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Financial Accountability
B Ensure timely and secure handling, depositing, and protecting of assets and

receivables

B Certify that the financial statements fairly represent the financial condition of the

organization

Have an annual financial audit

grantor/donor restrictions

Establish adequate checks and balances

Segregate duties by ensuring that no single individual is permitted to request,
authorize, verify, and record expenditures

Receive timely, reliable, and comprehensive financial reports

Maintain inventory records of real and personal property

Ensure that the administration of grants and donations adheres with

Develop an investment policy for the growth and oversight of assets
Carefully evaluate all joint ventures/relationships with for-profit entities
Look behind the reports prepared by staff

Conflict of Interests and Ethics

B Every organization should have a conflict of interest policy
B A conflict of interest policy should identify or address

- Types of interests that would be a conflict

- Persons covered

- Procedures to be followed to when a conflict of interest might arise
- Handling business opportunities that might be of interest to organization
- Dual loyalties when serving in representative capacity

- Non-pecuniary conflicts that could arise

- Other ethical standards that are appropriate for the organization
- Providing each board member with a copy of the policy
- Having a copy of the policy at all board meetings

- Monitoring and enforcing compliance

- Keeping a record of each transaction that the organization reviewed under the policy

Compensation

B Compensation paid to officers and
employees must be reasonable

B Compensation practices should be
determined by persons knowledgeable
in compensation matters and who
have no financial interest in the
determination

B Comparability data should be revised
to determine compensation

B Documents on how compensation
decisions made should be retained

B Compensation includes cash and non-
cash payments, loans, grants, payments
for personal housing, social club dues,
and expenses paid for spouses or com-
panions

B Any "special” compensation should be
approved by board

B Loans and other diversions of assets to
officers, directors, and key employees
should be prohibited

B Federal and state laws on withholding,
minimum wage, overtime, wage with-
holding, record keeping, and reporting
of income should be complied with

Meetings

Record every vote or abstention by
name

Keep verbatim record of all action
items (either in the minutes or as
an attached document to the
minutes)

Have all minutes reviewed and
approved by board

Adopt rules of order

- Appropriate for type of
organization, e.g., membership
organizations should have different
rules from non-membership
organizations

- Easy to use

Follow the rules

Have a copy of the rules at every
meeting

Safeguard the records of all
meetings, governmental filings,
contracts, grants

Establish a document retention
and destruction policy

BEST PRACTICES

Fundraisin
General g

- Supervise and control all activities
- Monitor and control how organization's
name is used
Report all donations and fund
solicitation activities
- Keep expenses reasonable
- Ensure all solicitation materials are
accurate
- Comply with state laws on charitable
solicitations
- Use prudence in contracting with out-
side fundraising firms
Control the message and the means of
soliciting funds
- Protect donor information
- Do not use any for profit entity to solicit
funds unless the entity is acting as an
agent of the organization under strict
guidelines
- Provide donors with written receipt of
donation
Internet
- Register in each state where active solici-
tation occurs
- Try to maintain a “passive” webpage
- If donations are sought on the webpage,
periodically consult with legal counsel
on the operations of the webpage
B Have sponsors, not advertisers
B Auctions- Have goods donated.
Do not regularly hold auctions.
B When holding bingo and other legal
gaming activities, register with the state
agency and comply with state laws

Reporting Improprieties

B Have a system for the reporting of fraud,
misappropriation of assets, and other
financial improprieties within the
organization

B Cover officers, directors, employees, con-
tractors, and affiliated entities

B Investigate and remediate all complaints

B [mpose sanctions, including removal
from office, for all founded complaints

B DProtect against retaliation

B Distribute policy to staff, officers, and
directors

B Maintain records of all complaints and
how resolved

Records
B Establish a document retention and
destruction policy
B [mplement safeguards for information
in files
B Preserve confidentiality of personal/
confidential information



