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Clarifying Board and Staff Role s 

Assessing Responsibilities 

Who Does What? 
Who Should Do What? 

1. I n column s 1  through 5 , indicat e wh o i s C U R R E N T LY responsibl e for eac h o f th e management-relate d activitie s 
listed to th e lef t by placin g a  "C " i n the appropriat e column . 

2. Revie w you r responses . If there are responsibilitie s whic h yo u fee l shoul d and ca n b e SHIFTE D t o anothe r par t of 
the organization , pleas e indicat e thi s b y placin g a n M S " under th e colum n headin g t o whic h th e activit y shoul d b e 
shifted. 

3. Fo r the management-relate d activitie s tha t need furthe r clarificatio n (yo u ar e no t sur e wh o i s responsibl e for 
completing th e activity , o r i f • : is even bein g done) , plac e a n "IMC " for N E E D S CLARIFICATIO N i n column 1 . 

Planning 
- assess community need/demand for service 
- establish organizational missio n or purpose 
- establish organizational goal s & objectives 
- set policies 

Organizing 
- determine overal l structure of the organizatio n 
- establish lines of authorit y 
- define responsibilitie s of the board 
- define responsibilitie s of the executive directo r 
- define responsibilitie s of other staf f 

Implementing 
• Develop and procure resources 
- write an overall fund raising plan 
- develop grant proposals 
- develop fund raising contacts 
- visit prospective funders 
- organize fund raising events 
- develop a self-sufficiency component 
- monito r implementation o f the resource 
development pla n 

• Keep the organization fiscally responsible 
- maintain a n adequate accountin g system 
- do annual budgeting 
- prepare financia l statement s 
- project cash flow 
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• Develop ana maintai n onice systems 
- establish operating procedure 
- keep and file records 
- establish internal communication system 

• Maintain public contact and visibility 
- maintain good public relations 
- market the organization's services 
- assume an advocacy role for service/program/ 
target groups 

- document your services to the community 

• Personnel 
- set clear personnel policies 
- develop job descriptions: 

for the executive director 
for other paid staff 
for volunteers 

- hire the executive director 
- evaluate othe r staff 
- train staff 
- handle staff grievances 
- maintain affirmative actio n policy and plans, 

including youth involvement 

• Board of Directors 
- write a yearly plan for the board 
- determine boar d structure, role of committees 
- recruite new board members 
- orient new board members 

• Program Implementation 
- make sure services are delivered 

Controlling 
• Monitor overall quality and impac t of services 

• Evaluate results 
- seek information from users of the services 
- compare accomplishments with plans 

• Safeguard the legalit y of the organization 
- comply with tax regulation s 
- be familiar with and observe by-laws 
- know and comply with other legal restrictions 
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Board Sel f -Assessmen t Too l 

Nonprof i t Boa r d of Directors Self-Assessmen t Too l o n 
Performance o f M i n i m um Responsibil i t ies , Al te rna t ive Levels of 

Involvement, an d Boar d Organ iza t ion 

Directions: 

Check one of the followin g in the column s after eac h item: 

Y Yes : Our board i s functioning adequately . 

N No : Our board i s not functioning adequately . 

NI Need s Improvement : Ou r board needs to improve its functioning . 

D Don' t Know: Fact finding/study  needed . 

I. B o a r d Responsibi l i t ies by Func t io n Y  N  N I D 

A. Progra m Function , 
1. Th e Board... 

a. understand s each program an d how it 
implements th e missio n of the organization . 

b. approve s progra m plans . 

c. agree s on program evaluatio n methods. 

d. oversee s program progres s and . 
accomplishments. 

2. Th e alternative level s of involvement the boar d ha s chose n are : 

3. Th e alternative level s of involvement are 
appropriate t o our situation . 

4. I f 1 o r 3 are checke d a s a n N , N I or D, what action(s ) shoul d be taken ? 



Board Sel f -Assessmen t Too l 

Y N  N I D 

B. Plannin g Function 

1. Th e Board... 
a. establishe s the value s tha t guide th e 

organization. 

b. ensure s there is an organizationa l vision . 

c. ensure s clear definition of mission (business) 
the organizatio n i s in. 

d. ensure s a  clea r definition of the purpos e 

(ultimate resul t sought) . 

e. ensure s there are lon g range goals. 

f. ensure s there is an annua l operatin g pla n 
with coorespondin g budget . 

g. monitor s an d oversee s plan progress. 
2. Th e alternative level s o f involvement the boar d ha s chose n are : 

3. Th e alternative level s o f involvement are 
appropriate t o ou r situation . 

4. I f 1 or 3 are checke d a s a n N , NI or D, what action(s ) shoul d be taken ? 

C. Financia l Management Functio n 

1. Th e Board... 
a. approve s annua l budget . 

b. monitor s budge t and take s action to ensure 
balance. 

c. obtain s an d accept s annual audit . 

Workshop fo r Effectiv e Nonprofi t Board s o f Director s 

page 2 - H015 



Board Sel f -Assessmen t Too l 

Y N  N I D 

d. oversee s investments. 

e. ensure s legal compliance. 

2. Th e alternative level s of involvement the boar d ha s chose n are : 

3. Th e alternative level s of involvement are 
appropriate t o our situation . 

4. I f 1  or 3 are checke d a s a n N , NI or D, what action(s ) shoul d be taken ? 

D. Financia l Development Functio n 

1. Th e Board.. . 

a. establishe s a finanical  developmen t plan . 

b. al l directors ar e donors . 

c. monitor s pla n accomplishments . 
2. Th e alternative level s of involvement the boar d ha s chose n are : 

3. Th e alternative level s of involvement are 
appropriate t o our situation . 

4. I f 1  or 3  are checke d a s a n N , NI or D, what action(s ) shoul d be taken ? 

Workshop fo r Effectiv e Nonprofi t Board s o f Director s 
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Board Sel f -Assessmen t Too l 

Y N  N I D 
E. Huma n Resource Function 

1. Th e Board.. . 

a. determine s th e nee d fo r an executive . . 

b. develop s the executiv e job description. 

c. hire s th e executive . 

d. supervise s th e executive . 

e. ensure s compliance with employmen t laws. 

f. approve s affirmativ e action policies. 

g. approve s personne l policies . 

h. monitor s adherance t o and effectiveness o f 
policies. 

i . set s the personne l strategy o f the 
organization. * 

j . act s as a  cour t of last appeal . 

2. Th e alternative level s of involvement the board has chose n are : 

3. Th e alternative level s of involvement are 
appropriate t o our situation. 

4. I f 1 or 3 are checke d as an N , NI or D, what action(s ) should be taken ? 

F. Marketin g and Publi c Relations Function 

1. Th e Board.. . 
a. know s the organization' s markets . 

Workshop fo r Effectiv e Nonprofi t Board s o f Directors 
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Board Sel f -Assessmen t Too l 

Y N  N I D 

b. know s ho w effectively and efficientl y these 

markets are bein g reached . 

c. link s the organizatio n t o externa l markets . 

d. authorize s a  spokesperson. 

e. ensure s that an annua l repor t is prepared. 
2. Th e alternative level s of involvement th e boar d ha s chose n are : 

3. Th e alternative level s of involvement ar e 
appropriate t o our situation . 

4. I f 1  or 3 are checke d as a n N , NI or D, what actdon(s ) should be taken ? 

G. Informatio n Functio n 

1. Th e Board... 
a. determine s what informatio n i s needed, in 

what form , when an d fo r whom. 

b. utilize s information in its governing role . 

2. Th e alternative level s o f involvement th e boar d ha s chose n are : 

3. Th e alternativ e level s of involvement ar e 
appropriate t o our situation . 
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Board Self-Assessmen t Act io n Pla n 

Now tha t you have participated i n this workshop , it wil l b e important t o choose th e 
areas your board wil l focu s on in the nex t yea r which will bring about the greates t 
gains in improved effectiveness. Workin g from the Boar d Self-Assessment Tool , list in 
the spac e below, your choice of the top-three priority areas and th e specifi c improve-
ments in each one tha t you feel your board shoul d make during : the nex t year. Dat e 
this action plan and tak e it back to your organization t o begin right awa y to develo p 
an even more effectiv e board . 

Date: 

PRIORITY Writ e in the responsibilit y and/or boar d organizatio n areas you feel your 
board shoul d work on in the comin g year: 

1 

2 

3 

Workshop (or Effective Nonprofit Boards of Directors 
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NATL ASSOC . O F GRADUATE S ENTREPRENEUR S 
ROBERT L . WAR E 
P.O. BO X 748 5 
ATLANTA G A 3035 7 

I, th e Secretar y o f Stat e an d th e Corporat io n Commissione r o f th e Stat e o f 
Georgia , d o heKeb y c e r t i f y unde r th e sea l o f m y o f f i c e tha t 

THE NATIONA L ASSOCIATIO N O F GRADUAT E ENTREPRENEURS , INC . 
A DOMESTI C NONPROFI T CORPORATIO N 

has f i l e d a r t i c l e s o f amendmen t i n th e o f f i c e o f th e Secretar y o f Stat e changin g 
i ts nam e t o 

ASSOCIATION O F COMMUNIT Y TECHNICA L ASSISTANC E PROFESSIONALS , INC . 

and ha s pai d th e require d fee s a s provide d b y T i t l e 1 4 o f th e O f f i c i a l Cod e o f 
Georgia Annotated . Attache d heret o i s a  tru e an d c o r r e c t cop y o f sa i d a r t i c l e s o f 
amendment. 

WITNESS m y han d an d o f f i c i a l sea l i n th e Ci t y o f At lant a an d th e Stat e o f Georgi a 
on th e dat e se t for t h above . 



A S S E T P R O P E R T Y D I S P O S I T I O N , I N C . 
August 29, 1997 RO . BOX 491408 

ATLANTA, GEORGIA 30349 
Robert Ware TELEPHON E (404) 762-0655 
48 Belmonte Circle FA X (404) 762-0763 
Atlanta, Georgia 30311 

RE: Employment Agreement 

Dear Robert: 

This letter is to confirm our agreement for you to perform services for Asset Property Disposition (APD) 
for the period September 1 , 1997 through March 1, 1998. You r compensation will be $500 per week 
payable on the fifteenth and last day of the month. A s we discussed, it is likely that your services may be 
needed beyond this time frame, however, that determination will be made at the end of the six month 
period. 

The scope of services for the Central Savannah River Area (CSRA) project is as follows : 
I. Assis t in the development of the Community Land Trust (CLT) - A fully operational CLT 

inclusive of operating regulations, formation of a CLT governing body, and acquisitions of a 
representative sampl e of properties from each of the six (6) Enterprise Communities (EC) counties 
to start the CLT operation. 

II. Provid e assistance with Pre/Post Counseling Services - Design and organize a Home Buyers Club. 
Provide complete operating guidelines and training module for creation and implementation. 
Develop a working relationship with a local lending institution to provide mortgage loans to 
qualified families who successfully "graduate" from the Home Buyers Club. 

I look forward to having you work with us on the CSRA project and hope that it is a mutually rewarding 
experience. Should you have any questions, please feel free to contact me. 



to: Rober t Ware 
from: 0 . Jesse Wiles 
subject: Employmen t Agreement 
date: Ma y 7 , 1997 

This memo is to confirm our agreement to employ you with Asset Property Disposition (APD) o n 
a temporary assignment at the Atlanta Mutual Housing Authority, Defoors Ferry Manor (DFM) a s 
Property Manager Coordinator. You r duties will include but are not limited to: 

1. Supervision of DFM temporary property management; management of personnel, resident 
relations, maintenance management, record keeping and maintaining good resident relations 
1. e. resident security monitors, etc. 

2. Prepar e transitio n operatio n reports : Coordinat e DF M offic e leasin g specialis t and 
property manager position activities. 

3. Coordinat e resident participation and involvement - Newsletters, Mid-May Orientation 
Phase I Event. 

4. Payrol l coordination of DFM Maintenance Personel. 

5. Supervisio n of DFM Residen t Relocation- including managemen t of the followin g 
related tasks: 

- Income Recertification 
- Inspection of old apartments 
- Inspection of new apartments 
- Completion of AMHA Relocation paperwork 
- Schedule moves (Daniel's moving or Resident Self-Move) 
- Prepare and sign new leases 

- Reconcile unit hook-up charges for payment and reimbursemen t 

6. Submi t a monthly report to Dana Leach by the 30th each month. 

In addition, we have agreed to the following compensation : 

- Your pay rate will be $12.00 per hour. 

- Yo u wil l b e paid on the 15t h and the las t day of every month. Al l time sheets must be 



Robert Ware 
Page 2 
May 7 , 1997 

submitted for approval three (3) business days prior to each pay period. 

- Your work schedule wil l not exceed forty (40) hours per week, unless and until a mutually 
agreeable change in hours is necessary and required. 

Please indicate your convenience by signing below, date, and return to our office for filing and retain 
a copy for your record. 

Should you have any questions, please feel free to contact me or Andrea at any time. 

PLEASE INDICATE YOUR WOR K HOURS : 

Monday _  Tuesda y Wednesda y 

Thursday Frida y Saturda y 

Signature, Robert L. Ware Date 

OJW/abr:050797 

cc: Dana Leach 



September8, 199 5 

Mr. Robert L. Ware 
President/CEO 
National Association of Graduate Entrepreneurs, Inc. 
P 0 Bo x 7485 NE 
Atlanta, Ga 30357 

Dear Mr. Ware: 

It is indeed a pleasure to write this letter of support for the National Association of Graduate 
Entrepreneurs, Inc. (NAGE) 

The 1995-96 Southside Strategic Planning Retreat provided an excellent opportunity to share 
NAGE's community association program with cluster community and business leaders. W e 
received a number of positive reactions to your presentation. Th e program objective of providing 
a mechanism to deliver opportunities for community leaders to obtain training and education 
addresses one of the major systemic problems (lack of access to technical/career skills training) of 
the cluster. 

The approval by the Community Development Functional Area Committee to address community 
leadership development acknowledges the broad based community support for such a program. 

It is the mission of The Atlanta Project's Southsid e Cluster Community Development committee 
to collaborate with NAGE, and other existing agencies, which presently offer training. 

Please contact me at (404) 627-6391 i f I can be of further assistance. 

Melanie Williams 

801 G L E N W O O D A V E N U E , S E •  S U I T E 15 1 •  A T L A N T A , G E O R G I A 3031 6 
P H O N E (404 ) 6 2 7 - 6 3 9 1 /  ( 4 0 4 ) 6 2 7 - 3 7 0 5 F A X ( 4 0 4 ) 6 2 7 - 7 4 Q O 



SEPTEMBER 1,199 5 

TO: ROBER T WAR E PRES . 
P .O. BO X 7485 NE. 
ATLANTA,GA. 3031 0 

FROM: ANNI E G.PATMO N V.PRES . 
ADAIR PAR K TODA Y INC. 
639 BROOKLIN E ST . 
ATLANTA, GA . 3031 0 

MR. WARE : THI S I S A  LETTE R O F SUPPOR T FO R THE NATIONA L 
ASSOCIATION O F GRADUAT E ENTREPRENEUR S PROGRA M PRESENTE D B Y YOU T O TH E 
EXECUTIVE COMMITTE E AN D MYSEL F O N AUGUST 30.199 5 

THIS PROGRA M RECEIVE D A  UNANIMOU S VOT E T O B E INCORPORATE D INT O 
PROGRAMS AN D ACTIVITIE S HER E I N ADAI R PARK . 

BECAUSE O F IT S UNIQUENES S AN D W E FEEL TH E ABILITY T O SPAR K NEW 
INTEREST I N NEIGHBORHOO D ASSOCIATIO N FO R BOT H CURREN T AN D FUTUR E 
LEADERS O F THES E ORGANIZATION S W E OFFER OU R SUPPORT T O YOU R ENDEAVOR S 
TO MAK E THI S PROGRA M AN D FUTUR E SATELLIT E PROGRAM S I F AN Y A  SUCCESS . 

REV. ANNI E GRAC E PATMO N 
VICE PRESIDEN T ADAI R PAR K 

THE EXECUTIV E COMMITT E O F 
ADAIR PAR K 



R e y n o l d s t o w n R e v i t a l i z a t i o n 

C o r p o r a t i o n 

Mailing Address: P.O . Box 89092 Atlanta , G A 3031 2 

September 22, 199 5 

Mr . Rober t L . War e 
President 
National Associatio n o f Graduate Entrepreneur s 
PO B O X 7485 NE 
Atlanta, Georgi a 3035 7 

Dear Mr . Ware: 

The Reynoldstow n Revitalizatio n Corporation (RRC ) was establishe d i n 1989 , 
as an adjunct of the Reynoldstow n Civi c Improvemen t League , th e community' s 
forty yea r ol d Civi c Organization . W e ar e a  501(c)(3 ) No t fo r Profi t 
organization whos e primar y missio n i s t o revitaliz e th e Reynoldstow n 
Community economically , physically , socially and spiritually . 

Upon witnessing your presentation during the mont h o f August i n Reynoldstown , 
it i s ou r credenc e tha t th e effort s o f th e National  Association  of  Graduate 
Entrepreneurs, Inc.  (NAGE) are i n line with the missio n of RR C 

RRC i s delighte d t o writ e thi s lette r i n suppor t o f NAGE' s endeavor s an d it s 
innovative communit y organizatio n strategies . I t i s apparen t t o u s tha t a 
collaborative initiativ e wit h N A G E woul d b e beneficia l i n ou r advanc e towar d 
empowering ou r communit y organization s an d ou r people . 

100 F l a t S h o a l s A v e n u e , S E A t l a n t a , G A 3 0 3 16 ( 4 0 4 ) 5 2 5 - 4 1 3 0 

Sincerely, 

Young T. Hughle y Jr . 
Executive Directo r 

YTH/rw 
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A P D 
A S S E T P R O P E R T Y D I S P O S I T I O N , I N C. 

P.O. BO X 16462 
ATLANTA. GEORGI A 30321 
TELEPHONE (404 ) 991-9686 

September 22, 1995 

Robert L. Ware 
President/CEO 
National Association of Graduate Entrepreneurs 
PO Box 7485 NE 
Atlanta, Georgia 30357 

Dear Mr. Ware: 

I am writing this letter to acknowledge my commitment and support of the National Association of Graduate 
Entrepreneurs, Inc. (NAGE). A s owner and major principal of Asset Property Disposition, Inc., a company 
which provides a full range of real estate industry auction marketing and disposition service, w e have hired 
three full-time employees thru the NAGE program. 

Asset Property Disposition (APD) i s registered with both the Resolution Trust Corporation (RTC) an d the 
Federal Disposition Insurance Corporation (FDIC) as a minority owned business. AP D may be the only 
company in the United States that has been organized primarily to address the very important need of provid-
ing advisory services as to how to direct affordable housing property to low-to-moderate incom e families 
through auctions and sealed bids. Th e APD professional staff has twenty (20) years of combined experience 
in the real estate industry including coordinating special marketing activities, designing asset disposition and 
extensive support services for major property events. 

As an expression of our commitment to your hard work, APD is committed to offering a full range of of 
training, technical assistance, and services at no cost to NAGE and its Community Association Program 

I am excited about CAP, and the wonderful opportunity it offers fo r APD to assist community based organi-
zations in housing, education, and providing affordable housing property to low-to-moderate incom e families 
in Atlanta. 

If you have any questions, I can be contacted at (404) 762-0655. 

(CAP). 

O. Jesse Wiles 
President 

OJW/bpc:092295 



Nonprofits 
For 

Nonprofits 
A Resource & Support Center For Community Organizations 

June 25, 1996 

Mr. Robert L. War e 
President, CEO 
Association of Community Technical 
Assistance Professionals. Inc . (ACTAP ) 

48 Belmont Circle 
Atlanta, Georgia 30311 

Dear Mr. Ware: 

This letter is to memorialize the commitment and support of Nonprofits for Nonprofits, Inc. (NFN) to the 
Association o f Communit y Technica l Assistanc e Professionals , Inc . (ACTAP ) an d its Community 
Association Program. NF N ha s worked with ACTA P i n the Southside Cluste r of the Atlanta Project in 
providing leadership training through NFN's program, the Neighborhood Leadership Academy of Fulton 
County. 

NFN is a 501(c)(3) corporation founded in 198 9 to provide technical assistance, advocacy and training to 
community based organizations, group s and individuals working in high-risk, low-income an d minority 
communities. Ou r missions is to support those activities tha t will strengthen th e services and programs 
delivered by those working in those communities. Ou r work has bee n supported by the Metropolita n 
Atlanta Community Foundation, The Fund for Southern Communities, The Atlanta Project, NationsBank. 
Fulton Count} ' Human Services Departmen t an d the U. S. Department o f Justice. Burea u of Justice 
Assistance. W e have worked with over 500 community based individuals, groups and organizations 

In this partnership with ACTAP. NF N wil l provide skill-based training to develop community leadership. 
This trainin g i s base d o n the Universit y o f Georgia , Fannin g Leadershi p Center s Communit y 
Development Progra m as core curriculum . Thi s curriculum , alon g wit h NF N and Neighborhood 
Leadership Institutes has been adopted by the Atlanta Regional Commission and its 25 year plan. Vision 
2020. t o develop an d sircngihen neighborhood s an d communities . AC T AT wil l provid e resources , 
training, technica l assistanc e and instruction , alon g wit h NF N to insure tha t th e participants are fully 
supported during the leadership development an d training. 

I am confident an d enthusiastic tha t this partnership will be productive and am prepared to fully support 
this process. NFN s histor y of providing high-quality, skills-based training to high-risk, low-income and 
minority communities will be enhanced and expanded by this collaboration. 

If you hav e any questions, pleas e feel fre e to contact m e at (404) 523-8843 

55 Marietta Street, NW,  Suite  2000, Atlanta,  Georgia  30303  (404)  523-8843 



C L A R K A T L A N T A U N I V E R S I T Y 

September 19 , 1995 

Mr. Robert L. Ware 
President 
National Association of Graduate Entrepreneurs 
P.O. Bo x 748 5 N.E. 
Atlanta, Georgia 30357 

Dear Mr. Ware: 

I a m writin g thi s lette r t o documen t m y suppor t fo r th e Nationa l Associatio n o f Graduate 
Entrepreneurs program . A s you know, I was a speaker durin g your first annual program and 
committed my continuin g support at that time. 

The MB A program at Clark Atlanta University is an excellent resource for young adults who aspir e 
to business ownership , and would benefit from an association with a successful businessperson . Pas t 
associations hav e resulte d i n three o f our student s obtainin g full-time employmen t wit h th e 
mentor/entrepreneur whom NAGE recruited. W e wil l continue to make our students awar e of this 
outstanding program. I n addition, we will commit the ful l resource s of our Career Planning and 
Placement office toward the development of future student/businessperson teams. 

You ar e to be congratulated for your hard work in the development of thi s innovative program. 
Keep up the good work. 

Sincerely, 

Assistant Dean and Director 
Graduate Student Services 

BEJ/yep 

( A M I S P . B k \ \ \ 1  } \ I ) K I \ I . \ 1 F \ I K S l K I I  I  s \ \ •  A I 1 . AN 1  V I  i l (  >K < , \ \ U H H •  {MH) 880-WMX l 



L A W O F F I C E S 

S I L F E N , S E G A L , F R Y E R &  S HUSTER, P.C . 
1 0 5 0 C R O W N POINT B P A R K W A Y 

S U I T E 4 1 0 

A T L A N T A . G E O R G I A 3 0 3 3 8 

M A R T I N S I L F B N 
J E F F R E Y D . S B O A L 
K E I T H E . F R Y E R 
M I C H A E L H . SHUSTE R 
C A R O L M . B E R G 
C H A R L E S I . P O L L A C K 

T E L E P H O N E 
( 7 7 0 ) 6 6 8 - 9 3 0 0 

T E L E C O P I E R 

( 7 7 0 ) 6 6 8 - 9 4 6 5 

December 11, 199 6 

Robert Ware 
Association of Community Technical 
Assistance Professionals, Inc. 
48 Bellmonte Circle 
Atlanta, Georgia 3031 1 

Re: Dee d o f Gift to Association of Community Technical Assistance 
Professionals, Inc.; Property at 1463 L a France Street, N.E. , Atlanta, 
Georgia 

Dear Mr. Ware: 

We hav e been asked by Jack M. Hall , Jr . and Betty Jane Bentley to prepare a 
Deed of Gift regarding the above described property, a copy of which is enclosed hereto. 
The origina l has been sent to Mr. Hal l and Ms . Bentle y for signature. Alon g with the 
Deed, the Superior Court Clerk requires us to file a Real Estate Transfer Tax Declaration 
form. Th e origina l of that form is enclosed herewith. Pleas e sign the form on behalf of 
the Association of Community Technical Assistance Professionals, Inc. in the space 
noted, and return the original to us. Upo n receipt of same, we shall arrange for filing of 
the Deed. 

Let u s know any questions you may have regarding the enclosed. Wit h best 
regards, I am, 

Yours very truly, 

Charles I. Pollack 

cc: Jeffre y Segal, Esq. 
Vicki Bentley L T R 1 1 6 7 A . C I P 



ASSOCIATION OF COMMUNITY TECHNICAL ASSISTANCE 
PROFESSIONALS 

November 27 , 199 6 

TO: Dr . Kassie Freeman 
Mrs. Carol May Gould 
Mrs. Patricia Hicks 
Mr. Nathaniel Mosby 
Dr. Fay Cobb-Payto n 
Mr. Robert L. are, Chair 
Mr. O. Jesse Wiles 

Subject: Notic e of an annual meeting of the Board of Directors o f Association of 
Community Technica l Assistance Professional s 

Chair, Robert L. Ware has directed that notice is hereby given that the Annual Meeting of the 
Board of Directors o f the Association of Community Technica l Assistance Professional s of 
Atlanta, Georgia will be held at 5534 Old National Highway, Suite 250 in the city of Atlanta, 
Georgia, on Saturday, December 7, 1996 at 10:0 0 a.m . 

Office Phone: (404) 762-0655 

P.S. Boar d members unable to attend should contact R. L. Ware at (404) 758-3755 

Sincerely, 

"Teaming Achievement with Community Development" 

P.O. Box 7485 • Atlanta. Georgia 30357 # (404) 762-0655 •(404) 758-3755 

Robert L. Ware, President 



AGENDA 

The Annual Meeting of the Board of Directors of the ACTAP of Atlanta, Georgia, will be held at 
5534 Old National Highway, Suite 250, in the city of Atlanta, Georgia, on Saturday, December 
7, 1996 at 10:00 a.m. 

Quorum Call 

Adoption of Agenda 

Approval of minutes: Approval of the minutes of a special meeting of the Board of Directors 
held on: 

• Octobe r 3, 1994, subject: Article s of Incorporation amended . 
• Approva l of Apri l ,  1996, subject: Name change amendment 
• Approva l of Apri l ,  1996, subject: office location change 

Executive office resolutions presented by President, Robert L. Ware: 

EO-1 T o consider and act upon a resolution that first priority of unrestricted funds be allocated 
to secure board insurance. 

EO-2 T o consider and act upon a resolution that the Board of Directors adopt a financial 
prioritized budget that supports the ACTAP's two primary programs, community 
association program CAP and the Graduate Intern Program (GIP). 

EO-3 T o consider and act upon a resolution that the Board of Directors adopt a organizational 
structure with limited personnel positions concurrent with ACTAP financial structure. 

EO-4 T o consider and act upon a resolution that the Board of Directors adopt a Board fund 
raising plan, with implementation strategy, tasks, objective targets, and financial goals. 

EO-5 T o consider and act upon a resolution that the Board of Directors adopt a ACTAP 
Executive Personnel Tuition Reimbursement Program. 

EO-6 T o consider and act upon a resolution that the Board of Directors adopt a ACTAP 
affiliates expansion initiative. 

EO-7 T o consider and act upon a resolution that the Board of Directors adopt a financial policy 
that a ceiling of 15% o f al l restricted (temporary or permanently) funds be eligible for 
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administrative operational use. 

EO-8 T o consider and act upon a resolution that the Board of Directors adopt a financial policy 
that a minimum of 15% o f incoming general operation funding be eligible for allocation 
to restricted budget program use. 

EO-9 T o consider and act upon a resolution that the Board of Directors adopt a temporary 
financial personnel policy that the President of ACTAP salary be paid quarterly at the rate 
of pay approved in the annual operating budget with the following restrictions. 

Salary payment is deferred when liabilities excess assets in the current quarter. 

When deferred salary payment is not made within 12 months o f date earned; 
salary due amount when payable is held for retirement i n an interest paying 
retirement fun d account. 

A. T o consider and act upon Section 5 (team office) item B of the By Laws that seven (7) 
member board implement staggered board member teams. 

4 members serve for 2 years 

3 members serve for 3 years 

B. T o consider and act upon the selection of a nomination committee to make 
recommendations t o the full board on applicants to full boar d vacancies. 

C. ACTA P Financia l and 1997 Budget Report 

D. ACTA P Community Association and Graduate Intern Program Review 

E. ACTA P /Potentia l Clients 

F. Affiliat e Expansion 

G. Electio n of Board Officers 

H. 199 7 Annual Board Meeting 
- Date, Place, Time 
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Application Form 
Name: 

Organization/Company: 

Address:. 

City: State : 

Telephone: (H ) 

(Wk) (Fax ) 

(E-Mail) ; 

• Studen t Intern Applicant 

• Communit y Association Program Applicant 

• ACTA P Sponsor/Contributor 

• I  support ACTAP. Pleas e add my name to your 
mailing list. 

I have enclosed my ta*4eductible contribution of 

$ 

Please make checks payable to: ACTA P 
Association of Community Technical 
Assistance Professionals. 

For additional information, contact: 

Robert L. Ware, President 
ACTAP 
P.O. Box 7456 
Atlanta, Oeorgia 30357 
Phone: (404) 758-3755 
Fax: (404 ) 762-0783 
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Training Business Achievement 
with 

Community Investment 



What Is ACTAP ? 

7 K Jl ACTAP i s a Georgi a 
non-profit corporation ; providing technica l 
assistance t o community-base d 
organizations (CBOs) . 

Services mos t commonl y requested: 

• Buildin g and Maintaining Better Boards . 

• Strategi c Planning and Assessment . 

• Managin g for Results . 

Quality Improvement Process. 

• Conflic t Resolution. 

• Proposa l Writing and Grant s 
Management. 

• Financia l Management . 

Philosophy 

To expan d communit y developmen t effort s 
to structurall y encourag e al l individual s t o 
discover their ow n persona l power, linkin g 
personal powe r int o a  structur e tha t spans 
each household , each bloc k and eac h 
community, puttin g th e integrate d powe r o f 
that structur e t o work in revitalizin g 
neighborhoods. 

ACTAP Program ACTAP Program 

Community Association 
Program (CAP) was establishe d to 
meet a  nee d that exists in many urba n 
communities; expanding acces s fo r 
community leader s to technica l training an d 
career opportunities . 

• CA P facilitate s developmen t an d 
implementation o f strategic planning . 

• CA P establishe s linkages betwee n publi c 
and privat e secto r businesses an d 
institutions throug h instrument s suc h a s 
Memorandums o f Agreements (MOAs) . 

• CA P provide s individual Incentive s fo r 
qualified participants . 

We will: 
Goals and Objectives 

Work t o ensur e that community leader s 
operate ful l functioning, efficient an d 
effective organizations . 

Increase th e organizationa l qualit y an d 
operational consistenc y of communit y 
leaders. 

Increase th e interes t an d investmen t o f 
residents to participat e i n the overal l 
functioning of their community . 

Provide a  mechanis m for the (publi c an d 
private sector ) busines s community t o 
contribute t o th e advancemen t o f 
disenfranchised communities . 

The Graduate Intern Program 
was establishe d to suppor t the transitio n o f 
students (committe d t o strengthenin g 
community) t o future employers an d 
community leaders . 

• "Interns " gain valuabl e 
business/community relate d consultin g 
experience. 

• "Interns " earn financia l compensatio n 
when partnere d wit h a communit y 
organization/business. 

Goals and Objectives 
We will: 

• Wor k t o enabl e minorit y graduat e 
students to participat e i n a "learning " 
experience designe d to foste r interes t i n 
developing community base d business 
opportunities. 

Increase th e quantit y an d qualit y o f 
community base d organization technica l 
assistance professionals. 

Continuous 
Quality 

Improvement 



Application Form 

Name:. 

Orp r̂azation/Company: 

Address:. 

City: State : 

Telephone: (H) 

(Wk) (Fax ) 

(E-Mail) 

• Studen t Intern Applicant 

• Communit y Association Program Applicant 

• ACTA P Sponsor/Cofttributor 

• I  support ACTAP. Pleas e add my name to your 
mailing list. 

I have enclosed my tax-deductible contribution of 

$ . 

Please make checks payable to: ACTA P 
Association of Community Technical 
Assistance Professionals. 

For additional information, contact: 

Robert L. Ware, President 
ACTAP 
P.O. Box 7485 
Atlanta, Georgia 30357 
Phone: (404) 758-3755 
Fax: (404 ) 782-0753 
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