New Executive Committee Checklist
Effective Date:  April 14, 2026

· Inviting committee member- Arrange Meet & Greet for potential candidate; Provide material about Nonprofit to candidate at Meet & Greet - Annual Report, Board Contact List, Website Address, and Checklist.

After Meet & Greet, both parties decided if it is a match

· If acceptable by both parties, Inviting committee member has candidate signs Board Member Declaration, can be found on Website under Forms. Signed form should be sent to Treasurer. And provide candidate’s contact information to Secretary.

· President request Trustee approval of candidate. 

· New member will be assigned a mentor by the President. Mentor and Mentee should seat next to each other for the first few minutes so mentor can answer questions quietly during the meeting.

After Approval, the new committee member should complete the following tasks within 2 months:

· Arrange a one on one with the president to learn more about the nonprofit.

· Arrange a visit to Kuruvilla Oncology.

· Arrange a one on one or Zoom meeting with the Website and Facebook coordinator. The purpose is to become familiar with both social medias and information on these sites.

· New committee member, on their own, should read the following.  All can be found on the Website.

· Bylaws
· Article of Corporation
· Patient Referral Form
· All Policies (Below are the policies as of 4-14-2026, there may be additional ones)
· Compenstion Policy
· Retention Policy
· Whistleblower Policy
· Conflict of Interest Policy
· Transportation & Sitting Services Liability Mitigation Policy
Question about these documents can be answered by their mentor or any officer.

· Arrange a one-on-one meeting or Zoom meeting with the Treasurer. The purpose of this is to become familiar with the financial reports and client report.

· Arrange a one-on-one meeting with Gail Smith, our contractor who handles our client support services. The purpose of this meeting is to become familiar with her role and how clients are referred to the nonprofit.

