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Goal: 
Record two short (<10 minute) videos with each Board member providing information related to the role, key resources and files used, important tasks, and reflections on the job and lessons learned.
Business need:
· Support succession planning by having a personal video message about each Board role from a person who has done it describing the role to prospective applicants.
· Increase time to productivity for new Board members who may be still learning what tasks are needed from them and how to use our systems.
· Prevent lost knowledge and “reinventing the wheel” by documenting not merely common SOPs, but where to find key files and resources for each Board position. This amounts to a quick onboarding training with a high level overview of where to look for what and key tasks needed to be completed for the year tips and suggestions for the coming year.

Video #1 Questions
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Video #2 Instructions
Do a 5-minute walk through the Board Workspace (shared drive files) for your role and highlight key resources and where to find SOPs related to common tasks.  Point out key to-dos or deadlines (e.g. annual compliance calendar) and any external resources if applicable.

Project Announcement Email.
Hello BOD,
I’m in the process of setting up 1:1s with each of you for a quick Zoom video to help future board members onboard with ease. It’s super casual with no prep required. I’ll be off camera asking a few easy questions, and you just talk through your experience like we’re catching up.
If you're curious, the questions I’ll be interviewing you on are attached. We’ll cover the first six questions in our chat, and I’ll record a separate video later this year for the last two.
Additional Request - please record a short video on your own and send me the link once it's complete for the following: In the video, walk through any tools you use, where you store important items, and key resources someone new would need to reference to perform tasks in your role (like SOPs or helpful docs).
One final note...think YouTube, not Hollywood. We don’t need a production crew...just keep it real and keep it you. Short, simple, and to the point is best. All in, this filming process should take less than an hour to complete.
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Succession Planning +
Onboarding

» Recordings will take place twice
this year.

» No prep necessary.
» Feel free to share your screen.
> Keep it concise.

> Have fun!

s —————————————
1. Role Overview
* What is your current role on the board, and how would you describe it in your own
words?
* What are your top 3 responsibilities in this role?
2. Time & Commitment
* On average, how many hours per month do you dedicate to this role?
* Are there any specific times of year when the workload increases?
3. Key Processes & Tools
* Are there any recurring tasks, systems, or platforms that someone stepping into this
role should know about?
* What tools or templates have you found most useful?
4. Wins & Challenges
* What has been the most rewarding part of serving in this position?
* What was the biggest challenge, and how did you navigate it?
5. Tips for Success
* What advice would you give to the next person taking on this role?
* |s there anything you wish you had known when you started?
6. Collaboration
* Which other board members or committees do you work most closely with?
* Any tips for building strong relationships within the board?
7. Legacy & Continuity
* Are there any unfinished projects or ideas you'd love to see continued?
+ How would you like your successor to build upon your work?
8. Personal Reflection
* What have you learned from serving on the board?
* Would you do anything differently if you could start over?




