
 

BOARD COMMITTEES 

Executive Committee 
The Executive Committee provides leadership to the board in advancing The 
Chocolate Factory Theater’s mission as a nonprofit organization. It is responsible for 
key governance functions and carries out specific duties outlined below. The 
committee ensures that both the board and the organization operate in alignment 
with best practices and uphold strong standards of accountability and oversight. 

Member Roles and Responsibilities: 

President: 
Powers and Duties. The President shall preside at all meetings of the Board of 
Directors and shall generally supervise the affairs of the Corporation. He or she shall 
keep the Board of Directors fully informed. He or she shall have the power to sign 
alone, unless the Board of Directors shall specifically require an additional signature, 
in the name of the corporation all contracts authorized either generally or 
specifically by the Board of Directors. The President shall also have such other 
powers and perform such other duties as the Board of Directors may from time to 
time prescribe. In the absence or inability of the President to act, a Vice President 
selected by the Board shall perform all the duties and may exercise any of the 
powers of the President. 

Vice President:  
Powers and Duties. A Vice President shall have such powers and perform such duties 
as the Board of Directors may from time to time prescribe. 

Secretary:  
Powers and Duties. The Secretary shall keep the minutes of all meetings of the Board 
in books to be kept for that purpose, serve or cause to be served all notices of the 
Corporation and perform all duties incident to the office of Secretary and such other 
duties as from time to time may be assigned to him or her by the Board.  

 



Treasurer:  
Powers and Duties. The Treasurer shall keep or cause to be kept full and accurate 
accounts of receipts and disbursements of the Corporation, and shall deposit or 
cause to be deposited all moneys and other valuable effects of the Corporation in 
the name and to the credit of the Corporation in such depositories, as the Board may 
designate. At the annual meeting of the Board and whenever else required by the 
Board, he or she shall render a statement of the Corporation's​ accounts. He or she 
shall at all reasonable times exhibit the Corporation'​s books and accounts to any 
officer or director of the 1480052.03-New York Server 7A MSW - Draft July 2, 2009 - 
4:09 PM Corporation and shall perform all duties incident to the office of Treasurer 
subject to the control of the Board. 

Audit/Finance Committee 

Audit: 
Oversee the annual audit process, including the review and engagement of the 
auditors, reviewing the audit with the auditors, and presenting the audit to the 
board for approval. ​  

Finance: 
Review and suggest fiscal controls and policies. Preview proposed organizational 
budgets before the board votes. 

Member Roles and Responsibilities: 
●​ Meet quarterly with staff to review financial performance and audit progress 

to present at board meetings 
●​ Hire and evaluate the auditors 
●​ Review and suggest fiscal policies 
●​ Create and maintain Investment policy 

Development Committee (Governance/Nominating 
Committee) 
The Development Committee supports the health and effectiveness of the board by 
actively engaging current members and identifying and cultivating new prospects. 
Uphold strong governance practices by maintaining up-to-date bylaws and policies, 
overseeing regular board reviews, and ensuring timely nominations in tandem with 
communications around term renewals. Additionally, ensure compliance with key 
documentation requirements, including conflict of interest forms and other 
governance-related filings. 



Member Roles and Responsibilities: 
●​ Meet quarterly to carry out committee responsibilities 
●​ Engage current board members to foster a healthy, active, and engaged 

board culture 
●​ Identify, cultivate, and recommend prospective board members 
●​ Oversee the board nominations process and manage communications related 

to term renewals 
●​ Support current board members in fulfilling their roles and responsibilities 
●​ Review and assess the effectiveness of board and staff leadership. 
●​ Promote strong governance by recommending and implementing policies and 

best practices 
●​ Administer conflict of interest disclosures and ensure compliance with required 

documentation 
●​ Maintain and regularly update the organization's bylaws and governance 

policies 
●​ Conduct periodic board performance reviews and self-assessments 

 

Capital Committee 
The Capital Committee oversees major capital initiatives, such as building projects 
or facility upgrades, ensuring they align with the organization’s mission and strategic 
goals. It leads and supports capital fundraising efforts, helps develop and monitor 
budgets, and advises on project planning and execution. The committee works 
closely with staff, donors, and consultants to ensure financial targets are met, risks 
are managed, and the project is completed on time and within scope. The committee 
also plays a key role in donor engagement, communications, and ongoing 
relationship management throughout the capital campaign. 

Member Roles and Responsibilities: 
●​ Meet as needed to carry out committee responsibilities 
●​ Lead and support the planning and execution of capital campaigns for major 

initiatives such as building renovations, new construction, or equipment 
upgrades 

●​ Collaborate with staff and consultants to develop campaign strategies, case 
statements, donor recognition plans, and timelines 

●​ Monitor campaign progress and ensure milestones and financial goals are 
being met 

●​ Identify and cultivate prospective major donors for capital projects 
●​ Partner with board members and staff to solicit gifts including naming 

opportunities 



●​ Review and provide input on capital project budgets, ensuring they are 
realistic and aligned with fundraising goals 

●​ Review expenses and financial reporting related to the capital campaign and 
projects 

●​ Advise on major design, construction, and renovation decisions in partnership 
with staff, architects, contractors, and project managers. 

●​ Ensure projects align with the organization’s mission, programmatic needs, 
and long-term sustainability 

●​ Support in identifying potential risks (financial, legal, logistical) associated 
with capital projects and help develop mitigation strategies. 

●​ Support staff in ensuring we are in compliance with all regulatory, permitting, 
and zoning requirements 

●​ Keep the board, donors, and other stakeholders informed about the progress 
of the campaign and related projects 

●​ Help craft key messages and updates to maintain enthusiasm and 
transparency throughout the campaign 

●​ Support post-project evaluation and final reporting to donors and 
stakeholders, including celebration and ribbon-cutting events 

Fundraising and Special Events Committee 
The Fundraising and Special Events Committee supports the overall financial health 
and visibility of the organization through fundraising and special events. This 
committee helps develop and implement fundraising strategies, including individual 
giving, sponsorships, and grant opportunities, in coordination with the board and 
staff. Members assist in identifying and cultivating donors and building lasting 
relationships through stewardship efforts. The committee also plans and executes 
special events—such as galas and donor receptions—working closely with staff to 
manage logistics to maximize both attendance and revenue. Additionally, the 
committee supports marketing and outreach related to fundraising initiatives and 
events, helping to broaden the organization's presence in the field and engage new 
supporters. 

Member Roles and Responsibilities: 
●​ Meet as needed (especially leading up to galas and special events) to carry 

out committee responsibilities 
●​ Support the implementation of the organization's annual fundraising efforts 

(annual giving, major gifts, sponsorships, grants) 
●​ Identify potential sources of funding including individuals, foundations, 

corporations, and government agencies 
●​ Assist in identifying, cultivating, and soliciting major donors and sponsors 
●​ Plan and oversee fundraising events such as galas, special events, and donor 

receptions 



●​ Solicit in-kind donations and sponsorships to offset fundraising event costs 
●​ Review fundraising performance and adjust strategies as needed 
●​ Encourage and support board members in fulfilling their fundraising 

responsibilities 
●​ Collaborate on communications related to fundraising and events, including 

invitations, press releases, and social media 
●​ Assist in expanding the organization’s visibility and reach in the community 
●​ Explore creative or nontraditional fundraising approaches (e.g., crowdfunding, 

giving days, peer-to-peer fundraising) 

Programming Committee 
The Programming Committee supports the organization’s artistic priorities and 
goals, participates in the peer nomination process for Early Stage Creative 
Residencies, brainstorms and supports new programming initiatives, ensuring that 
CF staff remain accountable to the organization’s mission, vision, and artist 
communities. 

Member Roles and Responsibilities: 
●​ Meet as needed to discuss the organization's ongoing and evolving artistic 

priorities 
●​ Oversee the Early Stage Creative Residencies nomination process annually 

each summer in collaboration with the Artistic Executive Director and CF 
team 

●​ Participate in planning/curating artistic contributions to the organization’s 
cultivation and fundraising events as necessary 

●​ Participate in the conceptualization and implementation of new artistic 
programming initiatives 

●​ Serve as ambassador for CF’s artistic programming and artist community to 
the wider public 

●​ Attend CF’s artistic program offerings when possible 
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