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NAME OF FOUNDATION      Place Logo Here 
Board Training Information 
 
 
 
1. Training is for new and seasoned Board members. 
2. Choose a leader to follow through on all training for consistency. 
3. Take the time for sessions and to place the importance on training.  It will only benefit in 
the end rather than racing through only hitting a few high points. 
4. Arrange Board training sessions into 5 separate dates to align with 5 core functions.  
5. Choose one core function per session. 
6. Training sessions should be close together so as not to lose momentum and understand 
they are all connected.  I.e. once per week for 5 weeks or 1 every two weeks for 10 weeks.  It is 
suggested to not spread out the sessions any further than 2 weeks.  You want to get everyone 
on board quickly to assist Board members in their work. 
7. Decide if it would be better to meet virtually, in person, or a hybrid of both.  If virtual you 
can always record. 
8. Try to hold separate training sessions 45 mins each rather than tacking it onto a Board 
meeting.  Keeps the information fresh and separate from business and getting tired and not 
participating. 
9. Giving enough designated time to each session from regular duties will ensure better 
focus and better training.   
10. Plan on annual training as there is always so much to learn, review, and add to each of 
the core functions.  Having good plans for regular training alleviates stress and creates more 
comfort for the Board member. 
11. Annual training assists in keeping Board members engaged and excited about your 
work.  Volunteers have very full lives with family, career, extra activities, other organizations, 
and with regular training it ensures keeping information fresh.  When volunteers have current 
information and review, they are more comfortable when talking with the public, building 
relationships, and creating awareness for your community foundation. 
 
 
Five Core Functions of a Community Foundation 

1. Governance 
2. Finance and Administration 
3. Fund Development 
4. Granting 
5. Strategic Initiatives 
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NAME OF FOUNDATION      Place Logo Here 
Board Training Information 
 
Community Foundations Board of Director Officer Roles  
 
To assist in engaging all Board members to be part of the work of the community foundation, it 
is suggested for each Board member to take a committee chair position for a one-year term.  
During this term the Board member will learn about said area of community foundation work.  At 
the end of one year, the Board member may opt to remain in that position for a further year or 
move to another position to learn about that area of the community foundation.   
 
Note:  Committee Chairs for Governance, Fund Development, Granting, and Strategic Initiatives 
may create a committee of volunteers with fellow board members and/or outside volunteers to 
complete the work.  In time, the outside volunteers will also learn of the work of the community 
foundation and therefore would be very good advocates for your community foundation and/or 
good recruits for new board members in time.   
 
The following is a list of positions in accordance with the five core functions: 
 
The Chair  
 
The Chair shall if present, preside at all meetings of members and directors. They shall sign all 
instruments that require their signature and perform all duties incident to their office and shall 
have such other powers and duties, as may from time to time be assigned to them by the board.  
 
The Vice-Chair  
 
The Vice-Chair shall be vested with all powers and shall perform all the duties of the Chair in the 
absence or disability or refusal to act of the Chair. The Vice-Chair shall also have such other 
powers and duties, if any, as may from time to time be assigned to them by the board.  
 
The Secretary/Governance Chair  
 
The Secretary/Governance Chair shall issue or cause to be issued notices for all meetings of 
the board of directors and members when directed so to do; have charge of the minute books of 
the Corporation; sign with the Chair or other signing officer or officers of the Corporation such 
instruments as require their signature and shall perform such other duties as the terms of their 
engagement call for or the board may from time to time properly require of them. As applicable, 
the Secretary/Governance Chair will oversee and lead the Governance function/Committee of 
the Board.  
 
The Treasurer/Finance & Administration Chair  
 
The Treasurer/Finance & Administration Chair shall have the care and custody of all the funds 
and securities of the Corporation and shall deposit same in the name of the Corporation in such 
bank or banks or with such depositary or depositaries as the board may direct. They shall at all 
reasonable times exhibit their books and accounts to any director of the Corporation upon 
application at the office of the Corporation during business hours. They shall sign or counter 
sign such instruments as require their signature and shall perform all duties incident to their 
office or that are properly required of them by the board. As applicable, the Treasurer/Finance & 
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Administration Chair will oversee and lead the Finance & Administration function/Committee of 
the Board.  
 
The Fund Development Chair  
 
The Fund Development Chair shall have the care and custody of all the donor information of the 
community foundation and shall manage the stewardship of said donors and ensure the 
management of donor’s sensitive and private information as required by law. As applicable, the 
Fund Development Chair will oversee and lead the Fund Development function/Committee of 
the Board.   Good to know and understand various fund types i.e., unrestricted – general or any 
fund wherein the board has control of granting, restricted - scholarship, agency, donor directed, 
designated or any fund with criteria and restrictions on granting. 
 
The Grant Making Chair  
 
The Grant Making Chair shall manage and have care of the community foundation’s grant 
making processes (including the grant application, grant awarding, grant agreement, and grant 
reporting activities). As applicable, the Grant Making Chair will oversee and lead the Grant 
Making function/Committee of the Board.  
 
The Strategic Initiatives Chair  
 
The Strategic Initiatives Chair shall have the care of the community foundation’s 
communications processes and manage all community engagement, convening, research, and 
partnership opportunities. As applicable, the Strategic Initiatives Chair will oversee and lead the 
Strategic Initiatives function/Committee of the Board.  i.e.  Youth in Philanthropy, Giving 
Challenge 
 
 
 
 

  



4 

 

NAME OF FOUNDATION      Place Logo Here 
BOARD MEMBER TRAINING SESSION #1 GOVERNANCE 
Date and time 
Virtual or in person location, Town, MB 
 
AGENDA 
 
1. Three areas of governance: 

a. By-laws – are grounding basics for organization, can only be changed at AGM 
b. Policies - are the processes and direction for the way in which a CF functions, can 

be changed by the Board at a regular board meeting to reflect current activities 
c. Mindset - Difference between a charity, community foundation, and a foundation 
These definitions lead to 3 ways of donating to community 

i. Charity – addresses immediate needs; donations come in once, a receipt is 
issued, and monies usually go out once within one year to 18 months 

ii. Foundation – big project long lasting; donations come in once, a receipt is 
issued, and monies usually go into a savings account to collect interest but is 
held for a specified time and monies go out.  Interest earned can be used for 
operating expenses. 

iii. Community Foundation – future, longevity, sustainability not about today but 
about the future and supporting service organizations; 100% of gifts that come 
in are directed to an endowment fund to be held in perpetuity, a receipt is 
issued, and only the interest earned on said endowment fund will be used to 
grant, pay for administration and investment fees, with a balance to be 
reinvested into the endowment fund.  This process follows the Sustainable 
Fund Strategy all Affiliates of The Winnipeg Foundation and Endow Manitoba 
must follow.   

Note:  not one of the above options are better, they each offer a different opportunity for donors.  
Immediate needs, current needs, and legacy sustainability for future needs. 
 

iv. Charities are service organizations and community foundations are not a 
service organization but rather a SUPPORT to all service organizations. 

v. Words to use: 
- Gift instead of donating – donate is for charities who fundraise to meet a 

budget wherein money comes in and goes out once immediately.  Gifts 
last. A gift is made for future use to be used over and over. 

- Fund development instead of fundraise – again charities fundraise to meet 
a budget, fear of shortage.  Community foundations develop funds 
(existing funds or new funds) to earn more interest for future granting; no 
fear of shortage as the budget is based on annual interest earned that 
comes year after year.  If no money comes in throughout one year, a 
community foundation will still receive interest earned to create a budget 
from the monies invested in previous years.  If no money comes in through 
out the year for a charity, their operations instantly stop as they cannot 
meet their budget.  They will need to go out and fundraise. 

 
2. Board of Directors Responsibilities 

a. first job is to build endowment  
- fundraising (charity thinking fear based, works on one year budget and fear of 

not meeting budget needs) vs awareness and relationship building (community 
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foundation thinking longevity, grounded, based on future planning, 
sustainability, and gratitude) 

b. second job is to grant 
- respond to current grant applications 
- find project opportunities 
- create awareness with all non-profit organizations by requiring all grantees to 

advertise and/or use signage to acknowledge community foundation grant 
- research what the needs are 

Extras: 
 

c. Vision, Mission & Values Statement 
i. Important to keep vision in front of mind at all times 
ii. Brief overview, just read it 

d. Board Recruitment – create full process including committee, nominations, letters of 
engagement, documents, interviews, Board reporting, motion, then training set up 
for new Board members.  Lynda Lambert of Endow MB has more information for this 
process if needed. 

 
 
 
Endow Manitoba has a template for new updated Bylaws that include these 5 core functions.  If 
you are interested in reviewing, let Lynda Lambert of Endow MB know.  
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NAME OF FOUNDATION      PLACE LOGO HERE 
BOARD MEMBER TRAINING SESSION #2 FINANCE & ADMINISTRATION 
Date and time 
VIRTUAL or in person location, Town, MB 
 
AGENDA 
 
1. Fund accounting for Affiliates 

a. Monies are held at The Winnipeg Foundation 
b. TWF supplies monthly statements on each fund through a program called Donor 

Direct and once per year the community foundation sends out a statement to 
fundholders to show investment and granting numbers.  The report will be 
accompanied with a letter reviewing grants made, could add the most recent Annual 
Report and Financial Statements for your community foundation, and let the donors 
know they can contact you for an appointment to review in person if they like. 

 
2. Community Foundation is Responsible for Reporting first and foremost to donors and 
fundholders as it is their monies you are guarding.  Reporting flows as follows: 
 a. The Winnipeg Foundation to community foundation (digital fund statements) 

b. Community foundation to fundholders 
 c. Community foundation to donors 
 d. Reporting tools:   
   i. Annual report and annual audited financial statements (transparency for 
public) 
   ii. Digital fund statements from Donor Direct 
   iii. Community foundation annual AGM – all board of directors are required 
attend and is open to the public for transparency purposes but not required for public to attend 

 
3 Investment Management (Endowment) through the Affiliate program 

a. The Winnipeg Foundation (TWF) invests and handles all endowment funds.  Once 
per year usually in December, interest earned on said endowment funds is paid out 
to the community foundation for granting purposes 

b. CRA grant quota – 3.5% - 5% dependant upon the size of your assets 
i. Sustainable Fund Strategy – (please use the example sent to your 

organization by Denise Campbell in the fall with your Threshold Grant form) is 
explained by using an average interest rate of 7% to facilitate expenses 
related to annual interest earned.  It starts with an agreed granting percentage 
as set by each community foundation in the fall, agreed community foundation 
administration fee, set TWF administration and investment fees, leaving a 
possible balance to reinvest into fund. 

ii. Spending policy – created with the affiliate program and above strategy 
iii. Admin Fees – fees charged by community foundation and paid with interest earned.  

These fees are used to sustain and maintain the operations and expenses incurred 
by the community foundation   

iv. Annual interest is paid out in December each year by TWF.  Denise Campbell is the 
Endow MB contact if you have any questions regarding this. 

 
4. Operations Budget 
 a. set annual operating budget based on interest earned from administration 

endowment fund and grants received from TWF for administration – use interest payout 
list from Denise.   
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  i. Your annual budget does not need to reflect granting and interest earned on 
endowment funds as that fluctuates every year and is controlled by your fund agreements.   

  ii. Your annual budget is specifically for operations as you can control what 
comes in and out for expenses. 

  iii. Your annual budget should be created one month prior to year end, presented 
by your treasurer, a motion made in the first month of the new year. 
  

 
Extras 
5. Human Resources 
 a. Committee for staff and board  
 
6. Risk Management 
 a.  Development policy (Endow MB is working on template) 
 b. Insurance policy 
7. Quick Books 
Denise Campbell has created an excellent Quick Books bookkeeping system (using both Quick 
Books and an Excel spreadsheet) for solid reporting to auditors and/or donors and fundholders 
while keeping an excellent donor data base.  The Quick Books program can be purchased 
through Tech Soup and contact Denise for more information regarding this program. 
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NAME OF  FOUNDATION      PLACE LOGO HERE 
BOARD MEMBER TRAINING SESSION #3 FUND DEVELOPMENT 
Date and time 
VIRTUAL or in person location, Town, MB 
 
AGENDA 
 
1. Difference between fundraising (charity thinking - fear) and fund development (foundation 

thinking - longevity) 

 
2. Fund types, structures, and processes 

a. type of fund – very brief overview of various types of funds i.e. agency, donor 
directed, restricted/unrestricted, field of interest, etc. (can look on The Winnipeg 
Foundation website for more information and definition on funds) 

b. how to set up a fund – there should be a policy on this.  Give a very brief overview - 
minimum amount, succession plan, admin fees, criteria.  Contact Lynda or Denise at 
Endow MB. 
 

3. Various ways to make a monetary gift to your community foundation 
a. Cash, cheque – payable to your community foundation and submitted to The Winnipeg 

Foundation for investment through the Affiliate program 
b. Bequests through will 
c. Insurance policy 
d. Monthly  
e. Online – The Winnipeg Foundation (TWF) handles all credit card donations for all rural 

foundations in Manitoba.  Go to the Endow Manitoba webpage, find the community 
foundation you want to donate to, click on “make a gift” and follow the prompts.  TWF 
creates all tax receipts and sends directly to the donor for all credit card donations.  
Denise of Endow Manitoba will forward a copy of said donation to the community 
foundation to glean donor information.  All records of credit card donations are kept in 
the program Donor Central. 

f. Securities – bonds, shares, etc. Affiliates can work with Denise of Endow MB to get all 
the amounts and details worked out and transferred easily. 

g. Others 
 
4. Donor Information -  
 a. It is crucial to obtain and record any and all donor information possible.  Such as 
name, mailing address, email address, phone number plus what programs they gift to, should 
you send them an annual report and financial statements, do they meet for coffee, 
birthdays/anniversaries, etc.  You can send out emails, handwritten cards, brochures, 
announcements, etc. to keep donors in the loop of all community foundation activities and 
opportunities to make a gift. 
 b. It is just as crucial to keep all donor information confidential as per the privacy 
act.  There should also be policies created for obtaining and storing information. 

 
Extras 
 
4. Importance of Donor stewardship – community foundations are accountable to all Donors 
and Fundholders 
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5. Donor prospects and allied professionals engagement 
i. Expat strategy 
ii. YIP – donors of tomorrow 

 
6. Fund goals and growth strategy 
7. Fund Development is the best opportunity to “love up your donors” 
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NAME OF  FOUNDATION       PLACE LOGO HERE 
BOARD MEMBER TRAINING SESSION #4 GRANT MAKING 
Date and time 
VIRTUAL or in person location, TOWN, MB 
 
AGENDA 
 
1. Grant Deadline 
Choose a date that stays the same every year 
 
2. Grant Application 

a. pertinent information required:  name of organization, contact name, mailing 
address, email address, phone numbers, CRA number, name of project, amount of 
project, amount requested, add quotes and photos, if possible, advise when last 
received a grant from your community foundation, etc. 

 
3. Forms/Process 
  i. grants application form – importance of asking good questions and requesting 

good information to assist board members to make good decisions 
  ii grant process including dates – to be available to board members as well as all 

grantees and public 
  iii grant agreement – must be signed by grantee and receipts must be submitted to 

receive grant payout 
  iv grant reporting requirements - ask for photos of ads, signage, completed project 

all to assist in advertising your community foundation’s support 
 c. who can apply – CRA rules state eligible organization 
 d. 15-minute interview with grantee – This is an excellent way to build stronger 

relationships with grantees and find out more about your community.  Schedule an 
evening with back-to-back interviews.  Must be efficient at movement of each interview.  

  i. NOT a formal presentation, simply a casual conversation about their project and 
organization   

  ii. question and answer opportunity for both the Board and the grant applicants 
 
VERY IMPORTANT – Board members cannot submit grant applications for other organizations 

they are involved with.  
VERY IMPORTANT – do not grant to individuals or non-registered charities unless they have an 

agreement to flow through monies to another registered charity (this will be changing in 
accordance with CRA Rules.  Stay tuned) 

 
4.  Grant Awarding 

a. review application, interview outcome, and whole board discussion re:  decision 
 

VERY IMPORTANT – any Board member associated with an applying organization must 
declare a Conflict of Interest and not partake in decisions as per Conflict-of-Interest Policy. 
 

b. Host a grant awards event to present grants, storytelling opportunity for past 
recipients, invite dignitaries, past donors and recipients, potential donors and 
grantees – possible wine and cheese evening or coffee and dessert open to public, 
media, donors, fundholders, grantees past and current 

c. Process of grant agreement, receipts, photos of signage/advertising/completed 
project, etc. for grant payout. 
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d. Ask all grantees to advertise that the community foundation granted monies to their 
project. 

 
3. Grant impact 
 a. various small grants vs one or two large grants 
 b. define what ‘impactful granting’ means to your community foundation. 
 
It is important as a Board to discuss your granting concept. Do you want to grant a small 
amount to everyone or choose meaningful, impactful grants to a select few.  
 
You are actually creating more stress to organizations you grant a small amount to as they still 
need to find the balance of the monies to complete their projects and sometimes that never 
happens.   
 
It is less stressful to organizations and beneficial to your Board if you grant the full amount 
required to complete the project and address the current needs of your community in its entirety.  
Your job is to support local organizations and if you are able to reduce stress for all in 
completing and assisting in projects which in turn will assist residents, you are thereby creating 
a better life for all. 
 
Will you grant to several small grants, or make a one or few large grants to be impactful? 
 
Lynda Lambert of Endow MB has a granting process and documents if needed. 
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NAME OF FOUNDATION       PLACE LOGO HERE 
BOARD MEMBER TRAINING SESSION #5 STRATEGIC INITIATIVES 
Date and time 
VIRTUAL or in person location, Town, MB 
 
AGENDA 
 
How do you improve your relations with the public to be more effective with community? 
 
Strategic initiatives do NOT need to be 3 days in a consultation retreat.  It can be a simple 
meeting or conversation with intention to generate ideas to get moving forward and engage the 
public.  
 
1. Communications – make an annual plan for awareness and reporting 
 a. social media – Facebook/Instagram 
 b. annual report and audited financial statement 
 c. online presence with website 
 d. mass mailings/email 
 
2. Convening Community Engagement 
 a. host community forum with diverse stakeholders to discuss the current and/or future 

needs of the community 
 b. information sessions with local residents to chat and share information as to the 

workings of a community foundation and also specifically what is your community 
foundation doing in your neighbourhood.  This is not a time to request monies.  It is a time 
of reflection, sharing, conversation around community and what the public believes 
community to be and is the community foundation addressing the needs and concepts.  
i.e.. coffee parties 

  
3. Community Research – government or local or Vital Signs program 
 
4. Partnerships and collaborations with local organizations, professionals, individuals, etc. 
Host a wills and estates afternoon/evening to share information on why one should create a will, 
power of attorney, and what to include for making a gift to a community foundation.  The 
Winnipeg Foundation offers programs to attend and packages for presentation are available by 
TWF, Manitoba Bar Association, and local lawyers.  It is suggested to include an accountant if 
there are any taxation questions, and investment manager if there are any questions regarding 
transfer of securities, shares, etc. 
 
5. Projects and Programs 
 a. short term projects to support CF priorities i.e. Youth in Philanthropy donor of 

tomorrow, Endow Manitoba Giving Challenge – build General Fund, etc. 
  
5. Donor Stewardship Projects to support Donor Engagement 

a. Cards, coffee times, lunches, wine and cheese, phone calls, invitations, 
announcements, annual report, brochures, etc. 
 

 


