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			Foreword

		

		
			Thank you for your purchase of Strategic Thinking and Planning. Since its founding, the Museum Trustee Association (MTA) has communicated strategies and best practices to museums across the Americas. We are especially proud of this new edition of our Templates for Trustees series, which digs deeper into trusteeship than ever before and provides the tools for an institution of any size to build, educate, and inspire a successful board.

			Throughout the following pages are guidelines and best practices from industry leaders, both staff and volunteers. You will also find eighteen customizable and automated templates to help you keep your board organized and focused on the key issues and challenges facing your museum today. MTA staff is available to you for support as you work your way through the software.

			MTA is the network for informing, advising, and inspiring museum trustees. For more information on our products, publications, and services, visit us at www.museumtrustee.org or call our offices. We look forward to hearing from you!

			Leland W. Peterson

			Board Chairman

			Museum Trustee Association

			Mary Baily Wieler

			President

			Museum Trustee Association

		

	
		
			About Templates for Trustees

		

		
			“When it comes to board information,” says Harvard University professor Richard Chait, “less is more, and much less is much more.”1 Trustees usually receive too much information with too little meaning. Instead, they need structured, concise materials that enhance board performance and satisfaction. This is especially true when it comes to measuring progress on achieving strategic initiatives. Technology can direct trustees’ attention to what matters most, helping them gather relevant information and explore it from different perspectives. The templates in this volume, such as operating plan and budget worksheets and dashboard reports, offer streamlined and strategic formats for reporting to the board.

			Templates for Trustees is a four-part series designed by the Museum Trustee Association (MTA) to focus attention on the processes and tasks of governance. It supports the MTA’s mission “to enhance the effectiveness of museum trustees” by

			
					promoting and facilitating dialogue between museum trustees and museum directors

					collecting and disseminating information on museum governance that will assist trustees in discharging their responsibilities more effectively

					providing education and training opportunities for museum trustees

					initiating and conducting research on issues of concern to museum trustees

			

			The templates are tools that present board information so that it can be collected, explored, and understood from different perspectives. Each one helps boards create documents, spreadsheets, and presentations tailored to their own needs. Using fill-in-the-blank forms, surveys, and rating scales that are provided on a unique cloud-based app, trustees or administrators enter specific information about their museum and their board. The completed templates and reports serve as starting points to help boards organize their thoughts, identify their priorities, and plan their actions.

			Strategic Thinking and Planning is the fourth publication in the four-part series. The other volumes include Building Museum Boards (volume 1), The Leadership Partnership (volume 2), and Executive Transitions (volume 3). All books in the series are available on a web-based application that is accessible to both PC and Mac users.

			All four volumes include five sections:

			
					Using the Templates for Trustees Online App provides an overview of how the website is structured and a brief description of the purpose and functionality of each template and report. Specific instructions for working with the document library and web-based forms and customizing the templates for each museum’s needs are available on the website. This online Help Manual will be useful to the administrator, the staff or board member who will modify the forms so they are tailored to individual boards.

					The User’s Guide distinguishes how strategic thinking and planning differs from other, more familiar strategic planning processes. It will provide a helpful background for all members of the Strategic Planning Team.

					The introduction, A New Approach to a Familiar Exercise, summarizes relevant issues and trends and sets the stage for this work.

					Chapters 1–7 lay out the planning process and present examples of the templates.

					The Resource Guide includes publications, websites, and organizations with additional information on strategic planning.

			

			Terminology

			In these volumes we have used the following terms:

			
					Template refers to any tool that is modified by the administrator and filled out by Strategic Planning Team members.

					Template library includes the complete set of tools: surveys, database forms, documents, calendars, and presentations.

					Reports are generated by compiling the responses to completed templates.

					Trustee refers to a member of the museum’s governing board. The terms board member and trustee are used interchangeably throughout this manual.

					Director is the staff leader who reports to the board. Some museums may use executive director, chief executive officer (CEO), or president.

					Board chair is the senior board member who oversees all board functions. Some boards may use chief volunteer officer (CVO) or president.

					Executive Committee refers to the board chair and other officers.

					Administrator is the individual—typically a staff member in the executive office—who modifies and manages the templates and serves as liaison between Strategic Planning Team members, the board, and the staff.

					Strategic Planning Team is the group charged with creating the strategic plan by engaging in a rigorous process of strategic thinking. It should include a carefully chosen group of board, staff, and community members.

					Strategic Planning Team Chair is the individual—typically a member of the board—who leads the Strategic Planning Team and serves as a liaison with the museum’s internal and external stakeholders.

					Facilitator is the individual or firm charged with guiding the various steps of the planning process and facilitating the meetings, in collaboration with the Strategic Planning Team chair. Whether paid or volunteer, this position is crucial to the success of the entire process.

					Strategic initiatives are broad but coherent approaches to achieve the museum’s mission and vision with available resources. They suggest a general direction rather than a specific course of action.

					Goals are outcome statements that tell how the museum will address, resolve, or accomplish a strategic initiative. In short, they articulate what will be accomplished. More fluid than strategic initiatives, goals can be adjusted and adapted with changing circumstances.

					Objectives are precise, measurable, time-phased results that support the achievement of goals. They spell out how goals will be accomplished, by whom, and often for whose benefit.

			

			Template Support

			The Museum Trustee Association provides support to boards that purchase Templates for Trustees. Please contact the MTA at Support@MuseumTrusteeTemplates.org

			
					for more information or to order additional volumes in the series

					with questions about tailoring or troubleshooting your templates (service included in the one-time setup fee)

					if you would like to make a testimonial about your experience using this or other volumes in the Templates for Trustees series.

			

			Note

			1. Chait made this observation during a panel on “The New Work of the Nonprofit Board” at the American Association of Museums Annual Meeting in Baltimore, Maryland, in April 2000.

		

	
		
			Using the Templates for Trustees Online App

		

		
			The physical book you are holding in your hands is just one part of Strategic Thinking and Planning. The templates themselves, which can be tailored to your institution, are stored in an online application hosted by the Museum Trustee Association (MTA). To activate your account in the application, you will need to contact the MTA at support@museumtrusteetemplates.org, pay a modest one-time setup fee (waived for MTA members), and schedule a time to set up your account. Once you create an account, you can begin to review and customize the eighteen templates in Strategic Thinking and Planning.

			Throughout Strategic Thinking and Planning and the other books in the series, there is an important role for the “administrator” who manages the museum’s use of the online application. In a larger museum, there may be someone who already manages board communication as part of his or her job. In a smaller museum, the administrator may be the director or a board member. It is also possible for two people to share this role. Once the individual who will fill that role has been identified, he or she should set up the application.

			Initial Setup

			Step one is registering your account with the Museum Trustee Association by sending an email to support@museumtrusteetemplates.org. The MTA staff member responsible for administering Templates for Trustees will send the administrator a short version of your museum’s name (Museum ID), the administrator’s username, and a password, which will ensure the privacy and security of your museum’s information. MTA staff will also schedule a telephone call to go through the rest of the setup process.

			Step two is logging into the application at www.museumtrusteetemplates.org. The first screen (figure 0.1) is the Templates for Trustees landing page, with general information about the MTA. From there, click “Log in” on the blue bar to continue. Enter the information provided by MTA (figure 0.2). After logging in, you will be on the landing page for the four volumes in Templates for Trustees (figure 0.3).
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					Figure 0.1

					MTA Templates for Trustees Home Page (Courtesy of the Museum Trustee Association)
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					Figure 0.2

					MTA Templates for Trustees Log In (Courtesy of the Museum Trustee Association)
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					Figure 0.3

					MTA Templates for Trustees Four Volumes Landing Page (Courtesy of the Museum Trustee Association)

				

			

			Step three: Before setting up any single volume, the administrator should establish the global settings. This will enable the application to customize the templates (figure 0.4). Click on “Settings” to launch the page with the placeholder settings. For each item in Settings—the museum name, mission statement, director’s name, the title used by the director, and the first month of the museum’s fiscal year, annual meeting, or the start of the board cycle—click on “Edit” and put the appropriate information in the field labeled “Setting Value.” Click “Save,” and you will be returned to the list of Settings. Note: You will not see the changes immediately. Close this menu and reopen “Settings” to see the changes.

			For the Settings menu and most of the screenshots that follow, the information is for a fictitious museum—the Greenville Museum of Art and History—and its board.

			Step four is creating a Templates for Trustees user account for everyone currently on the board, the director, and the administrator. Next to the MTA logo is a three-bar icon that opens the “Administration” menu (figure 0.5). Click that, and a new column will open on the left side with an arrow next to “Administration” (figure 0.6). Click on the arrow to open the menu and select “Users” (figure 0.7).
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					Figure 0.5

					Strategic Thinking and Planning Administration Menu Opener (Courtesy of the Museum Trustee Association)
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					Figure 0.6

					Strategic Thinking and Planning Administration Menu Selections (Courtesy of the Museum Trustee Association)
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					Figure 0.7

					Strategic Thinking and Planning Administration Menu Selector (Courtesy of the Museum Trustee Association)

				

			

			Click on the blue “Create New User” box (figure 0.8). 
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					Figure 0.8

					Strategic Thinking and Planning New User Setup (Courtesy of the Museum Trustee Association)

				

			

			A window will pop up (figure 0.9) where you can enter basic information for each member of the board: name, email address, and a username. We suggest deciding on a convention for creating usernames: first initial last name is common. Note that the system will automatically send the new user an email with instructions for choosing a personal password.

			Every user has one or more “roles” that determine their access to various features. In general, the roles are members and chair of the relevant committee (for this
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