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Bridge to the Future 
Nonprofit Operations Plan for June-August 2013 

Overview 

This plan outlines temporary staffing needs for MAPS’ nonprofit operations from June 1, 2013-September 
30, 2013. MAPS’ Director of Operations will be vacating her position on May 30, 2013 and the MAPS 
directors would like three months to consider how they would like to restructure. This plan will cover the 
MOST BASIC NEEDS for the nonprofit operations of MAPS.  

During this three-month period, the organization will be engaging in a strategic planning process to 
determine what types of activities the organization will engage with in the future. This strategic planning 
process will include both programmatic as well as non-programmatic aspects of the organization’s 
function. This plan meets basic operational needs for this three-month transition period. 

The incumbent Director of Operations began volunteering with MAPS in 2001 and began employment in 
September 2003. During this time the organization grew significantly in size. The incumbent has held a 
number of distinct positions in the organization from Membership and Sales Coordinator, to Clinical 
Research Associate, to Deputy Director. As a result, she holds a great deal of institutional knowledge. 

The Director of Operations responsibilities are mixed in their appropriateness for delegation. About 20-25 
hours per week of responsibilities can only be delegated to a director level person with management skills 
and who is trusted to make significant decisions on behalf of the organization. An additional 20-30 hours 
per week of work, previously being completed by Director of Operations and Front Office Interns, can be 
delegated to an employee who is not at the director level. This number may be 25% higher for the first 6-
12 weeks of the role as the new person becomes acquainted to the new responsibilities. Note that the total 
number of hours is higher than the current number of hours worked per week by the incumbent; this is 
because projects delegated to front office interns are included as part of the incumbent’s current 
workload. 

Benefits of this Plan 
By creating a three-month bridge to the future, MAPS as an organization will have more time to consider 
what activities they want to accomplish in the future and how to accomplish them. Many key staff are 
engaged in conference planning for Psychedelic Science 2013 and so the strategic planning process needs 
to be postponed.  
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Potential Pitfalls 
One drawback of the approach of having a 3-month gap between deciding on delegation of responsibilities 
from prior position is that considerable position-specific knowledge may be lost in the transfer due to a 
lack of overlap between the current Director of Operations and a future staff person. This will especially 
be true if the outcome of the strategic planning process leads to the loss of the temporary office manager 
and to a new person taking on director level responsibilities. However, if the office manager becomes 
permanent and the director who takes on responsibilities in the interim continues to have these same 
responsibilities long term, position-specific knowledge loss will be reduced.  

Methods 
The following sources of information were considered when creating this plan: 

• Individual meetings with staff 
• Department head meeting 
• Departmental success sheet for operations for FY13 
• Front office intern manual 
• Staff survey January 2013 
• Bi-weekly status updates and “Things” logbook from current Director of Operations 
• Notes in Minute7 from current Director of Operations 
• Personal reflection from Director of Operations  
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Ongoing Activities to Meet Most Basic Needs of Organization 

The most basic needs of MAPS nonprofit operations are covered by this 

plan.  

These are to pay bills and payroll on time, keep accurate financial records, to provide timely and accurate 
financial reports, to manage MAPS employee benefits, to keep accurate human resources records, to 
maintain a CRM database , to maintain IT infrastructure, to keep facilities in good working order, to 
keep the office orderly and keep stocks of resources on hand, to answer the front line of emails and 
phone calls, to keep insurance policies and other contracts up-to-date, to inform staff of organization-
wide items of interest, to manage all passwords and keys, to interpret and adhere to state and federal 
employment and tax laws, to manage the employee evaluation process, and to uphold the policies and 
procedures from the employee handbook.  

 
This section divides responsibilities currently handled by the incumbent or front office interns into tasks 

that require a Director versus tasks that can be delegated to a non-director.  
 

Director-Level Tasks 
Some tasks need to be completed by a department head. In some cases this is due to a need for specialized 
knowledge/skills or an advanced understanding of the culture of MAPS. It could also be that the task 
requires a person skilled in management who can be held accountable for decisions with a large potential 
impact—financial or otherwise. Additionally, there are a number of bank signatory responsibilities that 
(due to checks and balances) cannot be completed by the accountant. The tasks below are estimated at 20-
25 hours per week.  

 Oversee staff retreat and strategic planning process 
 Bank signatory responsibilities  

• Call B of A and grant permission for accounting to speak to reps 
• Sign checks 
• Withdrawing cash  
• Reviewing bank statements 
• Closing or opening accounts 
• International payment problem solving 
• Signature card changes 
• Managing ATM/Debit Card 

 Answer MAPS-policy questions from Accounting Consultant 
 Manage password document 
 Oversee the monthly budgeting process (or Accounting Consultant) 
 Manage to operations budget and approve expenses 
 Review and sign contracts 
 Managing Kynthia  

• Oversight of Neon project 
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• Oversight of her work with IT contractors 
• Oversight of intern placement 
• Oversight of Burning Man project 

 Provide assistance with escalated AskMAPS questions 
 Interpretation of employee handbook in complex situations 
 Manage Linnae and Kynthia on Burning Man Sanctuary project 

Non-Director Level Tasks 
The following tasks are estimated at 20-30 hours per week. 

 Answer AskMAPS 
 Answer main phone line 
 Opening/closing checklist each day 
 Remind staff of upcoming holidays, meetings, and organizational dates 
 Order office supplies 
 Manage phone greetings 
 Maintain public shared office spaces—kitchens, bathrooms, conference room, hallways; water 

plants; take out trash; keep supply cabinets organized 
 Manage petty cash 
 Manage key chain 
 Manage Fedex accounts 
 Employment status changes 
 Oversee SEP-IRA disbursements and PTO accrual 
 Make sure staff return their timesheets and Amex statements on time 
 Complete insurance paperwork as needed (listing entities as additional insured, etc.) 
 Human resources legal questions with HR Wow 
 Write and send out weekly Highlights 
 Facilities issues—point of contact for property manager and for cleaner 
 Prepare logistics for staff retreat 
 Manage the evaluations process 
 Complete volunteer waivers when employees volunteer for MAPS 
 Take minutes at Board Meeting and follow up with staff on action items before next Board Meeting 
 Find someone to answer Rick’s email while at Burning Man 
 Help Rick create written evaluations of department heads 
 Daily and weekly office tasks from Appendix A 

 
When MAPS nonprofit operations are fully functional beyond most basic needs, there are a number of 

other activities with which it engages. THE FOLLOWING ACTIVITIES GO BEYOND THE 
MOST BASIC NEEDS AND ARE NOT COVERED IN THIS PLAN.  

 
 Hiring new staff  
 Creating success sheets for FY14 
 Meeting increasing needs for office space 
 Changing major technology infrastructure such as CRM or CMS 
 Changing benefits policies 
 Assist and support clinical or communications with IT projects 
 Address organizational issues and concerns other than those specifically mentioned above  
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 Address the issues of “reasonable workload” and “more time to plan ahead” 
 Work on addressing “internal communications norms” 
 Facilitate employee relations issues (e.g. problem between an employee and her manager) 
 Facilitating or planning all staff meetings 
 Additional help for Rick with email and scheduling 
 Explore the issue of Rick as a bottleneck 
 Coordinate social events for staff 
 Volunteer appreciation events 
 Orientation of new employees or contractors 
 Create more clear procedures and workflows 
 Overseeing annual success sheet process 
 Management/placement/recruitment of front office interns 
 Any new project that could significantly affect the workload of the staff included in this plan 
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Major Milestones for This Period 
The Director of Operations and the Nonprofit Operations staff have committed to several major 
milestones during this period that are considered in this plan as MOST BASIC NEEDS.  

June 2013 

• MAPS Staff Retreat  
• Annual Performance-Based Salary Review 
• Annual Written Performance Evaluations 
• First month of monthly departmental budgeting 
• Neon improvements 
 

July 2013 

• Year End Board Meeting 
• Burning Man Zendo Preparation 
• Recruit Fall Interns 
• Neon improvements 

 
August 2013 

• Burning Man Zendo 
• Place Fall Interns 
• Neon improvements 
 

June 2013 
In June 2013, MAPS staff will be attending a staff retreat of 4 days and 3 nights. Although the exact 
purpose of this retreat has not yet been determined, it will likely be an opportunity for strategic planning. 
The staff retreat will need support both from a non-director-level employee to complete logistics planning 
as well as general direction and oversight from a director or group of directors. At the retreat, a facilitator 
or facilitators will be needed.  

The fiscal year ends on May 31, 2013, which is also the end of MAPS’ annual performance evaluation 
cycle. Once the cycle is complete, managers complete written evaluations of their staff. Annual written 
evaluations are an essential part of employees’ performance files and are also what performance-based 
raises are based upon. A staff person will need to oversee the process, and it will also be important for the 
Executive Director to engage in the process and hold directors responsible for its completion.  

In conjunction with the annual performance evaluations, a director will consider MAPS’ financial position 
to set percentages for performance-based raises for the organization. Performance-based raises are 
distributed in June, and a non-director level staff person can help by drafting the letters to staff detailing 
their raises, filing them in personnel files, and communicating with accounting to see that they are 
implemented appropriately.  
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MAPS directors have decided to begin monthly budgeting at the start of FY14. June will be the first month 
of the monthly budgeting cycle, and since this is a significant process change for the organization, it will 
be especially necessary to have a leader designated to manage the process. The first several months of this 
new undertaking will likely involve a number of course corrections to find a smooth and efficient process.  

Finally, Neon improvements will be in full swing again in June 2013 after a temporary slowdown in 
progress while key staff participated in planning and execution of Psychedelic Science 2013.  

July 2013 
In July 2013, Directors and operations staff will be occupied with fiscal-year-end board meeting 
preparation. The board meeting will take place sometime in July; the exact date had not yet been 
determined at the time of this writing. By the end of this month, Directors will also have received written 
evaluations and salary reviews. 

Operations staff Kynthia and Linnae will also be preparing for the main psychedelic harm reduction 
project of the year—the Burning Man Zendo. In advance of the event, they will be recruiting 50-100 
volunteers, creating a schedule, making a plan for volunteer training, and preparing logistics. A manager 
yet to be determined will oversee their work on the project and will manage to the budget and plan. If a 
manager is not identified, the Executive Director will likely become the default manager of the project.  

This month will culminate the recruitment period for Fall interns and selection of interns will begin. 
Between 2-4 interns will be placed this month for events and for clinical research. Kynthia, under 
management by Virginia, will continue to work on Neon improvements this month.  

August 2013 
This month will have much to do with the annual Burning Man Zendo project as preparations for the 
event enter the final stretch and staff begin to depart for the event. This is also a popular month for 
employee vacations. Fall interns will be selected and placed before Kynthia departs to Burning Man. Neon 
improvements will slow down this month as Kynthia’s time is prioritized to Burning Man preparation and 
selection of fall interns. A plan will need to be created and put into place for general IT support while 
Kynthia is out of the office. Likewise, alternate arrangements will be needed for checking Rick’s email 
while Linnae is at the event.  
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Appendix A: Office Daily and Weekly Tasks 

Within the first hour of your shift, listen to all voicemails on the receptionist phone. Respond to 
urgent emails and voicemails in the first hour of your shift. Respond to non-urgent voicemails by the end 
of your shift.  
 
Every weekday before 10 am:  
• Unlock the front door (check both locks, top and bottom).  
• Open curtains in the conference room.  
• Turn on the light in the conference room.  
• If it’s cold, put space heater in the conference room and turn on full blast. 
 
Every weekday before 10:30 am: 
• Make coffee in the kitchen.  
• Empty old grounds from the espresso machine. 
• Put away clean dishes.  
• Wipe kitchen counters.  
• Stock bathrooms with toilet paper.  
• Check to make sure that the answer mode on the phone has been changed to Day mode. 
• Check email for faxes received (will say it is from “sharp”): deliver them to appropriate staff member   
• Confirm that there are many copies of the fax cover letter beside the copy machine.  
 
Every weekday by 4 pm:  
• Change water jug in front office if it is empty (ask for help if needed).  
• Take out office trash if the cans are overflowing.  
• Throw away wilted flowers in vases around the office.  
• Replenish paper in all of the printers in the office. Collect used ink cartridges.  
• Tuck in chairs in conference room. 
• Close curtains in front office and conference room, check that windows are locked. 
• Lock the bottom lock on the front door at 4 pm. 
• Change the answer mode on the phone to Night mode. 
• Make sure the door to accounting office is locked (exterior door) 
• Turn off the heaters upstairs and downstairs 
• Turn off the coffee pot upstairs 
• Empty the dehumidifier in the garage 
 
If the office will be closed the next day: change the main phone greeting to notify callers of the 
closure, and place a sign on the front door notifying delivery people and visitors.  
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Day-Specific Tasks 
 
Monday morning: 
• Check the schedule sharing calendar to see if there are any holidays or staff-wide meetings in the next 

two weeks.  If so, send a reminder email to staff@maps.org with the appropriate information. 
 
Tuesday afternoon:  
• Check the refrigerators to see if there is anything that is clearly spoiled or moldy 
• Take trashcans (all three) to the sidewalk curb. 
 
Wednesday morning:  
• Bring the trashcans in from the curb, back to the parking lot.  
• Look at the library checkout clipboard and call/send an email to anyone with a book that has been out 

for more than one month to remind them.  Make a note on the clipboard to indicate whether they 
have committed to return the book by a certain date, or whether the book is “renewed” for 
another month. 

 
Thursday afternoon: 
• Organize the supply cabinet in the conference room.  
• Take inventory of the office supplies, and order anything that is needed. 
 
Friday morning: 
• Water the plants in the conference room, bathrooms, front office, and upstairs hallways. Please water 

until the soil is moist, not wet. Check for puddles under the plants, either wipe with towel or place 
a plate underneath.  
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Appendix B: Special Projects for Valerie to Complete Before May 30—in Addition to 
Ongoing Responsibilities 

 Create BTF plan (March 2013)  
 Clean up the wiki (March 2013) 
 Set up office at PS2013 (March-April 2013) 
 Organize electronic files (March-May 2013) 
 Create/update key HR procedures (March-May 2013) 

o Employment status change (create) 
o Hiring (update) 
o Termination (update) 
o Hiring a contractor (update) 

 Renew health insurance (May 2013) 
 Complete employee handbook (will need Directors’ feedback on policies) (May 2013) 
 Change primary contact on all accounts from password document (May 2013) 
 Complete Kynthia’s written evaluation (May 2013) 
 Train new delegates on tasks (May 2013) 

 

 

 

 

 


