Board of Directors
Handbook

Dear Friend,
Thank you for choosing to volunteer with the Friends of Huddart and Wunderlich Parks
Board of Directors. We hope that you will find your service to the community rewarding
and know that you will make many valuable contributions to our efforts to promote
enjoyment of our parks through environmental and historic preservation and education.
This handbook will provide many answers to questions about our organizational
structure, our policies and your duties as a member of our board of directors. Please let
me or staff know if you have questions about the organization or our board as you learn
more about us and the work we do. Thanks again for joining us!

Sincerely,

Jill Daly
President, Board of Directors
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Friends of Huddart and Wunderlich Parks
General Board Member Responsibilities
Introduction:
Serving as a member of the Friends of Huddart and Wunderlich Parks Board of Directors is an
enormously rewarding experience. Friend’s Board members are to be honored for their
commitment to and support of our community resource. At the same time, Board membership
carries with it specific obligations and responsibilities in addition to general oversight of
Friend’s policies and operations. These obligations are summarized below:
Time Commitment:
Friend’s board members serve a two (2) year term. Board members are expected to be able to
devote sufficient time each month in order to fulfill the duties and responsibilities described in
this document.
Attendance is expected at a minimum of 8 of the 10 regularly scheduled board meetings held
each year. Board meetings are usually held on the third Thursday of the month from 6:00-8:00
p.m. Special meetings for the purpose of planning, goal setting and Board retreats are held
from time to time and Board members are encouraged to attend.
Committees:
Board members are expected to sit on one standing committee each year. Board members may
also be asked to participate in ad hoc committees in addition to standing committees. Board
members should actively participate in their selected committee(s) and attend scheduled
committee meetings.
Fundraising:
Board members should actively participate in the Friend’s fundraising efforts. Specifically, each
board member is expected to:
•
•
•
•

Support Friend’s fundraising events and promote them to friends, neighbors, and
community groups.
Volunteer to assist with and/or attend events (internal and external) as a representative
of the Board of Directors.
Solicit contributions from existing and prospective donors.
Support the Friends through an annual contribution to the best of your ability.

Responsibilities and Powers of the Board of Directors:
•
•
•
•

•
•

•
•
•

Elect the Officers and Directors of the Friends of Huddart and Wunderlich Parks.
Employ and ensure periodic performance appraisals and salary review of staff.
Formulate and adopt policies.
Actively participate in the formulation and final authorization of the Friend’s long-range
plans, monitor achievement of goals and objectives and effectiveness of program
delivery.
Promote the Friend’s mission to the community.
Adopt and monitor the operating budget and fiscal management procedures; protect
the assets of the Friends (Board members are covered by appropriate liability
insurance).
Approve the solicitation and, as necessary, the borrowing of funds.
Perform any and all duties imposed on it collectively or individually by law, the Articles
of Incorporation, or the Bylaws of the Friends of Huddart and Wunderlich Parks.
Ensure good governance (the Board evaluates itself, sets agendas, keeps minutes,
recruits new members and reviews Bylaws for changes).

Friends of Huddart and Wunderlich Parks
Board Job Descriptions
PRESIDENT: Chief elected officer of the organization
Primary Responsibilities:
•
•
•
•
•
•

Ensure the organization abides by the Bylaws and established policies.
Serve as chairperson for the Board of Directors.
Preside over all meetings of the Board of Directors.
Prepare agendas for all meetings of the Board of Directors.
Represent the organization to other organizations, the media, and the public at large.
Appoint committee chairpersons.

Additional Responsibilities:
•
•
•
•
•

Train and otherwise prepare the President-elect for the responsibilities of the
presidency.
Charge committees.
Serve as an ex officio member of all committees.
Receive reports from all officers and committees.
Review communications, reports and proposals of the staff.

VICE PRESIDENT: Assume the role and duties of the presidency if the President is absent or no
longer able to continue. The role of the Vice-President is sometimes performed by the
President-elect or immediate Past President.
Primary Responsibilities:
•
•
•
•

Perform the responsibilities of the President during absence or disability of the
President.
Accede to the presidency in the event that a permanent vacancy in the presidency
arises.
Serve as a voting member of the Board of Directors.
Familiarize him- or herself with the responsibilities of the President, the activities and
positions of the organization, and the functioning of the executive office.

Additional Responsibilities:
•
•
•

Assist the President as appropriate.
Represent the organization at the request of the President.
Serve on appropriate committees.

SECRETARY: Custodian of the records of the organization.
Primary Responsibilities:
•
•
•
•
•

Generally oversee the keeping of the records of meetings, policies, activities, and any
other records required by law.
Oversee minutes of all meetings of the Board of Directors, as well as the organizational
business meeting.
Within thirty days after a meeting, provide the Board of Directors with minutes,
including a list of motions made and the voting results.
Review the policies of the organization and present to the Board any policies which may
need to be amended, rescinded or reaffirmed.
Serve as a voting member of the Board of Directors.

Additional Responsibilities:
•
•
•

Assist the President as appropriate.
Represent the organization at the request of the President.
Serve on appropriate committees.

TREASURER: Monitors the financial condition of the organization.
Primary Responsibilities:
•
•
•
•
•

Oversee, with the Finance Director, the fiscal affairs of the organization.
Present to the Board of Directors an annual budget for the organization, developed in
concert with the Finance Director.
Monitor budgetary performance of the organization, recommending modifications as
needed.
Review for approval all actions and policies with major financial implications.
Serve as a voting member of the Board of Directors.

Additional Responsibilities:
•
•
•

Serve as chairperson of the Finance Committee.
Assist the President as appropriate.
Serve on appointive committees.

DIRECTOR: Assist officers in overseeing the health and direction of the organization.
Responsibilities:
•
•
•
•
•
•
•
•
•

Attend Board of Director meetings.
Attend the annual business meeting of the organization.
Participate actively in organizational strategic planning.
Vote on organizational policy and program issues.
Serve as a resource of knowledge and counsel to the executive office, committees, and
other Board members.
Assist in locating and developing funding sources for the organization.
Review and respond in all action and information requests from the executive office.
Serve as a liaison between the Board of Directors and committee chairs.
Represent the organization at the request of the President.

COMMITTEE CHAIRPERSON: Various committees may be active depending on the needs of the
organization at a given time. Committees that may be active at any given time may include, but
are not limited to: the Board Development committee, the Fund Development committee, the
Outreach/Event committee, and the Finance committee. The following responsibilities apply to
committee chairpersons regardless of the specific committee. In general, committee
chairpersons should be confirmed during the annual meeting and have their positions for one
year.
Responsibilities:
•
•
•
•

Insure adequate representation on the committee to enable the completion of
committee business.
Calling committee meetings as required.
Keeping records of activities that transpire during the meetings. This record should be
organized so that it can be passed onto the next Chairperson of the committee.
Keep the President informed about the activities of the committee.

•
•
•

Present committee reports to the full Board as appropriate.
Identify committee goals early in his/her tenure as Chairperson and review those goals
prior to the end of the term.
Promote leadership on the committee so the transition to a new Chairperson is
accomplished as smoothly as possible.

Friends of Huddart and Wunderlich Parks
Staff Job Descriptions
Director of Finance & Administration
Finance:

1. Oversee the development, implementation and monitoring of the annual
operating budget.
2. Provide information and interpretation of Friends finances to the treasurer,
board of directors and committees as needed.
3. Insure completion of monthly and quarterly finance/accounting tasks.
4. Insure processing of funds received and paid out to vendors and suppliers.
5. Review reimbursement requests prior to payment approval.
6. Review and update chart of account as required.
7. Monitor adequacy of and need to update financial database on an ongoing
basis.
8. Supervise check writing, review entries, edit accounting memos and other
details as necessary.
9. Prepare weekly bank deposits for all checks and credit cards received.
10. Process monetary and material gifts and in-kind services received by
Friends
and send tax-related acknowledgements to donors.
11. Oversee insurance needs according to bylaws and lease; recommend
changes as required, serve as primary contact with insurance agent .
12. Duplicate and mail financial reports for all general board of director
meetings.
13. Assist treasurer with budget process.
14. Track necessary transfers between funds and other adjustments as
necessary.
15. Assemble information needed by CPA for annual audit and nonprofit tax
return.
16. Prepare sales tax returns for State of CA as required.
17. File IRS, State of CA and EDD reports and requests for information as
required.
18. Act as full charge bookkeeper, including responsibilities for accounts
payable and receivable, payroll processing, journal entries, monthly bank
reconciliations, tax deposits and year end tax forms, file 1099’s, etc…

Administration:

Fund Raising –
1. Generate correspondence to donors (acknowledgement letters, etc…).
2. Manage donor data base (Exceed) including data entry and report
generation.
3. Maintain office equipment and supplies.
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Friends of Huddart & Wunderlich Parks
Staff Job Description
Director of Programs
Responsible for overall administrative management, program direction, active supervision
of the Docent Program, and support Board of Directors.
















Key Program Management:
Oversee and direct operations of all programs, including: Huddart Park Nature Hikes,
Carriage Room Museum, Folger School Program (in coordination with SMCHA),
Folger Stable Speaker Series, Hikes with the Friends, and all outreach and public
events undertaken by Board.
Oversee creation & maintenance of Huddart Park Nature Hikes curriculum,
marketing, communications, scheduling, docent training and enrichment.
Act as a liaison between the San Mateo County Historical Association (SMCHA) and
the Friends to assure smooth delivery of the educational classes for 3rd & 4th grade
school children held at Folger stable.
Maintain coordination and communication with docents, partner organizations, Park
Rangers & County staff, stable management, and Board to keep all informed of our
scheduled programs.
Generate and distribute schedules and announcements to all Docents, Board
members, Rangers, stable operator/staff.
Provide program operations reports/statistics to County Volunteer Coordinator and
present data at monthly Friends’ Board meeting.
Maintain all required paper work for school programs (tour forms, group tours,
retreats, Docent Handbook) and Board (donor acknowledgements).
Serve as Custodian of Records for DOJ Fingerprinting program and manage all
aspects of background checks.
Update and maintain databases: donors, mailing lists, docents, partner
organizations, advertising contact list, etc.
Apply for grants and provide grant evaluations as directed.
Implement new programming as directed by Board.

Public Relations:
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Monitor and maintain social media sites (Facebook, Linked In, Idealist, Volunteer
Match, etc).
Create and distribute periodic newsletters, flyers and other publicity materials to
promote the Friends and our programs.
Respond to inquiries regarding programs and events at Huddart and Wunderlich
Parks.
Maintain master calendar of all meetings, programs, and events.
Organize, set-up and attend outreach & community events (DOTH, Earth Fair, etc.).
Help interested parties work with the county on projects, i.e. clean up days on behalf
of schools or businesses.
Procure, organize and archive photos.
Monitor and maintain the Friends website.

Volunteer Docent Program:
 Actively recruit, cultivate and direct new docents to support all program needs.
 Implement training and enrichment programs for all docent programs.
 Cultivate and maintain throughout the year a vital volunteer appreciation plan to
recognize all volunteers including: docent communication, appreciation events and
enrichment activities.
Board Support & Administration:
 Assist and participate, as required, with the Board of Directors and Committees of
the Board, to promote, support and deliver new programs to support the mission of
the Friends. Maintain various databases for Board functions (donor base, advertising
contact list) and report generation.
 Assist with fundraising efforts and implementing new programs.
 Assemble packets for all board of director meetings.
 Maintain office supplies. Restock museum supplies, brochures, order Docent badges.
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Friends of Huddart and Wunderlich Parks
Advisory Board – Structure and Guidelines
The Advisory Board, an advisory committee of the Board of Directors, is created as a resource to aid the Friends
in achieving its goals, both short and long term. It shall consist of 6 to 12 people who can provide specific
services to the Friends. Members will serve one year terms.
The chair of the Advisory Board is a non-voting member of the Board of Directors. The duties of the chair are to
attend the Board of Director meetings, when possible, in order to keep informed about Friends activities, and to
facilitate interaction between the Advisory Board and the Board of Directors. The immediate past president of
the Friends will be asked to serve on the Advisory Board.
Interaction with Board of Directors:
In order to inform Advisory Board members about current activities and issues and to provide a forum for
general questions and discussions, individual Advisory Board members should be invited to attend Board of
Directors meetings when a report on the area of their expertise is being given. All Advisory Board members
should be invited to the annual Board of Directors meeting.
Members of the Advisory Board will receive the minutes of the Board of Director meetings.
The current President of the Board of Directors will be an ex-officio member of the Advisory Board, serving as a
liaison between the Advisory Board and the Board of Directors.
Members – Appointment Process & Procedure Guidelines
As part of the annual nominating process, the Nominating Committee will ask members of the Board of
Directors to recommend areas of expertise needed and specific candidates for the Advisory Board. At the endof-year annual meeting of the Board of Directors, the Nominating Committee will present a slate of Advisory
Board candidates and chair for the approval of the Board of Directors. The slate will include the immediate past
president of the Friends, if he/she consents to serve.
If the need arises, additional appointments to the Advisory Board may be made at any time during the year. The
size of the Advisory Board can vary dramatically from year to year, according to the Friend’s program and
fundraising needs.
At the end of the year, retiring Advisory Board members will receive a letter from that year’s Advisory Board
chair and the Friend’s president thanking them for the past year’s service.
The letter to continuing Advisory Board members will thank them for the past year and also confirm their
appointment for the next year.
New advisory Board members will receive a letter from the incoming Advisory Board chair and new Friend’s
president confirming their appointment for the next year and welcoming them to the Friends.
The chair of the Advisory Board and/or president of the Friends will arrange an orientation meeting with each
new Advisory Board member and will distribute informational notebooks.
The Advisory Board will meet at the discretion of the chair but not less than twice a year.

Friends of Huddart and Wunderlich Parks

Mission Statement
The Friends of Huddart and Wunderlich Parks are park enthusiasts and stewards who provide a
wide range of programs and events in two historic redwood parks in the heart of the Bay Area.
Our mission is to promote the positive health and community benefits provided by these parks
and to support equitable and inclusive access for all park users. We lead hikes, provide
environmental education, showcase local history and celebrate the unique horse heritage of
San Mateo County.

Vision Statement
Our vision is a community in which Huddart and Wunderlich Parks are integral to everyone’s
social, educational and recreational experiences.
Both of our parks are well-stewarded, and historic building renovated, fully-maintained, and
well-utilized.
Through year-round discovery experiences we tie together hikes, history, horses, and the
environment.
Our parks are unique places for the joy of discovery.

Sharing what you love about the Friends with others!
Make it personal. Share a sentence or two about why you volunteer. “I’m on the board because I love how the
organization gets kids out in nature.” Or “I’m excited what this small group has been able to do to preserve the
history of our area.” Etc.
Elevator Pitch: Friends of Huddart and Wunderlich Parks
was founded 21 years ago. It is a grassroots organization
that is run almost entirely with volunteers interested in
bringing programs to the community to connect them
with the parks.

“The children had a terrific experience and they couldn't stop talking
about it. They were so excited to share today with the rest of the class
on what fun they had learning about the forest. Some said they want
to go again and others said they want to be Park Rangers when they
grow up.” ~ Teacher

The Friends has a range of programs including a hiking
and nature field trip for K-4th, operating the Carriage
Room Museum in Wunderlich, providing a living history
program for school children, hosting a speaker series for
the public on engaging topics, leading hikes for adults and
families, and hosting fun community events such as barn
dances and holiday fairs.

Sharing details:
Huddart Park Nature Hikes, an outdoor education and science
program that serves about 1,200 K-4 students, including many lowincome students in underserved schools of the Peninsula. We
subsidize the cost of the field trip fees and bus transportation for 400
students a year to make the program accessible to everyone.
Folger School Program takes place in the restored 1905 Folger Stable
and Carriage Room Museum. The program provides living history
opportunities, primarily for 4th graders in local area schools, serving
about 1,200 students annually.
Folger Stable Speaker Series bringing experts to talk to the
community about a wide range of topics. Past events featured living
with mountain lions, the role of Chinese laborers in building the
transcontinental railroad, how local artists draw inspiration from the
parks in their work, and the ecology of bats.

“The learning of history in a natural environment,
with the indigenous habitants who used to be settlers
in the region in past times makes the field trip an
adventure that reinforces not only the learning in the
classroom but enhances students’ imagination and
creativity.” ~ Teacher

Carriage Room Museum: In 2010, Friends led the effort to save and restore the Folger Estate Stable in
Wunderlich Park, and establish it on the National Register of Historic Places. Friends designed and now
operates a history museum in the park which is free and open to the public. More than 3,000 people a year visit
to learn about history of the local area, how horses influenced development in the West, and the importance of
conserving and protecting our natural, cultural, and historic resources.
Invite them to come out to see the park, stable & museum and learn more about us!

Friends of Huddart and Wunderlich Parks
Reimbursements and Check Requests
Check Requests
Whenever possible, request that a Friends or Folger Stable check is cut ahead of your purchase.
Please remember that we have a resale license for things that will be re-sold.
Reimbursements
Please provide original cash register receipts for purchases made on behalf of either the Friends
or the Folger Stable Project. If your expense was paid by credit card, please attach a copy of the
original credit card bill to the form.
How to:
1. Complete a reimbursement/check request form (copy attached). Blank forms are
available in our office.
2. Return the completed request form to the Finance Director at our office. PLEASE NOTE:
3. Form must be signed by the originator and committee chair or board member approval
is required before check or reimbursement can be processed.
4. Unless otherwise indicated on form, Finance Director will mail check directly to you.

Adopted: 8/19/2008
Revised 11/20/2014

OPPERATING ACCOUNTS & ENDOWMENT FUND
INVESTMENT POLICY AND GUIDELINES
PURPOSE
These policy statements provide for the administration, maintenance and control of the financial assets
contributed to the Friend’s Operating Accounts and the Folger Endowment Fund (Fund) in such a manner
as to preserve their value, be responsible to the needs of the Friends of Huddart & Wunderlich Parks
(Friends), to provide for the long term maintenance needs of the Folger stable, and support for the
ongoing programming needs of the Friends.

INVESTMENT PHILOSOPHY
The Fund wishes to incorporate the “prudent person rule” in its investment thinking, and establish
preservation of principal and a reasonable degree of liquidity as primary goals. A secondary goal is to
ensure a reasonable return on its investments. The Fund expects to keep its principal invested, and use its
earned revenue as needed. The Fund’s investment goals and objectives are based upon well-established
principles of moderate money management.
By formal action, the Board of Directors of the Friends will appoint a Finance/Investment Committee to
implement the policies and guidelines outlined herein. The Treasurer, or his/her designee, will maintain
one or more bank accounts for current operating purposes, and will be responsible for all receipts and
disbursements from such accounts. However, all amounts contributed to the Fund will be transferred to
the Endowment Accounts for investment by the Investment Committee.

FINANCE/INVESTMENT COMMITTEE POLICY
The Finance/Investment Committee:
1) Will consist of at least three (3) but not more than seven (7) persons, and will be charged with the
responsibility to oversee the Endowment’s investments by monitoring the performance of the
endowment’s long-term investments, as well as the performance of its short-term surplus cash
accounts.
2) Will include the Treasurer of the Friend’s Board.
3) Members will be appointed for a two (2) year term, with a maximum of two (2) consecutive
terms. After one (1) year, off the Committee, a former member is eligible for re-election,
except by waiver of the Board.
4) The Finance/Investment Chair, with input from the Committee and the Friend’s President,
will identify potential new members.
5) Chair will serve a term of two (2) consecutive years. Like other members of the Committee,
the Chair may serve on the Committee for four (4) years, but only two (2) years as Chair.
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6) The Chair will recruit and recommend his/her successor Chair, subject to the approval of the
Board.
7) In its role as the Finance Committee, will meet monthly to review the overall financial
performance of the organization versus prior and budgeted goals and recommend to the
Board any modifications required.
8) In its role as Investment Committee, will meet at least quarterly to review the investment
portfolio performance and to make changes in the investment strategy as needed.
9) Chair will report to the Friend’s Board of Directors, at least once a year, on the Committee’s
management of the Endowment portfolio.
10) Will adopt Governance Guidelines [see Appendix A] for managing investments, consistent
with this policy.
11) May grant discretionary authority to any bank, savings and loan, broker, or any
other third party.
12) Is authorized to select an investment manager, subject to approval of the Friend’s Board of
Directors, to open brokerage accounts for security transactions and safekeeping of securities,
consistent with this policy.
13) The Governance Guidelines are subject to approval by the Friend’s Board of Directors, and
will be presented annually to Board for review. Any proposed changes or any significant
changes in the financial soundness of the investments, will be brought to the attention of the
Board of Directors by the Chair of the Investment Committee in a timely manner.

RESPONSIBILITY
It will be the responsibility of the Investment Committee to give direction, supervise, and implement
investment decisions for the Endowment. Final responsibility for investment policy remains with the
Friend’s Board of Directors. The Investment Committee will be guided by the considerations enumerated
above, and will observe the specifications listed below.
INVESTMENT OBJECTIVES
The primary objectives for investments shall be as follows:
1)
2)
3)
4)

To preserve the investment capital and its purchasing power.
To maintain sufficient liquidity to meet projected cash requirements.
To attain maximum return while meeting the safety of principal objectives.
To accept no investment greater than a moderate aggressive risk.
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APPENDIX A
GOVERNANCE GUIDELINES
Governance: Finance Committee Supporting Role and Responsibility
It will be the responsibility of the Finance Committee to give direction for, supervise, and implement
all aspects of the overall financial management for the Friends of Huddart & Wunderlich Parks
including:
• Establishment of fiscal timelines and procedures
• Development of an annual budget based on forecasted income and expenses
• Review of all grants and contracts regarding their fiscal implications
• Review of monthly financial statements of the organization
• Development of a long-range financial plan to support the strategic plan developed and approved by
the Board of Directors
• Assurance of compliance with Generally Accepted Accounting Principles and applicable Federal and
State regulations
• Advise the Board on the financial affairs of the organization and recommend changes when
appropriate

Governance: Investment Committee Supporting Role and Responsibility
It will be the responsibility of the Investment Committee to give direction for, supervise, and
Implement all aspects of the Fund’s investment process for the Friends of Huddart &
Wunderlich Parks including:
•
•
•
•
•
•
•
•

Asset Allocation
Investment Benchmark Selection
Manager selection, including criteria for selection, monitoring and replacement
Portfolio Rebalancing: Strategic and Tactical
Performance Management – Reviewing and Reporting
Compliance with Governance Polices Established by the Board
Reporting to the Board
Developing and Adhering to Controls Approved by the Committee and Board
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