 
achieved when the prospect is 
brought inside the issues. Sit down 
with the prospective donor and 
quietly, meditatively, thoughtfully 
examine the problem the institution 
faces. Then jointly find a solution to 
the problem. If this is done in the 
right way, the prospect will usually 
discover in the course of the discus­
sion that part of the solution to the 
problem is his or her gift. 

The best people in the world to 
solicit prospects are the prospects 
themselves. They know better than 
anybody else how much they can 
really give. So part of fund-raising 
technique is to identify the range of 
gifts that are needed to help make 

the project succeed and to find out 
how the prospective donors flt in. As 
a prospect examines the situation, 
he or she will become committed to 
the solution of the problem. At that 
point a prospective donor will find 
that his or her gift, and possibly his 
or her leadership as well, ,,ill offer a 
solution to the problem. 

The Five Rights 
There are five rights in se(·uring sat­
isfactory gifts , and these require ,·<'1:,· 
substantial research of m1 organ iz,1-
tion 's constituency. Results in fund 
raising are achieved when the right 
person asks the right prospect for 
the right amount, for the right rea­
son, at the right time. The whole 
package of fund raisin!-( is rt>ally 
wrapped up in those flw righ ts. Tlw 
more an organization does its home­
work, anct brin,qs each of these ri.l.!hts 
into perspectivt>, the more effet•tiw 
and successful fund-raising efforts 
will be. 

The Base of Support 
We are all familiar with the old fund­
raising axiom of broadening the base 
of support. Membership drives, for 
instance, are an important part of a 
total program. But if an organization 
is going to meet all of its funding 
needs , it won't do it with twentY-five 
dollar mernberships . If an institu­
tion is going to broad, ·n its base of 
support, do it where tlw mriney is . 

Concentrate efforts on identifying 
the 50 to 100 people who can make a 
difference in the campaign. Give 
them the arithmetic and thoughtful 
back-up material to engender con­
fidence in the organization, and in 
its future . 
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Fundamentals 
of Fund Raising 
In capsule form, here are some of the 
fundamentals of successful fund 
raising: 

1. Isolated fund-raising objectives 
should be related to the organiza­
tion's whole financial plan. For 
instance, when attempting to raise a 
sum of money for a new building, 
reflect construction costs, operating 
expenses, and the impact of capital 
funds solicitation on other fund­
raising activities in the overall 
financial projections. Carry those 
projections as far ahead as the organ­
ization can reasonably see, hopefully 
five years. 

Win the donor's confidence by 
showing him or her that the organi­
zation has thought through the 
whole financial development pic­
,mre-that it knows what operating 
and capital funding requirements 

are likely to be three to five years 
ahead. Tell the whole story, in 
writing. 

2. The larger the goal, the smaller 
the key steering committee should 
be. If the organization needs to raise 
a lot of money, enlist a few key men 
and women to assume the leader­
ship and responsibility. This is one 
technique that will bring success. As 
mentioned before, chances are that 
five to fifteen people will raise 75-95 
percent of the money from 50-100 
donors. This would give each mem­
ber of a committee of 15 a list of five 
or six prospective donors each to 
contact. Three to seven people on the 
committee are likely to raise most of 
the money. 

Campaigns are made and bro­
ken in terms of having a small 
effective committee. And as the size 
of the objective goes up, boil the 
committee down to the really key 
people who can and will be effective . 

3. The size of the gift is directly 
related to the size ofa valid objeC'tive. 
In other words, if an organization 
has a $100,000 goal for a progrnm, it 
can reasonably expect that its pros­
pects will give at a certain level. 
People have a way of wanting to do 
their fair share if presented with 
valid campaign objectives. I used the 
word "valid" because if the valid 
campaign objective is $1 million in­
stead of $100,000, prospects may 
very well be giving 10 times as much. 

We know of one situation where 
the objective went from $4 million 
to $10 million based on a study 
which demonstrnted that the organi­
zation had a valid objective. Five 
people sittiug on the committee at 
the inception of the campaign had 
already made up their minds \\'hat 
they were going to give towards the 
$4 million goal. One person \\'as 
going to give $250,000, anotlwr per-

son agreed to match him, a third \\'as 
going to give $100,000 and the other 
two were going to giw $50,000 apiece . 

When the consultant ca me hack 
to them with hard arithmetic pro­
jecting the needs over a flw-year 
period, the valid ob_jectin:' _jum1wd 
from $4 million to $10 million . What 
happened to the giving"? Tlw person 
who was going to gin' $250,000 de­
cided that she and her family would 
give $1 million. ,\nother person \\'ho 
had previously agre!:'d to gin• 
$250,000 went up to Sl million . The 
third 1wrson pledged $500.000 and 
tlw other two gaw $250,000 apie('e . 

Now the resources were there all 
the time. The donors all wanted to do 
their fair share. The thing that had to 
be demonstrated to them was that 
the valid objective was really $10 
million. 

4. Many people think that pre­
campaign publicity brings results. In 
general, premature announcements 
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of campaigns can be one of the great 
mistakes affecting the success of a 
fund-raising effort. Having made a 
decision in the executive offices or in 
the board room that the organization 
will enter into a campaign, don't 
immediately rush to the press. An­
nouncing that the organization is in 
dire straits and needs to immediately 
raise several million dollars is not 
the best way to begin a fund-raising 
campaign. 

First identify, and sit down with 
15 to 50 prospects who constitute an 
inside group and bring them inside 
the problem. Speak to them privately 
and then, once their key leadership 
gifts are positioned, it is fine to an­
nounce the campaign-but only 
when success is in sight. 

A successful fund-raising pro­
gram is very often described as a 
continuing series of disappoint­
ments punctuated by a few brilliant 
successes, seemingly unexpected. 
The difference between a well­
planned and implemented effort and 
an amateur one lies in the word 
"seemingly." 

, , \11 earlier version of this artidt> 
appt.•,u·pd in Afuseu.m News . 

A Gift is the Result of: 
1. Attitude-Interest-

Conviction 
2. Participation or relationship 
3. Leverage of solicitor 
4. Method of solicitation 
5. Personal Factors: Gain 

(social, economic), 
Recognition, Prestige, 
Moral Obligation 

The Size of the Gift is the 
Result of: 
1. Capacity to give (resources) 
2. Leverage of solicitor 
3. Method of solicitation 

(personal call, telephone call, 
letter, meeting) 

4. Size of valid objective for 
which gift is sought 

5. Length of payment period 
6. Tax considerations 

··-, 

Shaver's Laws of 
Fund Raising 
1. Successful fund-raising 

programs start with the 
concept of the mission. 

2. The larger the goal, the 
smaller the committee. 

3. The best time to raise money 
is before the campaign is 
announced. 

4. The size of gifts is directly 
related to the size of a valid 
objective. 

5. An isolated fund-raising objec­
tive should be related to a total 
financial development plan. 

6. Peers should solicit peers; do 
not embarrass people by as­
signing them inappropriate 
prospects. 

7. Success in raising endowment 
funds can be directly related to 
the ability to interpret the use 
of endowment income into the 
solution of problems; endow­
ment is dynamic, not static. 

8. In the long-term, success in 
raising endowment funds will 
be directly related to the suc­
cess in the management of 
endowment funds. 

9. A matching challenge grant is 
not a reason to raise funds, but 
it provides five important con­
siderations for donors: it helps 
to dramatize the need; it offers 
a stamp of approval; it provides 
incentive to give more; it pro­
vides incentive to give now; 
and it does provide funds to 
help meet the need. 
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I. WHY HAVE A BOARD OF DIRECTORS ANYWAY? 

Every nonprofit organization needs a board of directors, for two main 
reasons: (a) to register as a tax-exempt corporation and (b) to manage itself 
effectively. 

When incorporating, any requirements specific to your state can be 
determined by checking with the state Secretary of State, a lawyer familiar 
with applications for tax-exelt'4)t status (many lawyers are not), or an . 
organization which provides management support for nonprofit organizations. 
In general, state law requires that a tax-exempt organization be incorporated 
and that the corpora ti on be managed by a board of di rectors or trustees. In 
the District of Colurooia, New York and many other states, at least three 
directors are required before an organization can be recognized as a nonprofi 
tax-exempt corporation. · 

In practice nonprofit organizations often move ahead, even after incor­
poration, under the leadership of one or more persons who are not themselves 
members of the board. These leaders are normally those who have had the 
insight and initiative to begin the organization, and they are often responsi 
for its incorporation. This practice creates the illusion that these adminis 
tors are solely responsible for the organization. WDatever the illusion, les 
responsibility for the organization rests with the board of directors. 

The board may remain at three, it nay.meet only infrequently, and boarc 
rrembers may not even be aware of their legal responsibility. Nevertheless, 
as directors of a nonprofit corporation they will be responsible for the 
governance of the organization and for its adherence to state and federal la~ 
They will be expected to discharge their duties--1n the language of the New 
York state law--"in good faith and with a degree of diligence, care, and ski . 
which ordinarily prudent men would exercise under similar circumstances in 
like positions (New York Non-for-Profit Corporation Law, §717[al).• It is t r 

*Ed. note. The extent of legal responsibility for board members has in the 
been unclear. Much of the fog in this area seems to have been blown away, 
however, by Judge Gesell of the Federal District Court for the District of 
Columbia, writing in the Sibley Hospital case (Stern v. Lucy Webb Hayes Nati 
Training School for Deaconesses and Missionaries et al., 381 F. Supp. 1003 
{D.D .C. 1974]). This case raised the question whether hospital trustees cot 
be held liable for mismanagement of hospital funds because their "failure tc 
supervise permit(ted} negligent mismanagement by others to go unchecked". · 
case and its implications for board merroers are discussed fully in the "Fror 
Boardroom" section of the Harvard Business Review for Jan.-Feb. 1976 . The 1 

tral implication-seems to be that something more specific is required of tr 
than the general standard of due care, at least where management of money i 
concerned. As Charles T. Stewart says, Judge Gesell's guidelines for the 
trustees of Sibley Hospital i!T"11Y that trustees who miss meetings or pay on 
casual attention to financial reports may find themselves subject to suit b 
merooers of the organization's constituency, which for many organizations is 
large, varied group. 
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board of directors that local. ;tate. and national government agencies will 
turn to ultimately if the organization's administrators do not meet regula­
tions or reporting requirements. 

The second major reason for a board of directors is managerial: a board 
can be a powerful tool for achieving effective managerrent throughout an 
organization. Moreover, there are basic organizational functions which, in 
rrcst nonprofit organizations, ·a properly designed and managed -board is far more 
likely to perform with maximum effectiveness. These will be discussed in 
Section II. 

Il. THE DUTIES OF A BOARD OF DIRECTORS 

Many nonprofit organizations, particularly small ones, have a continuing 
concern about what it is the board is "supposed to do''. Regrettably. there 
is no permanent or complete answer to the question. The role of a board changes 
as the needs of the organization change~ what a board did two years ago may 

.not be what it is expected to do today. The problem the organization is working 
on may have changed, or the organization may have learned through its work to 
see the problem in a different way. The organization's goals and program may 
have to change to accomodate these new perceptions. Changes in staff or in 
the availability of money may also shift the focus of board members' concerns. 
A financial crisis may force the board to probe deeply into the areas of 
budgeting, cost control, and fiscal accountability; 1t may require, as well, 
active fund raising by the board to keep the organization alive and functioning. 
At other times, substantive review and evaluation of projects and programs may 
be the most important aspect of the board's work. But this, too, can be super­
ceded by the need to search for a new executive director, to improve the 
personnel system, o~ to establish a grievance procedure. 

Regardless of this variety and change of emphasis in a board's activity, 
any board of directors has certain basic duties. These duties follow from the 
organizational functions which make a board necessary. 

In most organizations the board of directors finds that the only practica1 
way to meet its ultimate responsibility for effective management of the organiz1 
tion is to delegate that responsibility to a chief executive officer and his 
or her staff. In delegating this day-to-day responsibility, however, the board 
necessarily retains certain functions which every organization needs to have 
performed: 

1) reviewing program plans and budgets; 

2) evaluating organizational effectiveness; 

3) evaluating the top administrator and selecting a new person 
for this role when necessary; 

4)' representing the public need and interest to the organization; 

5) representing the organization to the public, especially to 
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The board must retain these organizational functions for two main 
reasons. First, to do roost of these things effectively, 1t is usually an 
advantage if you can be actively comnitted to the organization's purpose but 
remain uninvolved in day-to-day program tasks. The advantage of commitment 
is obvious: without it both the motivation and the credibility needed to 
do these things well may be lacking. Freedom from program tasks is important 
both because it encourages a broader, long-range view and because it makes 
possible the objectivity necessary for review, evaluation, and representation· 
of the public interest. Ironically, the more corrmitted staff rrembers are, 
the more their involverrent i_n operations 1s likely to interfere with their 
ability to review, evaluate, and represent the public interest in relation to 
their own work. On the other hand, the corrbination of co1TTTiitment and relative 
objectivity is exactly what a nonprofit board is designed to provide. 

The second reason the board must retain these functions is just as 
fundamental as the first: because the board has delegated day-to-day 
operational responsibility to others, the board's attention to these remaining 
functions is critical. These functions become the only'way left for the board 
to meet its overall responsibilities, and so these functions become the board' 
primary duties. · · 

To avoid confusion, a point is worth emphasizing: to say that the board 
primary duties are review, evaluation, and representation is not to lessen the 
board's responsibility for long-range planning, policy-making, and even currer 
programming and budgeting, whether or not any of these has been delegated to 
some degree. But it is necessary to distinguish between those responsibilitiE 
which a board can delegate responsibly and those which it cannot. For examplE 
ideally a board would provide the major direction and initiative for long­
range planning and goal-setting. In practice, though, it is often easier for 
a well-managed staff to conceive alternative programs, develop a preferred 
option, and seek the board's approval. It is not irresponsible for a board t 
allow its staff to show such initiative in program development. Staff--chief 
executiv.e officers in particular--are often selected for just this kind of sk 
However, it would be irresponsible for a board to allow confidence in its 
staff to excuse 1t from thoroughly reviewing and evaluating what that staff c 

A. Reviewing Program and Budget 

The board reviews programning to make sure that program plans are cons· 
with the organization's purpose and goals, and that these plaris are organize1 
and detailed enough so that objectives will be met within the anticipated 111 
of resources (people, time and money). A budget is part of a complete progr 

~Plan, and so review of the budget is part of determining whether objectives 
likely to be met by the programs designed for them. Until the board has con 
sidered a program's objectives and the plans to meet them--whether proposed 
staff or by a corrmittee of the board--it is in no position to make a final 
judgment on the wisdom of the budget. The cost-effectiveness of a proposed 
program, after all, must be measured by the values placed on the expected e1 
On the other hand, it 1s far easier to propose an apparently effective prog1 
if no thought has to be given to costs; for this reason, close review of th, 
budget can provide an important guide to the thoroughness of program planni ' 
especially in making reasonable allowances for contingencies. 
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Well before plans are presented to it for review--in fact even before 
these plans are made--a board must decide what its criteria will be 1n re­
reviewing the program. It 1 s both poor management and unfair to those doing 
the planning, whether they are staff or board rrerrbers. to have plans developed 
before it is clear what standards those plans are supposed to meet. These 
criteria should be based both on an awareness of what makes good planning and 
on an up-to-date evaluation of the organization's current and future needs. 

Although the budget cannot be meaningfully reviewed except in the light 
of the program it is designed to support, it is no accident that many boards 
have tended to pay far more attention to budget than to program. The budget 
1s usually presented 1n tenT1S more difficult to dispute than the terms of a 
program plan, and a budget therefore seems easier to judge. But even if 
boards tend to concentrate on budgets in part because they seem easier to revie, 
than they are, there are nevertheless good reasons to pay a lot of attention to 
the budget in reviewing a proposed program. The budget provides a different 
kind of framework for understanding the options and priorities for the year, 
and for gauging, at least 1n a preliminary way, the likely success of program 
plans. And most important, of course. serious errors in the program budget's 
plans for income and expenses can prove devastating to organizational morale 
and effectiveness when they appear in the midst of a program already under way. 

In reviewing the budget the board will want to make sure it understands 
the significance and priority, in terms of the program plans, of major budget 

·items. The board wilt also want to be fully aware of the basis for income 
estimates, and to pay particular attention to the obligations board merrbers 

. themselves are assuming for achieving income goals. · 

The board's review of program and budget is a far rrore significant and 
substantial activity than the word "review" might imply. This is not a task 
that can be done by skimming through a sheaf of papers just to see that all 
major questions have been addressed, income and expenses balanced, attractive 
charts and schedules included, and everything giving the appearance of order 
and control. The task of the board is to find out if orderly planning and 
fiscal control exist where they appear to. This task takes time and the con­
centrated use of one's best analytical skills. 

Although logically the design of a program comes before consideration of 
the budget for that program, the tendency to plan program on an annual basis 
probably comes from the obvious advantages of workin~ with an annual budget. 
Since almost alt organizations will budget annually (even 1f they also budget 
for longer or shorter periods), the board will have to plan an annual schedule 
for (a) evaluating the success of previously approved prograrm1ing (see below); 
(b) reviewing organizational goals; (c} considering proposed programming for 
the new year; and (d) reviewing the budget. 

B. Evaluating Organizational Effectiveness 

The board's review of program and budget discussed in the previous sect 
is essenti at ly a review of planning, and therefore occurs before action has 
been ta~en on those plans. This review should always occur, however, in the 
context of an up-to-date evaluation of programs already under way or complete 
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Evaluation of the effectiveness of programs is a crucial activity for the 
board, since it is only on the basis of such an evaluation that the board 
can decide intelligently about the need for any changes in long-tenn goals 
or in the shape of programs being proposed. 

There are two kinds of evaluation, based on when they occur in relation 
to the program being evaluated. From time to time, but at least every year,· 
the board will have to evaluate the organization's overall success. This 
means examining completed programs or program periods in the light of organiz ; 
tional purpose, goals. and · the final costs of any benefits achieved. The 
point of this kind of evaluation is to rreasure the impact of what has been 
roore or less finished, to determine whether something must be done to adjust . 
long-range goals or plans. This kind of evaluation is needed to provide the 
context within which new programs will be proposed and approved. But during 
the course of any program year, the board will want to .know whether the progr 
and budget it has approved for that year are on target, that is, whether they 
are operating as expected with regard to both achievements and costs. This 
means another level -of evaluation for the board, an evaluation which is 
accomplished chiefly by seeing that each program approved includes criteria 
by which its progress tan be measured. When the board approves a program and 
budget for the year, it should specify appropriate times for reports on what 
has been done, and what income and costs have been, to date. The frequency 
of board meetings varies according to organizational needs, but one of the 
things that detenn1nes it is the need to evaluate the progress of current 
activity on the bas 1s of these "feedback" reports. 

·1he evaluation of current program activity has two functions in the 
organization. The chief e~ecutive officer and the staff need the results of 

· this evaluation more than the board does, since the evaluation is designed to 
signal the need for any immediate changes in levels or kinds of activity to 
reach current program objectives. But this evaluation in the midst of activi 
is the chief device for enabling the chief executive and other staff members 
to benefit from consultation with the board about problems that arise in 
1mplenent1ng the program. The board also benefits, however, from getting anc 
responding to feedback on current operations. This infonnation tells the 
board whether its decision to approve a program is working out as expe~ted, 
and so gives the board its own early warning signals in case it should have 
to step in to provide extra help along the way. This regular feedback also 
helps keep the board informed about organizational activity so that it does 
not have to do a major job of self-education every time it begins the annual 
process of overall evaluation, reviewing proposed programs, and budgeting. 

c. Changing Top Management 

Probably the most illl)ortant activity a board ever undertakes is the 
hiring and firing of its president or chief executive officer. Before h1r1n, 
a board must review the organization's goals and its future needs, in order 
to outline for itself and for prospective candidates the kind of leadership 
the organization requires. Even if the board establishes a small search or 
selection conmittee,• the board should keep in close touch with this c0111TI1tte 
and make the final selection itself. 
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Once the new officer is in place, the board should expect him or ~er 
to manage the organization: to create or revise the organizational str~cture, 
to hire and fire staff as necessary, and to develop the systems required to 
keep the organization running smoothly. The processes of reviewing program 
and budget and evaluating organizational effectivness will give board members 
an opportunity to judge the quality of .the management of the organization. 
Yet the board may need to ask for nnre infonnation about organizational struc­
ture and management systems, particularly when staff problems or complaints 
have come to the board's attention. Moreover, the board shou1d not hesitate 
to act when 1 t has reason to think the organization is not being managed 
effectively for the achievement of organizational goals. A strong executive 
~ay be able to save an organization from many of the problems caused by a 
weak board. But a board which allows a weak executive to continue because 
1t does not do a good job of evaluating top management's performance is dooming 
the organization to mediocrity. A board should never assume that an executive, 
once chosen, will automatically do the kind of job that relieves them from 
regular attention to theirs. The board should not interfere in day-to-day 
operations; but it must nevertheless have clear standards of performance for 
the chief executive officer, as well as a procedure for seeing that that 
performance is in fact evaluated by those standards. 

0. The Comnunity Connection: The Public Interest, Public Relations, and 
Fund Raising 

Most boards have to participate, to some degree or other, 1n fund raising. 
comnunity relations, and public relations. Unfortunately this work of the 
board is often thought of negatively, as though 1t had little to do with the 
moral purposes and respectable work of the organization. The truth is that 
the director's development role follows naturally from his or her public 
responsibility as a nonprofit director. 

The legal responsibility of the board of directors of a nonprofit organiz . 
tion fs, after all, ultimately a responsibility to the public interest, for 
it is 1n the name of the public interest that the organization seeks and is 
granted its tax-exe~t status. Thus a primary function of the board is to 
represent within the organization the interests and needs of the public at larg 
as well as of the particular constituency the organization is pledged to serve. 
This public interest function of the board 1s fulfilled partly when board mernbe 
bring to discussion of organization goals and programs their awareness of 
developing needs in the comnunity. But this awareness is of little use if the 
community 1s not aware of what the organization offers or if the organization 
lacks the funds to continue to serve its constituents. In short, it is absolut 
essential to the public's interest in the organization that the organization nc 
only be well-managed internally, but that it also be well-known in the communit 
for what it does and that 1ts reputation helps win for it additional financial 
support. 

*To say this is not to imply that staff are unconcerned with or unaware of eitl 
the gene~al public interest or the needs of their constituency. But board mem• 
bers, 1n contrast to staff, are often selected because, among other things, th1 
hold positions in the community which help the board as a whole represent the 
broad arrav of oublic intP.rPsts in thP nro~ni7~tion•~ ar.tivitv. 
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All organizations "need" more money than they have; and board members 
who can afford it should be asked to support the organization financially, 
ta ask others to supp~rt it, and to guide or at least assist in its fund­
raising activities. Some will be better than others in actual solicitation, 
and some will have rrore to give than others. But everyone can.help within 
his or her corrmunity to improve understanding of the organization's programs 
and needs. 

The creation of a climate of support is part of development and fund 
raising. The task of clarifying and enhancing an organization's image and 
outlining the help it needs is an important cormunity and public relations 
task every board merrber can help with to some degree or another. It is not 
that i nd1 vi dual boa rd nerrbers are expected to "represent" a particular 
coornuni ty or cl ientel e. However, every boa rd member needs to understand that 
he or she interacts with several co1TTT1unities in his or her recreational, 
professional, and c001Tiunity life, and that he or she can help others in those 
COITTnunities understand the work and the importance of the organization which 
the board rrenber helps govern. 

Ill. DESIGNING THE BOARD AND HELPING IT WORK 

Designing a board of directors requires an understanding of (1) the 
kinds of knowledge, skills, and experience needed on effective nonprofit 
boards; (2) the importance of rotation and tenris; (3) the value of the 
different perspectives board rrerrbers bring to deliberations at the different 
stages of their participation on the board; and (4) the kinds of corrrn1ttees 
likely to be useful in board work. Each of these concerns will be discussed 
in a separate section below. 

A. Putting Together a Good Board 

All boards need people who are knowledgeable about the substance of an 
organization's work, who understand finances, who care about developrrent and 
fund raising, who can help improve the organization's connunity and public 
relations, and who are interested in managenent and personnel questions. 
Inevitably, however, the people needed on a particular board will vary with 
the purpose and situation of the organization. In addition. to people with 
the skills and interests already listed, many organizations may need persons 
who can lend credibility to the organization by their presence, their experi 
w1 th other organizations, and their c0111Tii tmen t. Some organi zati ans wi 11 nee 
more representation of the conm.Jnity or of consumers than others. And sorre 

,organizations will need to pay more attention to the sexual make-up and to 
the adequacy of minority representation of the board. 

The requirements for various skills and qualities needed on a board c, 
best be detennined by reviewing carefully the purposes and needs of the orgi 
tion itself. Once these are sorted out, present board members can be consi< 
in tenttS of the skills and qualities they bring to the task of meeting the 
goals and needs outlined. Where there is a lack of those who represent 
credibility, the conmunity, minorities, financial expertise, etc., plans ca1 
be made to seek such people 1n the next round of board nominations. 
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In considering bqard membership, it is important not to seek only those 
who are thoroughly conversant with the field in which the organization operates 
The role of a director. as already mentioned, is to represent the public, to 
ask the questions and provide the oversight which the public has a right to 
expect--part1cularly when an organization 1s tax-exempt. It is wise, then, 
to reach out to people who bring qualities of judgment and common sense as 
well as a positive cormiitrTEnt to the organization's program. 

Many books about boards of directors provide fonnulas which can help 
managers and chainnen of boards to think about the qualities, skills, and 
experiences needed 1f a board 1s to be effective. You will find some of these 
books listed on pp. 15-16. 

B. The Tenns of Board Members 

Board members should serve tenns of no rrore than three or, at most, four 
years. A board merrber could serve for more than one term, but it is probably 
not wise for him or her to serve rrore than two consecutive tenns without at 
least one year's ab?ence from the board. It is true that some people have 
served as much as 30 years as trustees of colleges, and served successfully; 
however, for most boards the values of regularly changing membership over the 
years are important. As members work year after year without new faces and 
new energies to be conmitted to the program, a board can become fatigued and 
less effective without being aware of it. At the sarre time, a board which 
presents the same faces tenn after tenn 1s missing the opportunity to increase 
awareness and understanding of the organization by developing new connections 
within the cormun1ty. Each organization has to study its needs 1n these areas 
and to plan its board terms and method of rotation accordingly. This 1tudy 
and planning must begin with an appreciation of the different values board 
members represent to an organization at different times in their tenure on 
the board. These values are the subject of the next section. 

C. New Faces and Old Hands--the Values of Balance 

An important value of new board members is their willingness to ask 
what may be considered rather "dumb" broad questions about the policies and 
purposes of the organization. Being new to the organization, they can exerci5 
their right to ask basic questions like, "What are the policies .and purposes 
of this organization?" or "Will someone explain to me exactly what this projec 
is supposed to accomplish?" The new member can more easily say, "I don't 
really understand this program and how 1t fits into the policy of our organiz, 
tion", or "Since I don't understand the financial report, I would be very 
happy if the treasurer would pl ease go through it again in more detai 1", As 
I mentioned in Confessions of a Board Member, "the board member who asks the 
dumb questions ls one of themost valuable board members in creation". Not 
having the obligation of prior knowledge and experience, the new member feels 
free to ask questions which are on other people's minds but which older membe 
feel they no longer should be asking. Often when the question 1s posed, more 
senior people will admit that the question needs to be answered. Many senior 
members no longer ask basic questions because they have learned more about, 
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and have come to accept, much of the organi1ation's general policies and 
activities. Usually they are not impatient with the newcomer's questions, 
however, since they recognize the value of probing questions on basic issues 

Another value of new mentiers is the enthusiasm and energy which they 
can bring to a board. The assignment is new to them; they have obviously 
been challenged by the idea of serving as a board member or they would not 
have agreed to serve. They are often willing to do much of the laborious 
conmittee work which may no longer challenge some of the more experienced bo 
members. Certainly a potential board nember's willingness to work and to 
spend time on co1T1T1ittees should be probed before the person is asked to join 
not after. 

The principal value of those who have served more than two and perhap~ 
less than six years is the corrmitnent and understanding which each brings 
to the organization. They have worked together for a number of years, they 
understand how the board works, and they make good committee chainnen. The) 
often serve as officers and can be very persuasive in fund raising as they 
are usually well-infonned and articulate spokesmen. They can provide 
intelligent oversight of the organization's programs, projects, and managem1 
because they have sufficient perspective to be able to judge operations. 
These people fonn the core of comnitted workers who can help senior board 
peop 1 e ( those who have served four to eight years) guide the work of the bo, 

Those who have served roore than four or six years and are finishing 
their second terms comprise the board's senior citizens, serving as its 
menory and its history. Their value is in knowing what the organization ha 
been doing, what 1t has tried in the past, some of the successes and 
failures encountered, and the organization's relationships with other group 
and people in the same or similar fields. The experience and wisdom accumu 
1n the last years of service on the board give them balance and judgrrent ab 
new ventures. They can recall for both board and staff the original purpos 
and goats of projects and programs which may now have shifted direction anc 
changed in their rationale. Nonnally the principal officers of the organi2 
are drawn from this group. This seems wise not only because they have 
developed a familiarity with the organization's work, but also because the 
board itself has had an opportunity to judge each member's effectiveness ir 
handling corrmittee assignments and assuming responsibility for major board 
acti vi ti es. 

After about eight years, board mermers may become too familiar with 
the organization's operations. They are often fatigued with hearing about 

~ same problems over and over again, and the staff difficulties that have be 
part of the organization's history have begun to annoy them. There is a 
general lack of freshness and interest in being creative or in being suppo 
of new activities being proposed by either staff or board. 

Even when principal board personnel, including the chairman of the t 
seem to be indispensable to the work of the organization, the board and t~ 
staff owe themselves the opportunity to test that indispensability by insi 
on at least one year off the board prior to an election for a third term. 
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When I departed as chairman of a board, for example, tears were shed and 
a sense of impending loss was sincerely felt by the staff and some of the 
board; but I was rarely contacted about the affairs of that organization 
during the next year. After a year away from the board, 1t was evident that 
the board was doing very. well and that a nurrber of members had forgotten who 
the previous cha1nnan wasl 

Each board develops a style of its own, but only after members have had 
time together and been patient ~1th one another. The board 1s a governing 
body and, like all bodies, grows, changes, and learns about the use of all 
of its rrembers. Too rapid a change of members can cause disorientation and 
malfunction, but if nothing changes, then the body does not grow to rreet new 
challenges. Host important is the understanding which members develop about 
the cares, skills, and yes, even the oddities and quirks of fellow members. 
Unless board merroers take time to be together there is no :opportun1 ty for them 
to learn how to work toget~er to strengthen the board. Unless staff recognize 
the board's need to meet and discuss, from time to time, without the staff, 
board development will suffer and so will the organization. 

D. · The Size of the Board 

In Managin~ the Board of Directors (Greater New York Fund, 1975), Joseph 
Weber says that 'thegeneralexper1ence of most not-for-profit organizations 
suggests 30 to 36 as an optimum size" for a board. Weber reasons that any 
organization will require board members skilled in at least six major areas-­
administration, finance, personnel, program, public relations, and corm,unity 
relations. If each area is represented by three persons with skill in that 
area, the resulting total of 18 will leave at least 12 places for meeting the 
board's other needs. 

To a degree, Weber's view is supported by the Greater New York Fund's 
study, Board . .Q.f. Directors: A Study of Current Practices in Board Management 
and Board o1e~at1ons 1n Voluntary Hospitals, Health and Welfare Organizations 
(Oceana Pub ications,1974). In querying 219 organizations in the New York 
area, the Fund discovered that the average board had 34 merrbers. The variations 
on which the average 1s based are indicated 1n the chart below. 

No. of Board Members 11-20 21-30 31-40 41-50 51-60 

No • of Organizations 32 63 53 39 18 
. 

Despite this evidence, most nonprofit organizations (particularly those 
which are not service oriented or which don't have budgets as large as many 
hospitals and health and welfare organizations) can do with considerably fewer 
than 30. As Weber indicates, where there is a large board there must be a 
technique for detennining how the real business of the board gets done. Weber 
suggests'using a core group, perhaps an executive contnittee. However, in order 
to avoid excluding s001e part of the board from significant decisions, an 
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organization may prefer to restrict its board to 12-18 persons. Decision 
making is manageable in this size group. If additional people are needed 
for specific activities, they can becorre merrbers of an advisory committee or 
can serve on various task forces as specific needs arise. The use of 
supplementary groups serves to identify good prospective board members and 
pennits an organization to use talent for an identified purpose without 
diverting the board from its job of overall governance. 

As a general principle, nonprofit organizations, like other corporation! 
cannot be governed by massive boards. To the extent that the board exceeds 
20-25 people, alroost inevitably actual governance and tough policy decisions 
will be left to a smaller group with a maximum nurroer of 12-18. Whether or 
not there is a smaller governing group within the board, a large board will 
tend to have greater problems with attendance and full participation by all 
members. Board members always have other responsibilities, and a large board 
can lead to the feeling that there are plenty of others to do the job when on 
is too busy with other things. 

E. Basic Board Conrnittees 

Probably every nonprofit board needs to have an executive corrmittee 
which can act for the board between board meetings or in an errergency. 
Executive co111nittee responsibilities should be such that actions taken need 
to be approved at the next meeting of the board. Executive conmittees shoulc 
not be used as the general governance mechanism, unless, as suggested above, 
the board is unwieldy. If executive co1TJTiittees are so used, board co11111itment 
and involvement 1n the organization's affairs probably will be reduced. 

A budget or finance corrmittee seems to be useful on the boards of many 
organizations, since budget approval and fiscal control are necessary aspect! 
of a board's work. Financial reports need to be reviewed by those responsib' 
for over~ll governance, and the relationship between these reports and the 
organization's budget needs to be understood by the conmittee so that the 
board can be assisted 1n its decision making. It is a mistake, however, to 
separate budge't matters from program planning, review, and evaluation, since 
it 1s the non-financial program information which determines the significanc 
of budget figures. A separate finance comittee may well be called for, 
ho.1'ever, if its function is only to raise funds to meet goals set by the 
coomittee on program and budget. · 

A nominating committee is an important fixture of any board. Frequent 
~left to the last minute, nominations for the board of directors and its 
officers are extreme.ly important for the 11 fe of the board. The kinds of 
questions a nominating committee asks of a board and a staff will often fore 
greater clarity about purposes and activities and may very well suggest that 
other collTTlittees are needed to work on such areas as development, long-range 
planning, conmunity relations, etc. · A nominating cortrnittee needs to unders1 
clearly the purposes of the organization, the nature of its activities, the 
sk11 ls, qualities and experiences of the current members of the board, and 
gaps. in board membersh~p which need to be filled. Therefore the co1t111ittee 
probably should include the chief executive officer or members of the execu 
conmittee, at least as non-voting participants. 



r 

( 

-12-

Many other corm1ittees relating to the substantive work of the organiza­
tion, including long-range planning and specific program corrrnittees, can be 
-comprised of board members and others who can bring particular skills or 
1ns1ghts to the corrmittee's work. Once again, the fonnation of corrrnittees 
~1x1ng boards and outsiders provides an opportunity to evaluate individuals 
for future board menbership. Adding menbers from outside the board also 
provides an opportunity to extend the network of people involved in the 
organization's work. 

IV. BOARDS AND STAFF 

What boards don't do in an organization, the staff does. Because a 
board usually lllJSt depend on its staff for doing most of what the organization 
1s set up to do, the relationship between board and staff can detennine the 
effectiveness of, the ent1 re organization. · 

The most important element in the board/staff relationship is the 
relationship between the chairman of the board and the top management of the 
organization--1ts president or executive director. If this relationship is 
good--if there is a frank exchange of views and an openness on the part of 
each--the board/staff relationship as a whole 1s much less llkely to be 
hindered by unproductive conflicts. The chainnan should be able to balance 
staff and board judgments. While not siding only with the staff, he or she · 
should be alert to prevent capricious or arbitrary board actions. Even when 
the board is good and the staff leadership is fine, the chairman of the board 
and the executive officer must develop a good working relationship, have 
rrutual respect, and create a balance of influence between them. If they don't, 
much of the value of both staff and board can be wasted. 

Generally the kinds of problems that occur between boards and staffs 
are the result of confusion about the relations between board and staff 
responsibilities. The way to avoid confusion, and to deal with it when it 
occurs, is to think out carefully the areas of responsibility appropriate to 
both the board and the staff at that particular stage in the life of the 
organization, and not to be afraid to confront differences of opinion on this 
when they occur. A conflict patiently worked through can do much to strengther 
an organization, but a conflict ignored because of the fear of unpleas~ntness 
can only sap organizational .energy and reduce effectiveness 1n the long run. 
The following thoughts on the relations between board and staff may help your 
organization think through how it might best handle the crucial board/staff 
re\ationship. 

A. Policy 

The board of directors has final responsibility for all organizational 
polity. In practice, however, it is usually not effective for the board to 
detennine policy without the involvement of lower management levels--the sourc 
of smst of the infonnation the board needs to make its decisions. Nor is it 
effective, on the other hand, for an experienced staff to be allowed to deter­
mine policy by defining program options narrowly, suggesting that the board 
merely accept or ·reject what is proposed. This unhealthy situation will not 
- •• i-~ ... h ....... • f...M.....t h a1Prt tn it~ resoonsibilities, and particularly where 
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Whenever the board is engaged in review or revision of staff proposals, 
however, it m.ist be careful not to give 1n to the temptation to change things 
just in order to have the feeling of doing something. What staff fear--often 
with good reason--1s the tendency of a board to "stampede" in the direction of 
some suggestion or objection of a board member. The board may thus be led 
to set policy on the basis of an idea which, because it seems new or temporari 
compelling, carries a weight all out of proportion to the thought that has . 
gone into carefully designed staff proposals. A board which gives in to this 
tendency can quickly destroy much of a staff's energy and enthusiasm. There­
fore it is important for a ·board to understand that recognizing good staff wor 
(after an appropriately analytical review) is as much a contribution to 
organizational effettiveness as insisting on program or policy changes. 

The responsibility for shaping the policies of the organization will 
alroost always involve some balance of board and staff influence; generafly it 
is only in crises of leadership or finance that a board's policy responsibili1 
becomes absolutely clear and overriding. 

B. Program Evaluation · 

As with the setting of policy, evaluation must be a shared responsibili 
of both board and staff. If the board has a relatively greater objectivity 
about the programs being evaluated, the staff has most of the information the 
board needs to make an intelligent evaluation. Staff are often reluctant to 
take the time to develop the materials needed for a board evaluation, at 
least partly because they feel defensive about having their effectiveness jud 
The board can help win staff cooperation by taking care to see that evaluatio 
is a process of getting information to improve organizational decision-making 
not an occasion to make categorical judgments about people. A non-threatenin 
process of evaluation can win great enthusiasm from staffers since it provide 
an oppo·rtunity for them to learn how "outsiders" perceive what they are doing 
to see their own accomplishments 1n terms of the organization's broader purpo 
The presentation or review of evaluation material at a board meeting is also 
an excellent opportunity for staff mermers to acquaint or even excite board 
members with what staff are doing. The fears of staff about having their wor 
evaluated usually tum out to be unwarranted because board understanding and 
support 1s generally increased by a comprehensive, open discussion of the 
organization's successes and problems. 

c. "Dynamic Tension" 

All that has been said points to the complex, changing relationship be 
boards and staffs. As Conrad and Glenn illustrated vividly in The Effective 
Voluntary Board of Directors, the relationship between staff anTToard is 
"a delicate balance'' which requires "dynamic tension". 

It is difficult for most staffs to perceive that tension is necessary 
and useful. Staff may often choose not to bring up a difficult issue if ten 
or conflict with the board seems probable. Without tension at the board 
table, boards become disinterested and indolent, and lack the col'TTTlitment whi 
leads-to participation and support. If the board is not a problem to the s1 
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if there are not issues about which staff must develop more infonnation and 
a better rationale because of board demands, 1t 1s probable that the board 
is not doing its job and that the organization will suffer over the long term. 

Some boards and many staffs would like more harmony in their relationshi~ 
but ·it 1s exactly when .a sense of hanrony and the lack of tension are roost 
apparent that an organization may be imperiled. No matter how prosperous the 
organization or how effective 1 ts programs. the future of the organization is 
jeopardized when the staff has a following, passive board which always agrees 
or, conversely, when a board dominates and controls the staff. When either 
situation occurs, the board needs to force a review of both staff and board 
to see what has gone wrong. 

To sum up, a board can and must help the organization if the organizatio, 
is to survive. Board ment>ers must ask questions, informed and uninfonned; 
they must become interested and conrnitted; they must participate and support. 
lf not, the inevitable crises of nonprofit life will occur more and more 
frequently and rr.ay not be weathered. Staff must be responsive to the board, 
listen carefully to the views of those who are selected to govern, answer 
their questions, and open up discussion, even at some risk to the staff ' s own 
idea of what policies and programs are "absolutely necessary". 

A board is not a simple mechanism, to be kept running smoothly by an 
occasional oiling. On the contrary, it is a complex organism, requiring care 
and nurture to make 1t effective. With the variety of organizations, purpose~ 
and people, 1t 1s not easy to say just how much attention to pay to the board 
Too much concern for the board, and an organization can lose some of its 
sharpness, its ability to focus clearly on meeting the needs of constituents. 
Too little concern, on the other hand, and the organization runs a double risl 
1t may lose valuable support and guidance, and it may find itself being direc 
casually, without knowledge or co1Ttnitment. Finding the right balance is 
difficult, but it 1s worth the effort for the effectiveness of your organizat 
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T. Ellen Sollod 

September 19. 1990 

Sue Busby 
IFCC 
PO Box 17569 
5340 N. Interstate Avenue 
Portland, OR 97217 

Dear Sue: 

724 Belmont Place East 
Seattle , Washington 98102 
206 . 324.7644 

Enclosed is a Letter of Agreement for your signature and Sheryl's. Please note that it 
references the work plan that we drafted last week . You must complete that work plan, 
have it initialed by Sheryl, sign the enclosed letter and return both to me for my 
signature and forwarding to Melanie Beene. Please note that it is due to Melanie by 
September 30. If need be, please express mail it to me, so that we may meet the deadline . 

I am also enclosing for you a copy of the self assessment that we completed during my 
recent trip . 

Would a site visit on Saturday, October 6 work as well for you and Judy as October 8 to 
work on the artistic plan . If your schedule could accommodate this change, it would be 
very helpful to me. You may need to revise material in preparation of the Board retreat 
and I could well use the additional time for preparation as well. Also, I would like to 
receive from you as soon as possible a complete and current list of Board members, 
including affiliations and phone numbers, so that I may call them prior to the retreat. 
Finally, I need to know whether, the October 12-13 or the 26-27th is the preferred date 
for the retreat. (My gut feeling is that the latter date would be better because it would 
allow more prep time .) We should have a brief session with the Board Planning 
Committee during my next visit to review and agree upon the Retreat Agenda. 

Let me hear from you soon. 

Be well! 

f!lu 
T. Ellen Sollod 
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LETTER OF AGREEMENT 

This Letter of Agreement between Advancement Consultant T. Ellen Sollod and the 
Interstate Firehouse Cultural Center (IFCC) outlines the terms and scope of consultant 
services to be provided and the obligations and commitments of the IFCC with respect to 
NEA Advancement Phase One. 

As Advancement Consultant to IFCC, T. Ellen Sollod agrees to work with IFCC in the 
following capacities: 

1) To facilitate a long range planning process involving the IFCC staff and 
Board of Directors and its committees; 
2) To assist the IFCC in the preparation of a multiyear plan through on-site 
consultation and off-site written and verbal critiques of the plan; 

3) To conduct a Board retreat; 
4) To identify and recommend marketing consultant(s) to assist the IFCC in 
developing a marketing plan; 
5) To assist the IFCC in developing a multiyear plan which includes these 
elements: artistic plan, financial plan, fundraising plan, marketing and 
community relations plan, governance plan, and administrative plan; 
6) To assist the IFCC in analyzing the current governance $tructure and to assist 
in charting long term governance structure; 
7) To advise the IFCC in the preparation of the NEA Advancement grant 
application, including referrals to Advancement staff for technical questions, 
through on-site consultation and off-site review of application drafts, if time 
remains in the Advancement Consultant's time allocation for the IFCC; 
8) To provide on-site consultation and off-site assistance for up to 17 days (less 
days allocated to other Advancement Consultant(s) for marketing assistance) 
through August, 1991; and 
9) To generally assist the IFCC with Advancement Program requirements. 

As a participating organization in the NEA 1990 Advancement Program, the IFCC agrees: 
1) To fulfill the requirements of the Advancement planning process as detailed 
in the work plan; 
2) To meet the interim deadlines of the multiyear planning process, including 
the submission of NEA progress reports to the NEA and the submission of drafts 
of the various sections of the plan to Ellen Sollod, as specified in the work plan; 
3) To submit materials, including plan drafts and application narrative to T. 
Ellen Sollod for off-site review in a timely fashion that allows adequate 
preparation for on-site meetings. 

The attached Work Plan provides additional detail regarding the responsibilities of IFCC 
Board and staff and Advancement Consultant, Ellen Sollod, through the Advancement 
planning phase, September 1990 through August 1991, and shall be considered an 
Addendum to this agreement. The Work Plan is subject of revision as necessary and 
reasonable. Final due dates are fixed, including submissions to Melanie Beene and 
Associates and N EA progress reports. 
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ShrylWarrei{ President 
IFCC Board of Directors 

Sue Busby, Executive Director 
IFCC 

T. Ellen Sollod 
Advancement Consultant 

Date 

Date 

Date 
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September 1990 

To: Melanie Beene & Associates 
From: IFCC 

Re: Advancement Grant Work Plan 

5340 N. Interstate Avenue 
Portland, Oregon 97217 
(503) 243-7930 

When 

9-12&13 

9-18 

9-21 

9-24 

9-26 

9-27 

9-30 

10-03 

10-0$: 

1 0-13 e O"\i t~Vv\... 
10-15 

What 

- Organizational Self-assessment 
- Work Plan Draft 
- Letter of Agreement 

Planning Session: Mission & 
Artistic Vision 

Letter of Agreement Draft to IFCC 

- Contact Marketing Volunteer 'Qd, 
Consultant 

- Mail Lt. of Agreement & Plan to Ellen 

Planning Session: Mission & 
Artistic Vision 

Planning Session: Mission & 
Artistic Vision . 

Planning Session: Articulate issues 
of IFCC/City relationship 

Mail Ltr. of Agreement & Work Plan to 
M. Beene 

Draft #1i Mission Statement, Goals & 
Objectives 

Draft #2! Mission Statement, Goals & 
Objectives ~~~AA~ 
~p~ ~ C{,-j--~---
Planning Session: FM match 

Review current By-laws & Articles, Board Job 
Descriptions, Board Committee Structure & 
Functions 

Who 

Executive Committee 
& StaffCTwiJ r<r) 

Staff 

Consultant 

Staff 

Executive Committee 
& Staff~iCJ 

Community & Staff 
(;:J-fCC) 

Governance 
Committee ---~ 

Consultant 

Staff 

Staff & Consultant 

u.A--r L6l-1,t-vv1. ~ Ca 

Fundraising Committee 

Governance Committee 
& Staff 

Showing Portland's diverse cultural communities through the arts. 
Commissioner in Charge, Dick Bogle 
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10-18 

10-26&27 

11-08 

11-15 

11-30 ' 

12-01 

12-07 

12-08 

12-13 

12-14 

12-15 

1-2,7,14 

1-1 0& 11 

1-17 

1-27 

2-01 

2-01 

2-08 

2-14 

2-28 

3-08 

3-14 

Regular Board Meeting 

Board Retreat: 
- Review & Approve Mission Draft 
- Discuss governance, roles & responsibilities 

of Board & Staff 

Draft FM match fundraising plan 

Regular Board Meeting 
- Review Fundraising Plan 

Conduct review & complete assessment 
of IFCC/City relationship 

Draft #1 Mission Statement, goals & 
objectives plus 3-yr. Programming Plan 

Site visit: Review draft in progress 

Draft #2 Mission Statement 

Regular Board Meeting 

NEA Progress Report #1 due 

Submit to consultant Draft #2 
of Mission Statement 

Develop 3 yr. Financial Projections 

Site visit: Analyze Effectiveness 
of marketing/PR & make recommendations 
Regular Board Meeting 

Draft goals, objectives and strategies 
relating to governance 

Develop multi-year fundraising plan 

Develop multi-year projections for govt., 
foundations, corporations' graBts 
Review financial systems & develop 
recommendations to monitor & project 

Regular Board Meeting 

NEA Progress Report #2 due 

Draft Fundraising Plan 

Regular Board Meeting 

IFCC page two of three 

Board & Staff 

Board, Staff & 
Consultant 

Fundraising 
Committee 

Board & Staff 

Governance 
Committee 

Staff 

Consultant & Staff 

Staff 

Board & Staff 

Staff 

Staff 

Staff 

Laurie MacDougal, 
Consultant & Staff 

Board & Staff 

Governance 
Committee 

Fundraising 
Committee 

Staff 

Finance Committee 
& Staff 

Board & Staff 

Staff 

Fundraising Committee 
& Staff 

Board & Staff 
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4-12 

4-15 

Mail Fundraising Draft to Consultant 

Develop marketing & PR plan 

IFCC page three of threE 

Staff 

Marketing Committee 
& Staff 

4-22,23,24 Assemble all aspects of Long Range Staff 
Plan & draft 

4-29 Mail Draft #1 to consultant Staff 

5-07 Board review Long Range Plan Executive Committee 
& Staff 

5-10 Draft #2 to consultant Staff 

5-16 Regular Board Meeting Board & Staff 

5-30 Receive recommendations on Draft #2 from consultant ~nns11ltant 

6-3,4,5,6,7 Finalize Draft of Plan Staff 

6-14 

6-18 

6-28 

7-04 

7-12 

8-09 

8-30 

NEA Progress Report #3 due 

Regular Board Meeting 

Mail Long Range Plan to M. Beene 

Complete Phase 11 NEA application 

Mail copy to consultant 

Mail Phase 11 Application to NEA 

Progress Report #4 to NEA 

Approved: 

Sheryl Warren, Board President 

Staff 

Board & Staff 

Staff 

Staff 

Staff 

Staff 

Staff 



( 

A 

R 

T 

s 

MANAGEMENT 
PUBLICATIONS 
FROM FEDAPT 

Introducing the first of FEDAPT's new publication series 

THE WorkPapers 1, 

RETHINKING AND RESTRUCTURING THE ARTS ORGANIZATION 

Arts professionals who are searching for appropriate or 

alternative organizational structures must read this latest 

publication. You will learn about organiza tional approach­

es that eight different performing arts groups are taking to 

reshape themselves in response to today's social and eco­

nomic environment. 

Ruby Lerner, Nello McDaniel , Cynthia Mayeda, and 

George Thorn will share their experiences and observations 

from working with arts groups all over the country. 

Our society is changing at an unprecedented rate and 

the arts are faced with serious challenges. Read for yourself 

how some of your colleagues are coping as they share their 

insights. Leaders in the field of arts management such as 

"The case for rethinking the management structure for arts 

organizations has been substantially strengthened by this 

timely new publication from FEDAPT As the long awaited 

sequel to The Challenge of Change, WorkPapers l is sure 

to be read and discussed widely." Sarah Lutman, Program 

Associate, The Bush Foundation 

ISBN # 0·9602942-7-9; 141 pgs; 6 x 9; $16.95 paper 

• THE CHALLENGE OF CHANGE 

The Challenge of Change is a collec­

tion of provocative essays that grew out 

of a FEDAPT national conference in late 

1986. A diverse array of outstanding 

thinkers openly share their thoughts on 

the changing arts environment, new 

organizational structures, revised roles 

for boards of trustees and the shifting 

needs of funding resources and audi­

ences. 

Our society is changing at unprece­

dented pace, adding pressures on and 

posing challenges to the not-for-profit 

arts field. If you are concerned about 

the future of arts in this country-then you 

must read The Challenge of Change. 
ISBN #0-9602942-6-0; 160 pgs; 6 x 9; $$14.95 paper 

• MARKET THE ARTS! 

FEDAPT and editor Joseph V Melillo 

brought together 27 top marketing ta l­

en ts for Market the Arts! Written by 

professionals for professionals, this 

book will teach you how to compete 

more effectively in the crowded mar­

ketplace using the techniques of 

America's most successful perform ing 

arts marketing experts. 

ISBN #0-9602942-4-4; 287; 81 /2 x I I; $19 95 paper 

• NO QUICK FIX (PLANNING) 

Here is a handbook to help you out of 

crisis management. It is planning made 

simple to guide your organization 

through each step in the process 

From fund ra ising to marketing, from 

human resource management to con­

struction of focilities, planning can make 

the dream a reality. Learn how to make 

your resources stretch beyond the short 

term. Learn how to formulate an effec­

tive game plan by coordinating you 

company's efforts, projecting trends, 

and turning negatives into positive. 

ISBN #0-9602942-5-2; 96 pgs; 6 x 9; $9.95 paper 

PUBLICATIONS ORDER FORM I would llke to order the following books: 

Title # x Price Ea.= Total 
NAME ___________________________ _ 

The WorkPapers l ___ x $16.95-___ _ 

TITLE O RGANIZATION _____________________ _ The Challenge of Change __ x $14.95-___ _ 

No Quick Fix (Planning) __ x $9.95-___ _ 

ADD RESS _________________________ _ 
Market the Arts! _ _ x$19.95-___ _ 

CITY/ STATE/ ZIP _______________________ _ 
Subtotal - ___ _ 

Postage - ___ _ 

DAY PHONE ________________________ _ Total-___ _ 

Postage ; Third Closs 1-3 books, add $2.00 per book; 4 or more books, add 10% of subtotal. First Class add 30% of subtotal. Make checks payable to FEDAPT 

Checks must accompany orders. No phone orders accepted. Write for discount information on orders of ten books or more. Please allow 2-3 weeks for delivery. 

Return This Form To: FEDAPT • 270 Lafayette Street • Suite 810 • New York City • New York 10012 
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PROPOSED RETR£A T AGENDA 

f I'i fay fvening 

Int!'uductions Review Evolution of the organization Whert: are \\·e today, 

Mission Statement Why do we exist'i What is our purpose over the next '5 years? 

Role of Iloard Members and Committees 

Saturday 

ISSUES OF GROWTH AND CHALLENGES FACING OUR ORGANIZATION 

--~eeds As:-essment strengths/weaknesses (whats wo1·king7 what's not ,vork,ng'il 

--f.onstituenc1es we serve: Who are the primary stakehulders'i ExternaP Internal? 
Secondary stakehoJders7 What are the most important and common 
stakeholder needs7 

Internal factors· What cunent conditions effect our growth 7 How does our cur-rent 
form of governance aid us in achieving out· goals? Does it hinder us in any 
way? What factors must be considered in modifying current form or 
structure? 

--Market and operating environment What external circumstances currently exist 
that we anticipate may effect our ability to achieve our goaJs'i' Who 1~ our 
competition in the marketplace, What are the major threats to he address~d 
in the next three to five years'i What are the major opportunities? 

-identify key organizational issues (including management and administration l 

Gnats and Objectives 

Programs and Services 

What C:onstitutes Success; 

Pr1nr1ties 

Boards Role in Developing and Implementing the Plan 

What Next'i' 
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MISSION STATEMENT 

DRAIT :rz 

Combination Staff E C Commun1ty 

The IFCC 1s a community-based arts center committed to 

creating an environment in which people of every 

ethnic/cultural background come together as artists and 

audience to explore and celebrate their diversity 
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ST A TEMF.NT OF ARTISTIC PHILOSOPHY 

fhe arts foed a human appetite for intcract10n that cannot be sat1sfwd many other 
way and must emerge in direct response to pressing needs evidenced by the 
community A community is never static . nor can the arts be As we t;tke our first 
tentative steps away from the homogenized "melting pot" to,vards a society able to 
embrace the integrity and value of many underrepresented cu1ture5- the ai-ts must lead 
the way presetving the richness of our diverse heritage. taking risks, confronting our 
growing pains, celebrating our overriding humanity and at·ticulating a vision of urhat 
we can become . 

That in essense, expresses the artistic philosophy of the IFCC, and char-acterizes the 
unifying and driving force behind the programming we develop the artists from 
t1iverse ethnic/cultural backgrounds who wo1·k here, and the equally diverse audience 
that comes to use for sustenance Profound tespect for cultural and individual 
integr·ity infuses everything ,ve do We are actively dedicated to the philosophy of 
uiclusion fostering an environment in which energy can be directed towards creating 
and cultural diffetences enhance the creative process 

We are sel'ious in our app1·eciation of both artists and audience determined to pay 
artists a fair wage for their work and to make that work available to an audience at 
affordable prices We are committed to the importance of suppporting artists 
throughout the process of creation providing resources, expertise guidance and 
training so that our artists are empowered to pursue their work, stretching the limits of 
theii vision from a secure foundation We actively seek to work with a broad range of 
developing artists as well as those with extensive professional backgrounds in the 
belief that artisLc:: of all Jevels of experience have much of value to contribute and can 
do so successfully given an environment that nurtures their efforts 

W ~ reflect the concept of inclusion 1n several other ways Our physical facility is 
accessible to all people but beyond that we are continually open to artist-generated 
proposals for projects , open to input from the community . and open to cooperative 
prQJects with other organizations 

Our artistic programming is not imposed, it grows naturally out of the needs expre~sed 
by our constituency. This committment to remaining sensitive to the needs of our 
community allows our artistic vision to encompass new possibilities as they arise 
conseqoently inspiring our staff to develop programming and sei-vices that make a 
diffe1·ence. 

Ultimately , everyone involved in IFCC activities from our Board of Directors to our 
staff, our artists. and our audience , shares the belief that the arts can and must go 
beyond mere decoration or entertainment We are committed to an artistic process that 
encourages 1•isk-t.aking and celebrates inclusion fueled by an artistic philosophy that 
seeks to illuminate the universality of the human experience through the unique 
petspectives of divetse cultures. 
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PROGRAMMING GOALS & OBJECTIVES DRAIT # l 

TO CREATE A HUMAKISTJCENVIRONM£NT WHICH SllPPORTS THE Jt\TEGRITY Of 
ARTISTS, USERS AND PATRONS 

OBJECTIVE To pay artists the prevailing wage 

OBJECTIVE To train Staff and Board to be knowledgable about the values of vanous 
cultures 

OBJECTIVE To provide administrative resources, expertise and guidance to suppnI't 
artists throughout the creative process 

2 TO REMAIN OPEN AND RESPONSIVE TO IDEAS EMANATING FROM THE COMMUNITY. 

OBJECTIVE In 1991, to conduct the ",)pen dialogue" conference to gather feedback 
on issues and concerns of ethnic/cultural artists, and provide 
information and resources for them 

OJHECTIVE To preserve space in programming schedule for rental use by 
community groups whose projects reflect the IFCC mission 

OBJECTIVE GaJlery scheduling wiJl ensure the possibility of taking advantage Clf 
unforeseen opportunities 

OBJECTIVE To solicit artist-initiated proposals through an annual "call" in the 
newsletter a.nd press releases 

3 TO FOSTER THE PARTICIPATION OF UNDERREPRESENTED ETHNIC/CULTURAL 11ROUPS 
IN THE ARTS. 

OBJECTIVE To provide regular opportunities for people of all levels of experience 
to use the arts for growth and development 

OBJECTIVE. To combine community, semi-professional and professional artists on 
projects. 

4 TO PRESERVE AND EXPLORf THE ARTISTIC TRADITIONS OF VARIOUS CULTURES 

OBJECTIVE To annually provide programming for children and youth which 
explores cultural tradition:-

OBJF.CTIVE To annua!Jy pr·ovide prugrammrng fot· adults which explores cultural 
traditions. 

( f.on tinued) 
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PROGRA:V1M1NG GOALS & OBJECTIVES PAGE TWO 

5 TO FOSTER THE NEW WORK OF ETHNIC/CULTURAL ARTISTS OR WORl'~ THATRffLECTS A 
ClT TUR AL PERSPECTIVE 

OBJECTIVE. To produce a script-reading series of new plays by ethnically and 
culturat!y diverse writers. 1 ongoing l 

OBJECTIVE To retain one programming slot per season fo1· the production of a new 
script 

OBJECTIVE (Visual arts) 

OBJECTIVE. International collaboration/exchange 

6. TO PROMOTE CROSS CULTURAL SHARING WHILE MAINTAINING CULTURAL 
INTEGRITY 

OBJECTIVE To offer an annual production season featuring diverse cuJture5: 
(ongoing) 

OBJECTIVE. To continue a collaborative producing relation.ship with at least one 
emerging company which reflects the IFCC mission 

OBJECTIVE. To offer annual gallery exhibitions featuring artists of diverse 
ethnic/cultural backgrounds . 

.. TO CREATE DIVERSE AUDIENCES 

OBJECTIVE. To continue to offer programming that is ethnically and cu1turall~ 
diverse. 

OBJECTIVE· To develop a 1992-93 producing season which features music and dance 
along with theatre. 

? OBJECfIVE. To coincide gallery openings wjth theatre schedule 

7 OBJECTIVE. To feature work in the gallery that reflects the same culture being 
presented in the theatre . 
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Agenda: 

October 15, 1990 

GOVERNANCE COMMITTEE 

1. Review - Current by-laws and articles 

Board job description , 

Board committee structure 

Board function 

1:FCc/c~ 
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IFCC 

INTERSTATE 
FIREHOUSE 
CULTURAL 
CENTER 

Oct 22, 1990 

Memo to: IFCC Board 

5340 N. Interstate Avenue 
Portland, Oregon 97217 
(503) 243-7930 

Re: 

Date: 

Board Retreat 

Friday, Oct. 26, 7-9:30pm 
Sat., Oct. 27, 9-3pm 

IFCC Staff: 
Sue Busby 
Executive Director 

Al Jamison 
City Liaison 

Judy Reckel 
Producing Director 

Roberta Wong 
Gallery Coordinator 

Henry Stack 
NWTD Liaison 

Place: 

PLEASE BRING WITR YOU: 

1) IFCC binder 

Pacific Power building 
3535 N.E. Fremont 
( 503) 282-4335 

2) $7 cash or check payable to IFCC for Sa~urday 
lunch & refreshments. 

3) Any IFCC information ·related to the NEA 
Advancement grant 

Please Note: 

Ellen Sollod, NEA consultant, will facilitate 

this retreat. Please find an aganda enclosed for 

your perusal. 

Thank you for taking the time to participate. 

Your input is very valuable and greatly appreciatea! 

Showing Portland's diverse cultural communities through the arts. 
Commissioner in Charge, Dick Bogle 
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( INTERSTATE 
FIREHOUSE 
CULTURAL 
CENTER 

5340 N. Interstate Avenue 
Portland, Oregon 97217 
(503) 243-7930 

MISSION STATEMENT 

DRAFT #2 

I I ,;J (, 

I ~{I{. ,,I 

t \ ' 
,, t11 . 
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,.. 

Combination: Staff, E.C. Community 

The IFCC is a ~ community-based 
( - .!".__, 

c u-r t::: u r al center committed to creating an 

environment in wh~ch people of every ethni 

cultural backgrounq - come 

together as artists and audience to explore 

- a Ad ~r-e-s e Fv:.G ;r;.ad it i ™' • o ree og·n r ge- un · qcre, 

cu~ tur~ l diversity . 
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Showing Portland's diverse cultural communities through the arts. 
Commissioner in Charge, Dick Bogle 



( INTERSTATE 
FIREHOUSE 
CULTURAL 
CENTER 

5340 N. Interstate Avenue 
Portland, Oregon 97217 
(503) 243-7930 

~ISSION STATEMENT 
DRAFT #1 
STAFF 

~he IFCC is a non-profit cultural center · 

committed to creating an environment 

where people of many ethnic/cultural 

backgrounds can come together as artists 

and audience to preserve their traditions, 

celebrate their unique qualities and 

explore the richness of cultural diversity 

through the visual, literary and performing 

arts. 

Showing Portland's diverse cultural communities through the arts. 
Commissioner in Charge, Dick Bogle 
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-----------IFCC 

INTERSTATE 
FIREHOUSE 
CULTURAL 
CENTER 

5340 N. Interstate Avenue 
Portland, Oregon 97217 
(503) 243-7930 

M~SSION STATEMENT 

DRAFT# 1 

Community 

The IFCC is a cultural center committed 

to creating a home where people of every 

ethnic/cultural background feel welcome 

to come together as artists and audience 

to preserJ1e traditions, celebrate unique 

qualities and explore the richness of all 

cultures, through the visual, literary and 

performing arts. 

Showing Portland's diverse cultural communities through the arts. 
Commissioner in Charge, Dick Bogle 
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INTERSTATE 
FIREHOUSE 
CULTURAL 
CENTER 

5340 N. Interstate Avenue 
Portland, Oregon 97217 
(503) 243-7930 

IFCC Staff: 
Sue Busby 
becutive Director 

Al Jamison 
City Lwson 

Terry Nelson 
Artistic Director 

Charles Tyndall 
Production Manager 

Kathy Eastman 
Gallery Coordinator 

Henry Stack 
NWTD Liaison 

Roberta Wong 
Box Office Manager 
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IFCC Staff: 
Sue Busby 
Executive Director 

Al Jamison 
City l.qison 

Terry Nelson 
Artistic Director 

Ch,ules Tynd~I 
Production Manager 

Kathy Eastman 
Gallery Coordinator 

Henry Stack 
NWID Liaison 

Roberta Wong 
Box Office Manager 
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INTERSTATE 
FIREHOUSE 
CULTURAL 
CENTER 

5340 N. Interstate Avenue 
Portland, Oregon 97217 
(503) 243-7930 

MISSION STATEMENT 
DRAFT #1 
STAFF 

The IFCC is nG-~-t cultural center 
. l-v_,'"Y\,.,....,{ . a- of 0 c 

committed to creating a "A-e..U-V-J.-r-Gnm~ nt 
I 

where people of many ethnic/cultural 
f_µl w!Lc ~ -t rJ 

backgrounds ~n come together as artists 

and audience to preserve their traditions, 

celebrate -tl=l-eir unique qualities and 

explore the richness of~~ tura P 1a-~-ty­

through the visual, literary and performing 
/ /,. I 

arts. IV J/11 f (, -(___, /_,u.(. { 17:{_ £ 1-.;;J 
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5340 N. Interstate 
Portland, OR 97217 

(503) 823-2000 

Ebard of Di.rectors 

Jeana Woolley 
President 

Sheryl M. Warren 
Vice President 

Peggy C. Ross 
Vice President 

Edith Kilbuck 
Recording Secretary 

Bernadette Artharee 
Treasurer 

Fritz Congdon 
Geneva Jones 
Peter .Vlahos 

Sue Busby 
Executive Director 

Judy Yeckel 
Producing Director 

Showcasing 
Portland's 

diverse 
cultural 

communities 
through 
the arts. 

INTERSTATE 
FIREHOUSE. 
CULTURAL 
CENTER 
October 1, 1991 

Advancement Program, NEA 
1100 Pennsylvania Ave. N.W., Rm. 617 
Washington, D.C. 20506 

Dear Ms. Benson: 

Here is progress reprot #4 for the IFCC: 

1) After meeting with the Executive Conmittee and confirming 
our direction for the sunmer, the Board took off for a month 
(July) and the IFCC staff took on an intern and proceeded 
to execute our annual Sunmerstage '91 production. 

2) Our consultant joined us for 'final remarks', etc. in 
August, at the Board meeting. With the application process 
completed, everyone felt a great sense of accomplishment. 
Staff, ccnsultant, and Board agreed to turn full effort 
toward the fundraising component. September has two events 
scheduled with full Board participation. and Staff has 
outlined grant writing assignments. 

3) The conmitment of this organization is stronger than 
ever. It is so good to have a plan written! 

Sincerely, 

Sue Busby, 
Executive Director 



5340 N. Interstate 
Portland, OR 97217 

(503) 823-2000 

Board of Directors 

Sheryl M. W arren 
President 

Jeana Woolley 
V ice President 

Ed ith Kilb u ck 
Secre tary 

Pete r Vla hos 
Treas urer 

Bern ad ette A r t ha ree 
Kathryn Bogle 
Fr i Lz Congdon 

Carol Edmo 
Geneva Jones 

Te rry "T J "Lowe 
Glo ri a McC lendon 

Ter ri Naito 
Peggy Ros s 

Sue Busby 
[xcc u live D irector 

Shuwc1si ng 
[0or t!,i nd''., 

cu lll n<1 l 
i_)]l t i·11 lllli lies 

thro ugh 
the zi r ls 

INTERSTATE 
FIREHOUSE 
CULTURAL 
CENTER 

March 5, 1991 

Advancement Program, NEA 
1100 Pennsylvania Ave. N.W., Rm. 617 
Washington, D.C. 20506 

Dear Ms. Benson: 

Here is Progress Report #2 for the IFCC. 

1) The IFCC Board and staff experienced some jet-lag 
from the holidays. Our consultant also had a busy 
schedule. So frustration was booming during most of 
this particular interim period. By the end of January, 
the communication started to flow again between all 
of us. We anticipate this next three month frame 
to be our most productive period. We feel that the 
planning process is advancing satisfactorily. 

2) 
the 
to 

Here are afew suggestions for consideration by 
Advancement Program regarding consultants assigned 

organizations in the field: 
A. Require the f i rm who gets the contract for 

hiring and assigning consultants, to have at 
least one Asian, one Black, and one Hispanic 
included in their personnel. Not necessarily 
because these cultural groups are among 
the organizations admitted to the program, 
but also because there are qualified peopl e 
from these cultural groups who should be doing 
this kind of work in the field and building 
their resumes along with their European American 
peers; 

B. Every consultant, regardless of their heritage, 
be required to take a seminar, workshop, or 
course that educates them regarding th e four 
largest ethnic groups in the U.S.and th e ir 
particular cultural mannerisms. This i n for ­
mation is relavent to the development of the otvf-f 
cultural climate in America; 

C. Consultants should be screened for the ability 
t o use dt scr,~tion in helping the client fe e l 
comfortable ~n having access to them. For example, 
our consultant is professionally very busy. I 
am OK in working with someone of this calibre, 
but I wonder if most people would adjust. 

D. Could we receive a brief state me nt from th e 
Advanceme nt Program which states th e IFCC has 
bee n a cce pted and has the pote nti a l t o 
r e c eive a grant that must b e matche d 3 t o 1 . 
We would like to attach this t o fun d ing req u e s t s. 
Obvious l y we already have thi s information 
but it is not o n one s heet of paper. 



IFCC 

INTERSTATE page 2 

FIREHOUSE 
CULTURAL 
CENTER 

5340 N. Interstate Avenue 
Portland, Oregon 97217 
(503) 243-7930 

3) Laurie McDougal, a specialist in marketing, 
met with staff and Board during January.

1 
We are 

extremely excited about the potential ofpur future 
plans as seen through marketing eyes! Laurie 
is good at her craft. We very much need the obser­
vation of an objective outsider. 

Showing Portland's diverse cultural communities through the arts. 
Commissioner in Charge, Dick Bogle 
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Sue Busby 
Interstate Firehouse Cultural Center 
5340 N. Interstate 
Portland, Oregon 97217 

Dear Sue: 

July 5, 1991 

Congratulations on being the ninth Advancement participant to complete the long range 
plan. You've done a good job here, especially under the trying circumstances your 
organization has had to cope with this year with unpredictable funding cuts! 

Your plan is well written and has a good format -- I really like the look of your new 
computer! The programming, marketing and facilities sections are strong. 

Most of my concerns center around how much increased income the organization can 
realistically raise and earn. You refer, in several places to beco~ing . self-sufficient which is 
a goal that no not-for-profit arts group can aspire to -- you will still need outside support to 
survive. It seems that your challenge will be to replace dependence on government support 
with reliance on a diversity of community sources. 

Below are some specific comments on individual sections of the plan. Both Juliana 
Grenzeback and I have read and commented on the draft itself which is enclosed. Please 
remember these are the immediate responses of outside readers, and you should 
incorporate them or not as you see fit. The plan is yours, and you are under no obligation 
to change anything that you don't want to change. 

Introductory background: This section is very good and your priorites make a lot of 
sense. I would include in here the amount and purpose of your Phase II Advancement 
request. 

Programs: Well thought-out with good detail. It was easy to read and understand -- a 
rarity that is much appreciated. 

Staff: An organizational chart with titles would be helpful. 

Governance: It is not clear enough to the reader why you are spinning off from the city 
of Portland. Do you have a choice? 

• Fundraising: These goals seem overly ambitious. There seem to be a lot of special 
events. Do you have the people power to implement them? 

Tel (415) 331 0168 
Fax. (415) 331 5865 

~t:; ~~i~geway Melan;e Beene & Assoc;ates '-a 1,alitn, CA q49(15 (., (., 
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Facilities: The way this section and the marketing/visibility goals fit together is very 
nice. It's just unclear how it gets paid for and by whom? 

Financial Management: Who will fulfill the bookkeeping functions? When you finally 
get the ToolBox that we are sending you, it should be of assistance in this area. 

Budgets: Why a deficit this year? We need to be able to see, for each year, the beginning 
and ending fund balances. Some of the items in the building maintenance subcategory are 
traditionally carried under office expense or administration, for example: telephone, 
insurance, utilities.Why do you project individual donors declining? Good budget notes. 

I'm really impressed with the job you did. With minor finetuning you have a very 
competitive plan. Let us know if you have any questions or we can assist you in any way. 

~ 
M. Melanie Beene 

cc: Ellen Sollod 



MEMO 

DATE: September 20, 1991 

TO: 1990-91 Advancement Organizations ~ 

FROM: 

RE: 

M. Melanie Beene Yf\. \-" __ · ~ / 
Consultant Evaluation r ~- ,_____, ~ 

************************************************************************ 

Now that the plans are written, the applications are in, and you can (hopefully) breathe a 
little easier, I want to ask for your assistance. We would be most appreciative if you would 
take ten minutes to fill out the enclosed Consultant Evaluation. 

In completing the evaluation we ask that you be honest and constructive. This evaluation is 
an opportunity for the 1990-91 Advancement Consultants to get feedback on their work 
this past year, as well as some suggestions as to how they might improve their work with 
other groups in the future. Your responses will be shown to the Consultants only on their 
request and only in aggregate form, i.e., they will not know the name of the group 
providing the feedback. 

Thank you for your help and candor. We continue to seek ways to improve the 
Advancement Program, and your input is important to that process. 

Tel: (415) 331 0168 
Fax: (415) 331 5865 

Suite 101 
I 505 Bridgeway 
Sausalito, CA 94965 Melanie Beene & Associates 
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NEA 1990-91 ADVANCEMENT PROGRAM 
CONSULTANT EVALUATION 

C ONlFIIIDIEN'II'TIAlL 

Name of Participant Organiz.ation: _______________ _ 

Name of Advancement Consultant: _______________ _ 

************************************************************************ 

Was this consultant a good match for your organization? Why/Why not? 

Would you recommend the consultant continue to be used in the Advancement Program? 
Why/Why not? What types of organizations would be the best match for this consultant? 

Other Comments? (Use reverse of page if necessary) 

1 



To help us make the best possible consultant/ Advancement participant matches in the 
future, would you please indicate your organization's response to the following (where 
applicable): 

Consultant's ability to work with-­
Executive Director(s) 
Artistic leadership 
Board of Directors/Volunteers 
Staff 
Other consultants 

Consultant's ability to--
Facilitate self-assessment 
Facilitate Board retreat(s) 
Guide planning process 
Provide conceptual framework 
Provide analytical tools 
Provide resource materials 
Identify and clarify issues 
Provide positive feedback 
Provide constructive criticism 
Review & comment on plan drafts 

Consultant's knowledge of-­
Discipline issues 
Program development 
Board development 
Staffing and personnel 
Fund.raising 
Marketing and P.R. 
Financial management 
Long-range planning 
Facilities management 

Excellent Satisfactory Unsatisfactory 

How would you rate the performance of Melanie Beene and Associates in managing the 
Advancement program? 

Excellent Satisfactory Unsatisfactory 

2 



Based on your experience in Phase One of Advancement, do you have any comments or 
suggestions on how the program might be improved: 

Overall Program Design 

Consultant/Client Assignment Process 

Participants Orientation 

The Special Needs Allowance 

The On-Site Consulting 

The Plan Writing 

The Phase II Application 

Other comments/suggestions for improvement (use reverse of page if necessary): 

3 



~pnsult8.tlt Nai·rative for The Interstate Fi:t·ehouse Cult'ut·a1 Cente:t· 

1. Desct'ibe the orgat1ization 's pa:rtidpa.tion in Advancement Phase I. 

The IfCC began the Advai1ceme11t proc:ess la.st f811 vtith the creation of a. Board Plat1ning 

Committee (the Executiv·e Committee served this func:tion) atid a ,~a:refu1 assessment of 

the issues and opportunities fo.cing the or·geriiza.tion. The t"y;ro full time staff members 

follov:,eJ the process through with extended a11-=j regula.r dis-:ussions over mission .. 

purpose a.nd goals. A Board retreat vlas held in O-;::tobet· at "w"hich time, anew mission 

statement W8.s appt·oved as vtere the go81s and gene1·a1 p:t·ogram di:t'ec::tions. Using this 

.x the basis_. the staff developed the p1·ogr3.mming pl81l . The Executive Committee 

revie--v:ted this plat1 at1d ma.Je comments a11d suggestions. These "ftere incorporated into 

the draft. The Executive Committee c:ontinued to be involved a11d took a 1eade:t·ship role 

in v,;;rrestling '\i•1th issues of gove1·na.1Ke a11d fundrnising. Laurie McDougall did a site 

visit in Jat1-u.-s.1·;.rto assist in the development of the m8.rteting pl8r1. As the 

.Advanc:ement Consultant, I made d,:i.y long site visits ,:i1most monthly ar1d 1:roul<l v:rot·k 

intensely i::ith staff dm·ing these times . The proc::ess involved the Bo,:11·d President 3n,:j 

1lice President in in depth <Hscrn:sions at)!Jut the future dfre,:tion of the IfCC. 

2. Cpmment on the p8.rticip;:-.r1t's long r811g:e p13..n_. induding its 8.f~proprie.teness_. 8.tld 

the org:a11ization ·s abi1it~no implement the pt='.n and their (:a.pa.-:::ity to m;:)l(e the 3 to 1 

m::1.t<::h . 

The r le.n. is 8!1 ambitious one_. one 1;rhich some might believe to be too ambitious for ;311 

:,rg:e,:niz,:..tion of this size. Ho"f.?e.ver .. in act1.i:11it'/ .. it represents 8. refinement e.nd f!x1xsed 

,::i.1)p'c,6.d1 to r•rogra.mming 1-;rhid1 ha.s, in the p,::i.St_. been diffuse. The s(:ope of 1;rort 

011nined in the le.tter yeers of the phn :m.::1y prove too a.mt,itious but s8fegu:i.t'•:Js and 

~•r!:1.:::2;:-;::es 2.re being put into pl8.(:e to e,,r;:il1.i:1te the fe::i.sibiliry of full implementation. 
:1:· 

"'•·· ,=. ,-,t••=-- =-+-. i ':' ,::. ti .-,•-1 v,,1· 11 <"Ii n,,-;'f•Y1<"r, F1 ·=· •-1'i,;::,t•t-11ll-.-' i=,1-, t-},f'j·':'.::. ,, .-,,, .::.1 .. c=.ti ,-,1-1 t,-. ·"1 1··1 ,11,1T •-iu-,•-1;,+y.~'1' t 
... 1.J. • •. • •-•.t. ;;::. '-'.J..l-u•- •.t . .L t_ .,L u ,Lil_ ._. J. - ~ •-•:::;.•-I •-•.t. .t. -• .t. • 1..••-.:..••-••-- •-•r••-• 1_. .. .&.•-• ••-• •-• ~+.l I ..£. .l, .r•J. -•J. •• 

fi}:::;.n.=:1.!~:emen t :::;nd fin,:1.nci::11 s:.rstem.s 31·e put into pi.:i(:e . The IfCC is ;:).t°ltidp,:i.tin:~: this ;3n,:j 

~:,.=.,gbni:r.:.g: ro develop these pro(:edures . '\'lhile fu.ndraising is 1ike1~vT to be (:h811eng:ing:, 

De.s-:::!'ibe the process that h::is (or h::is not ) t,een put into p1::1.(e for c::ontinuing: the 



.. . 
Bo;.s.r·d h ,.s.s move•J from o1i inform.ei1 a.dYisory (:om.m.ittee to ei. fully operei.ting unit. The 

Ex&<.u1ive Cc,m.mittee is a (:ommine,j group ofindi,lid1-i::ils 1:rho ee<:h person811y c;::11·e 

::1c:,01.1T ;:he organization. This -:::ore group's (:ontinue,:j involvement 1;rill be important for 

n-~e g!'e:i.:r- t:, m.::::.ke the tr81isition 1h;3_t 1tiil be required. The H'CC envisions utilizing 

: rter:c ,~_thening: Boa.rd mem.bers in vol"vemen t shoulJ be a priorit:,r in the Goming yea1·. 

'riiS >:i1111 be ne-:::essary to effe(:tiv-ely implement the 10th Annivers::1.ry Ye8.r envisioned 

t:-7 the orgenize.tion. 

-L I.;e~x.ribe the strengths 811-:J -:::h81le:nges th8.t you feel the p;:11'tidp8nt fa(es :3.s it enters 

h_,:jvan.:::ement Ph8.se II. 

The g:re::1test (:ha11eng:e IfCC ~till face is effectively m.a1dng: the tnmsition from 

.1. ~:c,7etn.cient t., ;3.sed oper,:i.tion 11'ith a "seJety net" to ,:i. fu11y independent ~,01 ((:) 3. The 

i=i.1 :,:- ,=!r,j i11a:i1Ke f,e.ssed 1,:i.st ye,31· .. (::::ille,;j 1•1ie::1.sure :, .. 'l':ri11 sut,stmrie11y red1.K:e their city 



At the t:,eginning: of the Adv,:111(:ement prncess, the IFCC relied on the Offke of the 

Cc,m.fui~:sioner in Che1·ge (in dt:l government) for m;:,.ny- of their t•-:1sic operating 

fu:n( UOtE_ in(lu,:jing the use of 8. -:::opier, 311 boot keeping:_. 8nd (ent!\:11 services. The 

!:•!"':~:;~n i2;3_tion h ;:;.•1 no computer_. no (opier_. e11d fe,:;;r in house systems for me11;:;_ging or 

tra . .::::Un,~: resour (es. tlhi1e the IFCC b:1.d been very su-=::a:::essfu1 in securing press 

•.over\:,.,~:e .. 1h ev h c1J not dev·eioped w.8.rteting stra.tegies .:je~t~:ne,:j to in(re;3se the 

il1Iw.t:.er ot p ,:=11.:j ;3u,jience memt•ers Through A.:j,r;:1_n-:::ement they-1/ere Bble to pur(h,:1se 

=:, ,:·:·:::::ft;-''='~ .. =:-~-ld ·i:;,crd i::,ro(:essing_. firH:1nci;3j ID.8.nagement ;:1.nd ,:Jest top publishing 

:.-:::.: ~;;·:::,.:·:::. TheT ,s1so i;rere able to a,:quire .3_ (:opier so th;3_t ma11 y- nee,::lless trips to Kintos 

,::i1,·~ r,:, • .. 1'.\' il;::.ll -;;;.rere eliminate,:l In a,Bition .. through the a:sist.:,11ce of consult:11it 

r .,=.11n i:: /.+::l!ou.g::111.. they· prep8red ;3 marl::eting p18n 1:rhi,::h in(lu,:jes (o:metic 

iT.f'!"' •:'.'.~er,~ ,=,n ts t'.:i the phy:i.:::a1 plant ,:;;,hi-::::h ;31•e de2-igned to filf;_ke. the fadlity more 

-::tT•:s •::~i~.~c:, -::.1"1. •.j inviting . Be(a.use they 31•e only no-z,;r t ,eginning the full tr::,11sition to 

r1,:, .. 1~,tuii1 ,:,t,er.s.ting status, they a.re still putting into 1>1f1.ce 1:he m.aJl.8.gement 8frj 

r : t"t?fr:: ,::sJ :::,.~~rem: rhey 1li1l nee.;:! to m..=::1.te the tr,:1.nsition . 



I:11do:.,t(i i~ ,11.lraft of my consultants narrative Please give me a call after you have 
ro·qe'Ved it to Jet me know your comments, whether you feel it accurately reflects 
1\ here you ctrt etc I am supposed to have you sign a final copy and send it on to 
,l.f.:.l3.-t•ie by July 22 Needless to say, I'm ru.n11i.ng a little late . 

.;;in ce I haven 't heard from you, I am assuming you are moving ahead on the 

.\dv,·t.ll cement Phase II application Let me know if you want me to schedule a trip to 
Pnrt!an<l or whether you would like me to review this by phone and fax I stiH have 
:.-umt time d.V..1.i1able for you and could make one more trip if you feel it would be 
necessary or helpful I cannot come the weekend of August 10 (my studio mate is 
.;et~in~ married/J J ,) 
H<ope you and [udy are getting along (J /h,--<..-;'-- FJ ~-<' /1,,R_,,_~ 

Rt:~i.1.rd:.-, 
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::::r .. :1 .• :~,s.nt H;::,;•rn.tive for The Intet·sta1e Fit'ehouse Cultur81 Cente1· 

: '.Sw .-1 :t.-c: t.he c1:r§::a11ization 's pa1·tidpa.tion in Adva11cement Ph8.se I. 

, hr=: 1 ~, ; . t,e,~· :111 ,he Adv811-:~ement :i;:-ro(ess L:1.st f.311 --vrith the -:::re::ition of a Bo,:11·<l Plcinning 

~~·1c: :,::.:::1_:;.-::.:: ::,J:.d OPf:•ortumi:ies fo.-::cing i:he org-,::i111zation. The t,;;,;ro full time staff members 

:,:1L;;e,..:i he -~,r::,.;:.ess through 1;,-ith exterde,:j a.n,:j regul,:11· ,:jis,:::ussions ov-et· mission_. 

~,nr~,o.;i=- afr:1 =~·o,:ils A Eo,:i_r,:j rerre;3t --:;1,:1.s heM in 1}~:tobe:r a.t "'1ilhid1 time, .3_ ne-z.:, missicn 

-T=-
0 =-':J.=-r_~ "'r·~: :=1.J:::-f•t'O"led ez ':'tere the goe1s a11d gener81 pt·ogr.:im dii'e(:i:ions. Using this 

--: ~l-...,-=c ~.:::.::i.:::. the. .::~.3Jf :leYe1ope,:j the pt·ogrn.mming p1811. The Executive Committee 

: -::
0.-ii:::;;;;,s,.j tLi.; ~:•1a11 a.nd ma,:le (:omments 811,j suggestions. Tl1ese were in.:~orpotate,:j into 

,:-F ,Jr,:ift .he Exe(:Utive Committee -:::onrinued to be involved at1,j tool:: ale8.dership role 

~+- ''::'t·e:TH!:.g "':rith issues of govet·nan(:e a.nd fundr;:tising. Laurie M,:::Dougs11 di,:j a site 

--:.:::11 lr .. _;.:,r .. :_:;.:,.ry tc a.ssist in the de,re10f:•men t of the m8rketing: pl811. As the 

;,. J -r,::::tr-.. er,·,c:nt Consultant_. I maJe d8.;l 1ong site visits ,:i1most monthly ,:i11d v:rouM -z.:rork 

u1renselv-z./Fll staH dut·ing these ti:mes. The process involved the Boa1·d President ;311,:j 

r:r!,-':' :;,~·er!der~t tr~ !n de-i:,th •1is.:::1_:;;:'.;::io:ns at-out the future dfre,~tion of the IFCC. 

2. :::.:.:::::.r.:t::n, en the p81'licip;311t's 1ong rn11g:e p181"1, induding its appt·opt·iateness_. ,:md 

1h,_ .. _,.,_ :~_ar1i.::.,s.tion ·s aU1ity to implement the ptm at1,j their -:::apao::-ity to n1::11~e the 3 to 1 

rn::;r,:::n 

7 !:.e ;··1 :-1·_._ •::- 211 ,::i.mt>itious one_. one vlhkh some might believe to be too ambitious for a:n 

-r;:.-.r..:.: .. tic.r. ,:,f rh1s ;;1:::e. H;:i;:;;revet·. in actu,:tlity, it re1;rese11ts e. refinemern 8fr:.J fo(:ussed 

::J,,.-L .. ::: .. -11 'tu 1- rogxa.mfiling li'rli-:::h has_. in the p8.st, been diffuse. The S(:ope of vlod=: 

•~7 ;,· F,i 1.n •liF- J,:iiter ;le-:11·s of the pt:i.n ma;t prove too ::imt:-itious but safegu:11·ds and 

;-••.-,.-·.::.::P: ·=-t·"' t:•emg pu! h:..to ph:1::::e to e7:3i1.i:1.te the feEdUlity of full im1::-leme11tation. 

~:-... 
0

, ,:.•·:~.::a.;..::.:non ·-:;;ill mo--;.re from. a. g:c,vernment-b::12ed opere.Hon to ;3_ full:r nonr,rofit.. 

~L·-~'='l'i::11•1E:Il, froui:-, t,y the se-:::on,:j ye:31· of the 1:..1811 This 1:ri11 require th8.t ad,jitiomtl 

GPfr=:!:,,:e.rr,en- ,:s_r,._j fin::inci::11 systems ,3.re put into pla-:::e. The IFCC is ;:,11tidpating this ,311<l 

r .. =-,~·1•·1:UL~: 7 -1 JBYe1::,p these pro-:::e,jures. ¥hile fundraisin,I is litely to be d1e11enging_. 

·}· .. :: :r:::c .:.: .. :.,.~i_:ies .3. unique nkhe in Fortland and enjoys sig:nifka11t fundr8ising 

0 •- ri::u ti,~.i.. I f eE:l ,.:.,:infr1en t they v:.-rn t-e aNe. to mate the Adv811-:::ement maKh. 

~·e2-··t·~t:-e the pro..::ess (h8.t has (or h,:is not) been put into pl.:ii~e for (:Otltinuing the 

i: ~::1:.n1ag ~,ro,:.ess, ,:i.nd the org.:-11ization ·s (:ommitment to it 

7hc :r,:.,:. :eel.:: tha.t thE: pl811ning p1·ocess h,:i.s helped them v:rrestle ii?ith diffr::ult issues 

7,=<>:::tt:.~· rh~ org8.tUZ8t10n t111d tl1::t.t c:ontinue.:j pl8.:nning ,31·id momtoring ii"lill t,e ne-:::essa17 

,,-. i:-•·!::-11re res;:·ons1t-1e 1m:rAementation of the pl,:1n. As 8. i'e~uit of Adv,:111c:ement.. d1e IFCC 



':.: ·-.:.· 5 l:..::..:: mo7ed from ,SD. inforw.eil a.dvisot'Y comfilittee to .s. fu11y open,.rin:~: unit. The 

:::,-.::::• .. . Tt;re •=-LSll.J.i,1eE: i.:: a ,::ommitte,j group of indi,.ri,ju:,ls i,;rho e;:1,:::h pet·sorn,11y (,:ire 

"'r,c,1.F ;n~ org·.=:,ni:,:1.r10n. This -:::ore g:ro1.1p's {:ont1nued involvement -z.:r1l1 be import811t for 
0 :·,'= :;:!·c.;;- 0

·: fD.31::e ·he u•:31·1dtion rh,3.1: 'l;ri11 be requfred. The IfCC envisions utilizing 

~.r.~:r1_;.;=,~ t,:,,:TJ ri:.tre;3.t;:; to upda.te the plan 81id evaluate their· progress. ExJ:>a.nsion 8nd 

:(t&11:=.the1ll!1'= E,08.r'•:J memt-ers in,,...oi-vement should t:,e a priot·ity in the -:~oming ye::,1·. 

· n•" -:-..... 111 t,e ne-:::ess.:,1·y ro eife(:TiYely implement the 10th Annivers,:11·y Ye,:11· envisioned 

~-~T Tt·:e l-,t'g,311iz;:1t1cn. 

-;: Le .. ;-::.ribe rhe strengths ,:md -::.J:i::;11enges tha.t you feel the p31·ti-:::ipa.nt fa...::es ::1.r it ente1·s 

,...,:jv·;:1r1.:::~menr Phase II. 

,, •• .c. :~::::·e-=-ot=-;:-r .::he11enge IfCC 'v:till face is effe(:tively making the tr::i.nsition from 

c,. ~::--:::·u::..e.r .. ;: : .• 3;::e,j ,:ii,era.tion 1-nth a "saJety nei:'' to fa fully in(jependent ~,01 (c) 3. The 

=-~i:. •=!r•li1Dfr:.e ~,az..::e,j la.st year .. (:;31le,:j 1 ... ie;3zure ;,_. 'Xri11 sut-st811ti81ly reduce their dty 

~:·.1r,,:: .. -n·, ,,v- l•-,-=i2 ~t1(1'P,:11.1ng e,:irne•.11tKome .:,nd nongovernment fundr,:,ising -r,;,•ill be 

·..-.:::t--·~·-~:1• tc' r!1Afr SU(:·:-ess. Bec;3_use they -:jo not serve an audience vlho h::e:: \he ability 

:~. ~=,~=-~ :::~;:rd::1:.a111 in,jiyidu,:;1 -::.ontrit..utions. \he.,f '?lill need to substruiti::i11yinc::re::ise 

.:.:::: 111.~:u.t.•i::1· ui iri.•:jii•i•:ju:il o:::oni:rit:•mors. The U'CC is uniquely positioned in Portl;311.::l to 

:;:ii::::::T f!'•,=tfft .:i1·ts/so(:1,:1l ser,ti-:::e ot:,je(:tives v:rhi(h -:::ru1 be ap1>ec11ing to the business 

, --::·:.S.1.!L~1:~0 F.'.::dring their p•ofile through effective m81·teting ::ind puhlk relations 

: .. :1c .:;..::.:::L:::t .::1,;;:n1ficei11tl;-' to Hus end. The greatest strength of the IfCC is thea· d8i'ity of 

L:l ••. :..uH ;:1frj i:he: s;,ed81 fu.n-:::tion they serve in the Portland a1·ts (:o:mmunity. They .31·e 

,:11·1 c,r:::·,:1.t;tz,3r10n v.rl11(h "i';.raz founded on (:ulturnl diversity· ,=,nd thei!· i•:Je,:,ls .31·e re:f1e(:ted 

't- , ►·:':'i!' p·,:·g1•::1.m:ming :i::•hi1os,:iphy. Co:t'responding to this -:::l::11·ity is ~he (ommitme:nt of 

:, .:.,:.,-,:: ;:rour of a1·tist.:: who ei1·e 8!-:::ti,lely inv-olve~j in the organiz,:i.tion. 

i .. o:o::filenr on =:;nv :m.,3nogeri81 or ::11·tistic (:hc1nges in the org8.nizahon that m-:1.y lrn.,le 

~ !~ =-·::t.:..:j the c•t·g,:i.niz8.tio:n 's ::11·tistk q1.l81i t·f or acti Yi tier. 

:::re HTC .:.:,titmues to ore1•,:1:i:e under the direGtion of their founding dire(tot·. The 

-:1.,.J<jitiu.11 of s. 1-.,r•o,:j1_i,.:.ing •:kre(:tor in the p;::1.st 18 months has strengthene-:j their in house 

pro,J1v:rions .=t1id contnt;ured to the qu.:ility of -:::omm1.mit~•l pro,'.j1xtions to --r.,rhi-:::h she 

;··•·•-·'"i•·,~::- ·=-::sis":;311<:·e ;:iJld g:uid,:111-:::e. I suspe,::/ that the IfCC is stronget' artisti<::8.llynoit 

·1: -,.nit-:·,: . ..:: .: .. t :Ls ,:,ut::et c,f h.,tv,:11Kemem. Nothing haz oc:<::urred in the orgen1zation to 

.~:::,~_,::. iveiy aife•._: its ;:,pfffatlons.. artistL:a11:l et· m,:11i,3.geria11y. 

r, ommeri1 c,r rile c:on,:jiHon of the org8nization ·s fit18!K1;"1,:11id m,:,n,:iget·i::'1 syitems at 

·~-:'.:-: egi!-.!·.ing of tedir:i-:::;:iJ ::1zsist81Ke :311,:j e.t the (ime of Pheze II e.r,r•lkation. 



. . ' 

.:.~ ,l':...=::, t.e,~:ir1.r...ir._!~: cf the Ad7an(em.em pro(ess. the IFCC relied on the Offke of the 

•=d.i:... .i:.....~~:.:.:~c{ier ~n ,:.;.1:3j'S:"e (in o:::it:l g_c(,rernm.ern) for m;3_ny cf their t,e.si(: operating 

;;_1n,::uont ,n(l1J,:j1ng the 1.i~e ,:if a (:opier .. ;:,11 boot keeping_. ;:1.nd (:entr•;:d servi-:::es. The 

•=;~• ·;::'r1::·3Ti,-•t:. }·~ad !K1 cem:1:::,uter .. no (:opier_. and fe1dn house systems for fil811;:1_g1ng c:r 

~t:s.,:1:rn:~: te.::our.:::es 'Fhile the IFCC b:1.d been very su.(:(:essful in seo:::ut·mg press 
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nATl□nAL 
En□□WmEnT 
FDR 
THE ARTS 

July 22, 1991 

Ms . Susan Busby 
Executive Director 

WASHlnGT□n 
D.C. 20506 
A Federal agency advised by the 
National Council on the Arts 

Interstate Firehouse Cultural Center 
5340 N. Interstate 
Portland, OR 97217 

Dear Ms. Busby: 

Please be advised that the Advancement Progress Report #3 
deadline was in June. As of yet we have not received your 
organization's report. 

We understand how hectic this time in the Advancement process is 
for you; however, we would appreciate receiving an update as 
soon as possible for our information and records. If you have 
any questions concerning the #3 Progress Report or Advancement, 
do not hesitate to call myself or Vickie Benson, the Program 
Specialist, at (202) 682-5436. 

Best wishes as you prepare your Phase II applications. 

Sincerely, 

\' 7 '--P · 
~ ) ~~_,-s 

taren E. Leies 
Advancement Program Assistant 



DATE: 

TO: 

FROM: 

RE: 

February 11, 1991 

Advancement Groups 

M. Melanie Beene 

Progress Report #2 

************************************************************************ 

I just want to remind you that your second progress report is due on March 1. These 
reports should be sent to the Advancement program office at the National Endowment for 
the Arts. You do not have to send us a copy of this report. This report is an 
opportunity for you to comment on your experiences in Advancement (what you like, what 
you would like to see done differently), and to give feedback directly to the program office. 

Please call me if you have any questions or concerns. 

Tel: (415) 331 0168 
fox: (415) 331 5865 

Suite IOI 
':iOS Bridgeway 
S,1usJlito, CA94965 Melanie Beene & Associates 

A R T s C 0 N s LT L T A N T s 



N - nm GROUP 

Create a Board that Works for You! 

Workshop on Recruiting and Training 
Boards of Directors 

Western Alliance of Arts Administrators 
Conference at San Diego, CA 
September 6, 1988 

Submitted by: 

The North Group Inc. 
322 West 57th Street # 31-S 
New York, New York 10019 USA 
Telephone : 212.581.1961 
Fax : 212.581.1963 



The North Group Inc. 
Board Development 

CREATE A BOARD THAT WORKS FOR YOU! 

Introduction 

I. Board members do not know how to be Board members. 

a. Little or no experience. 

b. No frame of reference. 

c. We must provide learning opportunities. 

d. We must provide training on role, responsibilities, and 
legal responsibilities. 

e. Board members do not know how to help! 

• 
• 
• 

Anger . 
Frustration . 
Inaction. 

BOARD MEMBERS USUALLY DROP AWAY FROM BOREDOM 
NOT BECAUSE THEY HAVE BEEN OVERWORKED. 

2. Create a common set of expectations to develop a truly 
effective working Board. 

3. Current expectations may be: 

a. Staff's view of the Board: 

Keep your hands off the operations! 
Just raise money! 

b. Board's view of itself: 

We are here to give advice! 

·•' . 



The North Group Inc. 
Board Development 
Page 2 

4. Old truths: 

a. No one wants to be known just for their money. 

b. If a Board is to work and give, they must feel a sense of 
ownership. 

c. Everyone wants to be a worthwhile member of a worthwhile 
organization. 

d. People's self-concepts are in part defined by the 
organizations with which they are affiliated -- we label 
ourselves. 

e. Everyone wants to be an expert. 

5. What it means to be a Board member. 

Old Belief: 

Reality: 

The Board creates policy and the staff implements 
it. 

The Board creates policy with staff help, and the 
staff implements policy with Board help." 

THINK ABOUT THE BOARD AS A COLLECTIVE MIND AND BODY. 



The North Group Inc. 
Board Development 
Page 3 

6. Legal role of the Board of Directors. 

a. A Board is a legal entity. 

b. The Board holds an organization in trust. 

c. Board members may not be passive. 

d. Board members can be sued. 

e. "Prudent man" concept. 

f. Board members are assumed to approve all actions unless 
otherwise recorded. 

g. Permanence -- the Board continues. 

h. The Board holds all legal power. 

7. Moral role of the Board. 

a. To remain informed. 

b. To be committed to the central purpose of the 
organization. 

c. To understand the budget and all its financial and 
programmatic implications. 

d. To commit time: 

• 
• 
• 

To attend Board meetings . 
To be an active committee member . 
To attend events. 

e. To subscribe, pay dues, or, in other way, become a 
"member." 

f. To give and raise money. 

g. To represent and be an advocate for the group. 

h. To think about the group in an active manner and 
integrate ones involvement in one's everyday life. 



The North Group Inc. 
Board Development 
Page 4 

THE ROLES & RESPONSIBILITIES OF 
BOARDS OF DIRECTORS 

I. Purpose: It is the job of the Board of Directors to establish, 
clarify, and modify the purpose of the organization. The Board must state 
clearly what kind of services are to be offered and it must make certain 
that this role is fulfilled. It will become necessary for the Board, at 
times, to modify the purposes and adjust the services to satisfy changing 
conditions. 

2. Planning: It is the responsibility of the Board to insure that the 
formal organization and structure is in place to accomplish the stated 
purpose. It must also make sure that all relevant laws are being adhered 
to. In addition, it is the responsibility of the Board to make certain 
that comprehensive plans are in place, charting the future of the 
organization. 

3. Resources: The Board has a major responsibility for seeing that the 
organization has the necessary funding, facilities, and staff needed to 
conduct the programs of services it has defined. This means approving 
budgets, securing money, and insuring the proper expenditure of funds. 

4. Policy Making: The Board must prescribe the conditions under which 
services will be provided as well as the basic policies for the entire 
operation of the organization. Policy making is a continuous process. As 
conditions change, policies must be revised, reformulated, and restated. 

5. Staffing: The Board is responsible for employing the executive and 
defining his/her duties and compensation. After employment, the Board 
must delegate to the executive the necessary authority to administer the 
work of the organization. The Board must evaluate, on a regular basis, 
the performance of the executive. 

6. Community Relations: The Board has major responsibility for 
interpreting the services of the agency to the community. In this 
respect, Board members are in a position to exercise considerable 
influence towards helping the community understand what the organization 
is trying to do. Conversely, the Board must represent the community 
viewpoint and make certain the organization is sensitive to and responsive 
to community needs. 
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5. Poltcy Development 5. Policy Development 

-establishes policy for board -develops policy analysis papers 
operations, fiscal management, to support board activities in 
programs and personnel. policy development. 

-develops procedures for 
implementation of policies. 

-carries out procedures. 

6. Planning 6. Planning 

-responsible for development of -staff supports board's long-
long-range pl(ns for corrrnitment range planning by projection 
of resources facilities, pro- of needs and trends. 
perty, personnel, finances, etc.) -responsible for development 
to meet the changing needs and of intermediate and short-
values of community.- range commitment of resources. 

-promotes development and improve- -these are expressed in con-
ment of services. tingency and operational plans, 

-these are expressed in a state- annual budgets, etc. 
ment of mission or purpose, goals 
and objectives. 

7. Perpetuation of the Effectiveness 7. Perpetuation of ~ Effective 
of the AgencyThrough Agency Through 

-hiring of a competent director -careful administratives and 
-orientation. and training of professional staff selection. 
board members. -orientation of staff. 

-providing good salary scale and -in-service training. 
fringe benefits for agency -supervision or coaching 
employees. -recorrmends improvements in 

-encouraging professional de- working conditions, salaries, 
velopment of staff fringes, etc., to board. 

-attendance at/and membership -membership in professional 
with state and national board associations. 
associations. 

8. Financial Management 8. Financial Management 

-reviews the annual budget to -develops annual budget to 
determine its -adequacy to meet achieve annual objectives 
goals and objectives. identified by the board. 

-actively works for public and -prepares and presents monthly 
official support of the budget. financial statements to the 

-secures funds for operation of board in a format that is 
the agency and its service easily analyzed. 
programs, exploring all possible -negotiates and researches con-
revenue sources. tracts according to procedures. 



Sample Job Description for a Board Member 

Mr. John Maxcett 
Manager of Community Affairs, WAAQ-TV 
Capital City, State 06161 

Dear John, 

It was a pleasure to see you again last Thursday. We are very excited that you have 
agreed to serve on the Board of the Rotunda Dance Company. To confirm our earlier 
conversation, I would like to outline briefly your role as a Board member. 

John, we would like you to use your considerable talents and experience in marketing to 
help the Company reach its three-year goal of expanding earned income from ticket sales 
by 50%. We ask that you chair the Marketing Committee for the next three years, develop 
the plans and strategies to reach the ticket sales income goal, coordinate your 
committee's efforts with the rest of the Board, and work with Sharon Quill on the staff, 
who will be able to commit fifteen hours each week to help implement the strategies that 
you and your committee develop. The Company's marketing budget for next year is $14,500. 

In addition to the Marketing Committee, we would like you to serve as a member of the 
Board Development and Evaluation Committee, which is responsible for determining the 
talents we need in new Board members, recruiting new Board members, evaluating the 
service of current Board members, and preparing Board job descriptions. 

We ask all Board members to: 
I) Purchase a season subscription. 
2) Attend at least five Board meetings a year. 
3) Attend at least 75% of all meetings of committees on which you serve. 
4) Help solicit at least five gifts as part of our annual fund drive. 
5) Attend the annual benefit. 
6) Give an annual gift each year commensurate with your ability to give. 
7) Act as an advocate on behalf of the Company at every opportune 

moment in your everyday life. 

We estimate that your involvement with the Rotunda Dance Company will take an average 
of about twenty hours a month to accomplish your work as Marketing Committee Chairman, 
as a member of the Board and the Development and Evaluation Committee, and as a 
volunteer on Company efforts such as the benefit and annual fund drive. 

John, we know we are asking a lot from you, but the work of the Company is important. 
We very much appreciate the contribution of time, energy, money, and enthusiasm you 
have agreed to give. We look forward to your joining us on the Board. Your special 
marketing expertise and love of dance will really help us expand the audience for the 
work of the talented choreographers in the Capital City area. Welcome to the Board. 

Sincerely, 

Chairman 

@1988 by The North Group Inc., a management consulting firm specializing in service 
to nonprofit arts groups. 



DATE 

Feb. 2, 1991 

Feb. 15 

Feb. 22 
FLb I 2..B 
March 1 -
early Maren 

March 

March 
reg. sched'd 
Board meet 

March 5-6 

April 

April 13 

May 

TIME TABLE 
NEA PLANNING PROCESS 

PLAN DEADLINE/APPLICATION DEADLINE 

EVENT 

Site visit with Ellen 

Mail draft of artistic deadline to consultant 

Comments from consultant 
Ne-A PA,~ /l{,,p~+- -t:1 ~ dM-t_. 
Revise draft for review by Executive Committee 

Two meetings of Executive Committee to review draft 

Present draft to full Board for approval in concept, 
pending financials 

Site visit with Ellen & Executive Committee 

Two Executive Committee meetings--open to full 
Board 
1st meeting--review financial projections--do 
these numbers make sense? 
2nd meeting--review fundraising projects 

--working se s sion to identify potential 
givers 

--where are we going to get it, how? if 
not, what do we cut, both in terms of 
costs and programming 

site visit; set up May writing 

Staff & Consultant--finalize marketing plan 
Staff/Planning Committee--Personnel/Operating Policy 
section 
Governance plan 
Staff/Planning Committee, w/Governance Committee-­
--City relationship 
--Board responsibilities 
--Staff responsibilities 
Staff--Facility Plan 

June 1 Final draft of plan · to Ellen \ 

14 -?, / NEA Progress report #3 June 

June 29 r.--~Plan due to M. Beene 
.:::. ' ::--;; ~ 

July 4 Complete NEA application 

July 12 NEA application draft to Ellen 
/ 

August 9 NEA application due 
_,/ 

/ 
/ 

August 30 Progress Report #4 to NEA 



. . 
NATIONAL ENDOWMENT FOR THE ARTS 
NEWS 

Media Contact: 
Virginia Falck/Kathy Christie 
( 202) 682-5570 

A Federal agenc~ advi,ed bv the Nali()nal Cnun..:il on the Art;, 
I 100 Pennsylvania Avenue, N .W . 

Washington . D.C. 20506 

( May 3, 1991 ', 

45 ARTS ORGANIZATIONS AWARDED ADVANCEMENT GRANTS \ 

WASHINGTON -- The National Endowment for the Arts today announced 
45 Advancement grants which will help arts groups strengthen their 
org a nizations in the areas of fundraising, marketing, facilities 
planning, public relations and other organizational skills and 
capacities. 

"Central to Advancement," said Jeanne F. Butler, Director of the 
Challenge and Advancement Program, "is the idea that each arts 
organization is unique in its artistic mission, base of support, 
history and management practice. The goal is to help 
organizations devise a plan tailored to fit their immediate and 
long-term needs, and to make them not necessarily bigger, but 
better." 

The Advancement Program is implemented in two phases, the first 
offering technical assistance from consultants for a 15-month 
period. Successful completion of assessing needs and establishing 
multi-year managerial plans make Phase I applicants eligible to 
apply for Phase II matching grants. 

Ranging from $28,500 to $72,500, the 45 Phase II grants in this 
round will serve as a catalyst for fundraising, as they require a 
three to one match in non-federal dollars for their projects. 
Grantees must raise the match within a three year period. Chairman 
John Frohnmayer states, "These arts organizations have clearly 
dem onstrated that they are deserving of widespread support and we 
wis h them well as they launch their fundraising efforts;" 

Grantees include the Dayton Contemporary Dance Company, Inc. 
(DCDC) in Dayton, OH. Operating since the 1940's, DCDC houses two 
multi-cultural companies and performs at the local and national 
level. With its'-$-72,509 grant, the organization plans include 
increasing dancer salaries, improving educational and artistic 
programming, developing touring opportunities, and moving to a 
larger facility. 

The Levine School of Music in Washington, D.C. is also a recent 
recipient. A community school for music students of all ages 
which has the unique stature of a non-degree, but accredited 
institution, its long term plan requires establishing a permanent 
home base and its $57,500 grant will help purchase and renovate a 
building. 

MORE ... 
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Albany Institute of History and Art, Albany, NY 
Alternate ROOTS, Altanta, GA 
American Music Center, New York, NY 
Association of Hispanic Arts, New York, NY 
Bay Area Women's Philharmonic, San Francisco, CA 
Brandywine Graphic Workshop, Philadelphia, PA 
Chamber Music Chicago, Chicago, IL 
Dayton Contemporary Dance Guild, Dayton, OH 
Dell Arte, Inc., Blue Lake, CA 
Dusable Museum of African American History, Chicago, IL 
Florida International University Art Museum 
George Coates Performance Company, San Francisco, CA 
Honolulu Theater for Youth, Honolulu, HI 
Huntington Museum of Art, Huntington, HV 
Intermedia Arts of Minnesota, Minneapolis, MN 
LA ~rts, Le~iston, ME 
La Pena Cultural Center, Berkeley, CA 
La Raza Graphics, San Francisco, CA 
Levine School of Music, Hashington, DC 
Musical Traditions/Paul Dresher Ensemble, Berkeley, CA 
New Hampshire Music Festival, Center Harbor, NH 
Oakland Youth Chorus, Oakland, CA 
Odyssey Theater Foundation, Los Angeles, CA 
Palmetto State Orchestra/South Carolina Orchestra, Columbia, SC 
Philadelphia Theater for New Plays, Philadelphia, PA 
Red Eye Collaboration, Minneapolis, MN 
San Francisco Chanticleer, San Francisco, CA 
San Francisco Girls Chorus, San Francisco, CA 
San Francisco Performances, San Francisco, CA 
Santa Barbara Symphony, Santa Barbara, CA 
Second Stage Theatre, New York, NY 
Seven Stages Theatre, Atlanta, GA 
So . CA Asian American Studies/Visual Communications, 

Los Angeles, CA 
St. Louis Black Repertory Company, St. Louis, MO 
Taller Puertorriqueno, Philadelphia, PA 
Teatro del Sesenta, San Juan, PR 
Texarkana Regional Arts & Humanities Council, Texarkana, TX 
Thalia Spanish ThGater, Ne~ York, NY 
Theater Rhinoceros, San Francisco, CA 
University of SC/McKissick Museum, Columbia, SC 
Hilliamstown Regional Art and Conservation Lab, Hilliamstown, MA 
Homen and Their Work, Austin, TX 
The Wooster Group, New York, NY 
The Workshop of the Players Art Foundation, New York, NY 
Hustum Museum Art Association, Racine, HI 

$43,000 
72,500 
48,000 
57,500 
72,500 
57,500 
43,000 
72,500 
72,500 
33,500 
72,500 
72,500 
57,500 
28 ,500 
57,500 
28,500 
72,500 
48,000 
57,500 
57,500 
33,500 
72,500 
43,000 
48,000 
48,000 
72,500 
57,500 
72,500 
57,500 
33,500 
43,000 
48,000 

48,000 
33,500 
48,000 
57,500 
57,500 
57,500 
43,000 
48,000 
48,000 
48,000 
72,500 
43,000 
72,500 



TO. Sue Busby "L t 
FROM: I.Ellen Solffi~V ' 
RE . Consulting time remaining 
DATE· April 6. 1991 

T. ELLEN SOLLOD 

Based o.n Melanie's records, I have just short of five days remaining of consulting time 
available to the IFCC to finish assisting you on the plan and the NEA Advancement 
application . There is currently only enough travel time to allow one additional trip to 
Portland. I am in the process of requesting an additional trip . This means that much of 
the rest of our work will need to be done by phone and fax . I would plan to spend a day 
in April and potentially up to two days in June with you all in Portland. This would 
leaYe almost two day for off site 1·eview of materials. You have much to do both on the 
artistic plan and the remaining sections of the plan. We have reviewed the outline of 
materials needed for each section and I hope that you are progressing on these . When 
I left Portland last month I expected to receive by mail before March 30 a revised 
version of the work we did on the artistic plan as well as a more complete detailed 
financial projection. Please make sure that I receive these prior to my planned visit to 
Portland next Saturday, April 13. I would also expect you to have to me before I com 
draft materials on atleast the marketing, and financial management sections of the 
plan . The revised work plan indicates that during April you will be having two 
Executive/Planning Committee meetings to both review financial projections and 
fundraising plans. Hopefully, at least the first of these meetings will have occurred 
before I arrive . 

I have tried to return your call but got your answering machine . I will try again at the 
beginning of the week . 

I am leaving for Paris April 16-24. This means that if you are not able to have things to 
me prior to the meeting on the 13th a site visit will have to wait to early May. 

c.c. Melanie Beene 



Sue Busby 
Executive Director 
Interstate Firehouse Cultural Center 
5340 N. Interstate A venue 
Portland, Oregon 97217 

Dear Sue, 

October 30, 1990 

It looks like you are off to a good start with Advancement. I've reviewed and approved 
your workplan and letter of agreement with your consultant. Some observations to 
consider: 

1. Have you determined who will actually write the plan? 

2. I would recommend setting up a financial forecasting format early on in the 
process so you can refer to it and perhaps begin to sketch out projections by line item as 
you discuss each area. This will make the budgeting task at the end more manageable. For 
example, if you have a calender year your long range plan projections will include: 

FY 1989 FY 1990 /J\( FY 1991,,1v FY 1992✓•,"7 FY 1993✓ '1 ~ 
Actual Actual Current Projected Projected. 

From today, however, you will be budgeting three years out. Reviewing/Revising your 
budget line items now, filling in the actual year information, and setting up this format will 
make budgeting easier. if'or your internal use you may want to include FY88 actuals to 
provide more informati0n from which to project. 

' 3. When in your planning schedule are you going to discuss 
Personnel/Staffing/ Administrative and Facilities/Equipment issues? 

I really enjoyed meeting you in D.C. I hope you will find the Advancement Year a 
productive one. Be sure and let me know if I can be of assistance. 

s~~ 
M. Melanie Beene 

cc: T. Ellen Sollod 

Tel: (415) 331 0168 
Fax: (415) 331 5865 

l:~II~~~~965 Melanie Beene & Associates 
A R T s C 0 N s u L T A N T s 

, 



IFCC 
5340 N. Interstate 

Portland, OR 97217 
(503) 823-2000 

Sheryl M. Warren 
President 

Jea na Woolley 
Vice President 

Edith Kilbuck 
Recording Secretary 

Peter Vlahos 
Treasurer 

Bernadette Artharee 
Kathryn Bogle 
Fritz Congdo n 

Carol Edmo 
Geneva Jo nes 

TJ Lowe 
Gloria McClendo n 

Terri Naito 
Peggy C. Ross 

Sue Busby 
Executive Director 

judy Yec kel 
Producing Director 
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Showing Portland's diverse cultural communities through the arts. 
Commissioner in Charge, Dick Bogle 
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May 13, 1991 

Interstate Firehouse Cultural Center 
5340 N. Interstate 
Portland, OR 97217 

Attention: Sue Busby 
Executive Director 

111,,nic:e 

1268 S.W. Spruce Street 
Lake Oswego, Oregon 97034 

(S03) 697-0S74 

For services rendered and costs incurred, from May 7 through May 9, 1991, including 
the following: 

5/7/91 Conference with Sue Busby re 
Program Plan .5 9.00 

5/8/91 Conference with Sue Busby re 
Program Plan and other documents; 
prepare Gallery portion of Plan, 
Financial Management Plan, Board 
Affiliations, and letters to 
Harleen Katke and Bill Prows 2.4 43.20 

5/9/91 Conference with Sue Busby; prepare 
and revise Marketing Plan 2.2 39.60 

TOTAL FEES: 5.1 91.80 



KE-la~y Temporar~ 
L Services 

KELLY TEMPORARY SERVICES 
The Kelly G1r! 'People f ht F HS! and The Best· I\ DI VISION OF KELLY SERVICES , INC. 

OFFICE· MARKETING· LIGHT INDUSTRIAL· TECHNICAL 

INTERST ATE FIRE HOUSE 
CULTURE CEN TER 
5340 N INTE RST ATE 
PORTLA ND OR 97217-4571 

P. 0 . NUMBER 

RELEA SE NO . 

DEPT. ORDERING 

DEPT. USING 

CORPOR~TE TS X ID. 38· 1510762 

DUN & BR~DSTREET ID 00·69~·8318 

EMPLOYEE 
JL JOHNSTONE 

SERVICE 
DESCRIPTION 

SECRETARIAL 

"THANK YOU FOR YOUR BUSINESS" 

DATE INVOICE NUMBER 

01/28/91 04419404 

KELL Y SERVIC ES , INC. 
DEPT. 4608 

SEND 
PAYMENT 

TO SCF PASADENA , CA 91050-4608 

PLEASE RET~IN THIS PART FOR YOUR RECORDS 

CUSTOMER COPY 

BRANCH LOCATION PORTLAND (DOWNTOWN) OR 
BRANCH PHONE NO. 503-227-1711 
ORDER NO . 5011 A1043 
CUSTOMER NO . 461520-02 

FRACTIO NS OF AN HOUR ARE SHOWN IN DECIMALS 

SERVICE WEEK 
CODE ENDING 
ST31 01/27 

REGULAR 
HOURS RATE 
16.50 12.05 

OVERTIME 
HOURS RATE AMOUNT 

198.83 

SEE REVERSE SIDE FOR SERVICE AGRE EMENT 
TERMS-NET 5 DAYS 

UPON RECEIPT TOTAL INVOICE $ 198.83 

00~3705371 



DATE: 

TO: 

FROM: 

May 10, 1991 

Advancement Participants 

Melanie Beene 

RE: Progress Reports and Special Needs Allowance 
************************************************************************ 

I know you are in the throes of writing and budgeting your long range plans, and I wanted 
to send along my empathy and encouragement. This is not an easy process and the 
consultants and I are aware of all the hard work you are doing. 

Some reminders: 
1. Your next Advancement progress report is due to the Advancement office (not to 
our office) by June 17, 1991. This report is your opportunity to give feedback 
about your "Advancement experience" to date, as well as to make suggestions for 
future improvements in the program. 

2. July 1 is the date your plans are due in our office. We cannot guarantee that any 
plan received after that date can be critiqued and returned to you in time to 
incorporate our comments before the NEA Phase II application deadline of August 
16, 1991. Regardless of when we receive them, we will make every effort to read 
your plans as quickly as possible. And you can still submit a Phase II application 
without the benefit of our review. 

3. Please remember that you must request your Special Needs Allowance no later __ 
than June 30. Our records show your group has a remaining balance of$ Z..38. :::i.s 
that you have not yet requested. 

4. Enclosed is an information sheet about things to be aware of if you are 
requesting grant funds for cash reserves, debt elimination or notes payable 
payments in your Advancement Phase II application. 

You're in the final stretch, so hang in there! Let us know if we can help you in any way. 

Tel: (415) 331 0168 
Fax (415) 331 5865 

( 

~~ 
Suite 101 
1505 Bridgeway 
Sausalito, CA 94965 Melanie Beene & Associates 

A R T s C 0 N s u L T A N T s 
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If your Advancement Grant application indicates that your organization plans 
to use some or all of the federal Advancement and/or matching funds for a cash 
reserve, deficit elimination, notes payable, or a combination of these 
purposes, please be advised of the following: 

Cash reserve <or endowment): 

Federal or matching funds awarded for cash reserves are intended to be 
permanent, provide short-term capital and be replenished . The Advancement 
Program recommends that repayment take place within one year from the date 
of borrowing, and that the board of the applicant organization adopt 
policies and proc~dures necessary to insure that these funds are 
replenished accordingly. 

Federal or matching funds awarded for endowments are intended to be 
permanent, with only earnings from investments to be used for operations, 
programs, or reinvestment . The Advancement Program recommends that the 
board of the applicant organization adopt policies and procedures 
necessary to insure that these funds are restricted for such purpose. 

The Advancement Program recommends that funds awarded for either of these 
purposes be shown as a separate fund with identifiable assets and 
liabilities in the organization's audited financial statements. 

If your organization has not included a cash reserve or endowment policy in 
its application and long range plan, you may want to submit documentation of 
board action prior to the Advancement Grant panel meeting. The panel will be 
made aware of applications with or without board policies . 

Reduce or eliminate an accumulated fund balance deficit: 

Federal or matching funds awarded for this purpose can not exceed the 
accumulated deficit identified in the applicant's audited financial 
statements for the most recently completed fiscal year (prior to the 
Advancement Grant award.) 

Reduce or eliminate the principal portion of a long-term note payable: 

Federal or matching funds awarded for this purpose can not exceed the 
principal portion of the loan due as of October 31, 1991. All debt must 
be identified in the organization's audited financial statements. If the 
request includes repayment of loans incurred since the last audit, the 
applicant must submit a copy of the loan agreement between parties, 
including if any interest is to be paid, and at what rate. Funds can not 
be used for debt service or interest payments. 
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Levine Director, Joanne Hoover said, •The whole . Advancement 
Program has been strategic for the Levine School and has really 
propelled us into a major institutional status. The support, the 
technica l advice and the whole battery of assistance the NEA 
marshalls for this program has made the difference. It will give 
a vital thrust to our camoaion of attracting private support for 
our new building.• 

The next Phase I application deadline is September 4, 1991 for 
Dance, Visual Arts, Folk Arts, Expansion Arts, Media Arts, 
Literature, and Opera-Musical Theater organizations. For 
application information call (202) 682-5436. 

NOTE TO EDITORS: This announcement complements a quarterly 
state-by-state announcement issued previously. 

Following is a complete list of the Advancement grant recipients: 

MORE ... 



The North Group Inc. 
Board Development 
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HOW DO WE RECRUIT OR FIRE BOARD MEMBERS? 
KEY POINTS 

1. Preparation: 

a. Know why your organization exists -- the mission. 

b. Do a long-range strategic plan so you know where your 
organization is going and how it will get there. 

c. Define the talents you will need on the Board to accomplish 
the plan. 

d. Create job descriptions. 

2. Recruiting Board members: 

a. Old way - white wine; new way - job descript ions. 

b. What do you do if they say "no?" 

c. Who do you recruit? Ask for recommendations from: 

• 
• 
• 
• 
• 
• 
• 

Current Board members . 
Advisory Board members . 
Mem bers/su bscri bers/"Friends." 
Artists . 
Poli ti cal leaders . 
Social leaders . 
Business leaders. 

d . Job descriptions will help you a void dead wood. 

3. Firing Board members: 

a. The strategic plan is in place. 

b. The job description is in place. 

c. Will the Board member do the job? 

d. It is the responsibility of the Board President and/or the 
Board Maintenance Committee to match Board performance to 
job descriptions. 

. . .. 
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WRITING BOARD JOB DESCRIPTIONS 
KEY POINTS 

1. Helps to establish a common set of expectations. 

2. Creates friction in the short run. 
Reduces friction in the long run. 

3. How to start: 

a. Use a neutral third party: A consultant, arts council 
representative, or outside "expert." 

b. Work with/through the Board President. 

c. Have a strategic plan in place or do as part of long-range 
planning process. 

d. Have Board create its own job descriptions as well as those 
for new members. 

4. Wakes them up or gets them off. 

5. What to include: 

a. General expectations for all Board members. 

b. Specific expectations for specific Board members. 

6. Create a Board Maintenance/Nominating Committee for monitoring 
Board members' effectiveness. 



BOARD/STAFF RELATIONSHIPS 

Defining Roles 
to Minimize Conflict and to Achieve Success 

The board and staff have different but complimentary functions. An open, trusting 
cooperative relationship can be most easily maintained when board members and pro­
fessi-0nal staff operate within the scope of their own responsibilities - the staff in 
the day to day management and the board in its policy and planning role • . In many 
areas, there are overlapping functions, It is this overlap that provides continuity, 
consistency and sometimes misunderstandings. 

BOARD EXECUTIVE DIRECTOR 

1. Accountability 1. Accountability 

Ultimately accountable -to the board 
-to the citizens. -to the citizens 
-to funding sources -to the profession 

2. Delegation 2. Delegation 

-can grant authority and -delegates authority and 
responsibility to officers responsibility to staff 
or staff in accordance with within the guidelines 
the law and the agency's established by the board. 
by-laws. · 

3. Organizational Structure 3. Organizational Structure 

-establish structure with co- -identifies tasks and work 
operation of the professional load elements andestablish 
staff with definite lines of work flow patterns. 
authority and responsibility -makes reconmendations on 

-establishes wage classifications structure to the board. 
for each class of employees. 

4. Organizational Decisions 4. Organizational Decisions 

-concerned with organizational -concerned with organizational 
identity decisions (philosophy, •behavior• decisions (to· 
goals, policies). For example, implement stated philosophy, 
develops ·a policy that the goals, policies of the board.) 
agency's priority is to present For example, implements a program 
American opera. to feature young American singers. 




