ractices colorado Nonprofit Association

Governance &

Leadership

Organizational Assessment and Planning Tool

A nonprofit's governing body, officers, and key employees are responsible for defining and upholding the organization’s mission, vision, and
values, and for providing overall leadership and strategic direction to the organization. Each nonprofit board should:

e Ensure that the organization is adequately resourced to carry out its mission;

e Advance the ethical and legal integrity of the organization and ensure accountability and good governance practices;

e Ensure that activities and expenses align with mission focus;

e Actively set and implement policies;

e Provide oversight, direction, and moral support for the chief executive in order to further the goals of the organization; and

e Evaluate its own effectiveness as a governing body and as representatives of the community in upholding the public interest served by

the organization.

Members of the governing body need to be aware of the legal fiduciary duties related to their work: the duty of carethe duty of loyaltyand
the duty of obedience

Reouired by | No/ Not Somewhat/ Yes/ Not Not Sure
¢ Required by law Begun In Process Completed Applicable
Board Roles
1.3 We have a board of directors. 4 4 4 4 4
CRS § 7-128-101 I I I I I
2.3 We have all required officers (president,
secretary, and treasurer; or as indicated in Y Y Y 4 Y
bylaws) I I I I I
CRS § 7-128-301I; 990
3. Our board members are provided with clear job o o o o o
descriptions and understand their roles and I I I I I

responsibilities.

Board Responsibilities: Oversight & Evaluation

4.3 We are knowledgeable and in compliance with

all applicable federal, state, local, and Y Y Y Y Y
international laws. I I I I I
990

5. Our board reviews and approves new or revised

A 4 A 4 A4 A 4 A4
fiscal and governance policies. | | | | |
990
6. Our board annually reviews and approves the o o o o o
budget | | | | |

Our board or the appointed finance
committee reviews financial reports quarterly,
at a minimum, and montbhly if possible.

990

-

If an audit is conducted, our board reviews
and approves the audit.
990

(GOVERNANCE & LEADERSHIP
Pace | oF 4




S Reauired by law No/ Not Somewhat/ Yes/ Not Not Sure
Begun In Process Completed Applicable
All board members are given the opportunity
to review and approve the Form 990 prior to o o - - -
submission, and are aware of any other state I I I I I

and local filings.
990

7. Our board actively participates in and approves
the strategic planning efforts of the
organization.

8. Our board conducts an annual evaluation of
itself.

8. Periodically, our board reviews its size,
composition, and operational structure.

9. Our board annually reviews our articles of
incorporation, bylaws, corporate policies, and
mission statement, and amends them as
needed to reflect organizational growth and
development.

10. Our board annually conducts a performance

review of the chief executive, including 4 4 4 4 4
his/her compensation. I I I I I
990
3 Our board ensures that executive

compensation is reasonable. Y Y 4 v v
CRS § 7-133-102; IRC §§ 50I(c)(3) and 4958; I I I I I
990

I1. Our board engages in succession planning for - - o o o
the chief executive, board members and key I I I I I

staff.

Board Responsibilities: Fundraising & Development

12. Our board members volunteer their time and
assist in raising external funds.

One-hundred percent of our board members
give financially to our organization.

A\ 4
A\ 4

—_— | =

el Sl {

— | —(

—_— | =

Expectations for each board member are
clearly communicated in writing to all
prospective and existing board members.

A 4

-

Y

]l

-

Our board members are provided with
fundraising training and support materials.

13. We help each board member identify the roles
for which they are best suited.

—_— | =

—_— | =

— | =

— | —(

—_— | =

14. We provide the necessary training and
education to empower our board members to
advocate for our organization.

-

-

—_

—

—_

Our board members act as liaisons with the

) A . . , A4 A4 A4 A 4 A4
community by sharing our organization’s I I I I I
mission, accomplishments and goals.

Our board members solicit feedback from the Y 4 v 4

community about its needs and expectations.

-

(GOVERNANCE & LEADERSHIP
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= [asntizad 7l No/ Not Somewhat/ Yes/ Not Not Sure
o y Begun In Process Completed Applicable

Board Responsibilities: Independence

IS. A substantial majority (at least two-thirds) of o - o -

our board members are independent.
990

A4

16. We have a conflicts of interest policy with
disclosure form that must be signed annually
by our board and key staff.

990

-

Our board members are required to disclose

all material facts and relationships and refrain
from voting on any matter in which they have

a conflict of interest.

990

-

We regularly and consistently monitor and
enforce compliance with our conflict of
interest policy.

990

-

17.3 Our board members do not receive monetary
compensation for their board duties other
than reimbursement for board-related
expenses. (If compensation is paid, it must be
reasonable in amount.)

CRS § 7-133-102(b); 26 CFR § 53.4958-
4(b)(1)(ii); 990

-

Board Procedures

18. Our board members are provided with an
orientation and a board manual.

-

19. We have a systematic process for educating
board members to ensure that each member
is equipped with the information needed to
carry out oversight functions, act on all legal
and ethical responsibilities, and be
knowledgeable of the community served by
our organization.

-

20. Our board has established a process for

recruiting, evaluating and selecting new Y Y Y v V
board members, including staggered terms I I I I I
and term limits.

A4 A4 A4 A4

21. Our board meets at least quarterly and regular
attendance is expected of all board members.

-

22.3 We keep minutes of all board meetings and
records of any actions taken by the board
without a meeting. These are kept as
permanent records of our organization.
CRS § 7-136-101; 990

-

3 Minutes and records of actions taken
without a meeting are recorded
contemporaneously and include the date,
time, attendees, motions, and votes.
CRS § 7-136-101;, 990

-

(GOVERNANCE & LEADERSHIP
Pace 3 oF 4




& Reauired by law No/ Not Somewhat/ Yes/ Not Not Sure
Begun In Process Completed Applicable
23.3 Our board follows the statutory voting
procedures unless otherwise defined in our Y Y Y 4 -
bylaws. I I I I I

CRS §7-128-205; 990

24.3 We follow proper statutory criteria when

A\ 4 A\ 4 A\ 4 A 4 A\ 4
taking action without a board meeting. I I I I I
CRS §7-128-202
25. We have organized committees or task forces to o - - - -
effectively structure our board's roles and I I I I I
responsibilities.
Each of our committees have a charter or other Y Y Y Y Y
clear statement of authority and purpose. I I I I I
Board Composition
26. We strive to have board representation that - - - - -
reflects the diversity of our community and I I I I I
constituency.
Our board values cultural competency, o o o o

diversity, and inclusiveness as essential to
advancing our mission.

-

27.3 We abide by the number of directors stated
in, or fixed in accordance with, our bylaws
(must have at least one board member; best
practice is to have at least 5 board members).
CRS § 7-128-103

-

28.3 We abide by the terms/term limits indicated
in our bylaws (directors serve for one-year
terms with no limits unless otherwise
provided in bylaws).

CRS § 7-128-105

-

Our board has a clear policy on the length of
terms, the rotation of directors (e.g.,
staggered terms), the number of consecutive
terms a board member may serve, and the
removal of board members. This policy is
stated in our bylaws.

-

29. Our board includes members with the diverse

A\ 4 A\ 4 A\ 4 A\ 4 A\ 4
skills, background, expertise, and experience I I I I |
necessary to fulfill all needed board roles.
Our board has at least one individual with o o o o o
financial expertise (does not necessarily need | | | | |
to be a CPA).
All of our board members receive financial Y Y Y 4 -
literacy training as needed. I I I I I
Our board has no more than one employee

A\ 4 A\ 4 A\ 4 A\ 4 A\ 4

(typically the chief executive) serving on the
board, and he/she does not serve as the
chair, vice-chair, secretary or treasurer.

30. Staff members that may serve on our board do
so as ex-officio members without official
voting status.

-

(GOVERNANCE & LEADERSHIP
Pace 4 or 4




Principlev ractices colorado Nonprofit Association

T#% B Transparency &

Accountability

Organizational Assessment and Planning Tool

Nonprofits have an ethical and legal obligation to their constituents and the public to conduct their activities in a transparent and accountable
manner. Nonprofits should regularly and openly convey information to the public about their mission, activities, accomplishments, and
decision-making processes. Information should be easily accessible to the community in order to increase external visibility and public
understanding of the organization in order to ultimately build trust in the organization.

S Required by | No/ Not Somewhat/ Yes/ Not Not Sure
cauirec by 1aw Begun In Process Completed Applicable

Accountability

1.3 We are in compliance with all legally required - - - - -«
reporting procedures. | | | | |
e.g.. IRC § 6033; CRS § 6-16-101, 990

2. We share our evaluation methodology and Y Y Y 4 -
results with the public. I I I I I

3. We reference and adhere to the established
industry standards for the nonprofit sector, Y Y Y Y Y
our subsector and our particular activity I
area(s).

Accessibility & Public Information

4. We provide ongoing opportunities for our
constituents to interact with our board and I I I I I
management regarding our activities.

Accessibility & Public Information

5. We make information about our operations,
including governance, finances, programs,
and activities, widely available to the
community and on our website.

990

-

3 Ataminimum, our organization (unless
specifically exempted) makes certain data
available to the public, including: Annual
Information Return (usually an IRS Form 990,
990-EZ, 990-N, or 990-PF) for the most
recent three years; Annual Tax Return
(usually an IRS Form 990-T) for the most
recent three years if we have unrelated | | | | |
business income; and IRS Form 1023,

Application for Recognition of Tax-Exempt
Status, including any papers submitted in
support of the Application and any letter or
other document issued by the IRS with
respect to the Application.

IRC § 6104; 990

TRANSPARENCY & ACCOUNTABILITY
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S Reauired by law No/ Not Somewhat/ Yes/ Not Not Sure
o y Begun In Process Completed Applicable
We charge a reasonable fee (or no fee) for o o o o o

copying and postage expenses incurred by
providing these documents.

6. We produce an annual report (in print and/or in
electronic format) that contains information
on our activities, accomplishments,
performance and vision for the future.

-

Solicitation of Community Input

7. We hold public community meetings to gather
and distribute information about our
approaches, goals, and effectiveness in
carrying out our mission.

-

We make meeting agendas and descriptions

A4 A4 A4 A4 A4
of significant decisions available to those who | | | | |
request them.

8. We actively work with other organizations to o o o o

avoid duplication of services, learn from each
other, and share resources when appropriate.

-

Fairness & Equity Practices

9. We make information regarding fees and services
readily available to the public. Our services
are priced equitably when we charge for
them.

10. We ensure nondiscriminatory service to our
constituents.

We ensure that we maintain appropriate
confidentiality for our constituents.

I1. We have a formally adopted, written code of
ethics that all of our board, staff, and
volunteers adhere to.

Corporate Documents & Records

12.3 We have a written, mandatory document
retention and destruction policy or schedule
with guidelines for handling all types of
documents, including electronic files and
voicemail. The policy includes backup

procedures, archival procedures, and Y Y Y Y Y
guidelines for regular checkups of the I I I I I
reliability of the system. We are prepared to
retain any documents that may be or may
become involved in litigation or a
government investigation.
18 USC § I519 — a.k.a. Sarbanes-Oxley; 990
13.3 We have kept our articles of incorporation,
bylaws, resolutions, board meeting minutes,
records of actions taken by the board,
A\ 4 A\ 4 A\ 4 A\ 4 A\ 4

accounting records, current list of board
members, and current list of members (if
applicable) as easily accessible permanent
records.

CRS § 7-136-101 et. seq.

TRANSPARENCY & ACCOUNTABILITY
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ractices colorado Nonprofit Association

Financial

Management

Organizational Assessment and Planning Tool

Nonprofits have an obligation to act as responsible stewards of their financial resources. u Nonprofits must comply with all legal
financial requirementsnd should adhere to sound accounting principles that produce reliable financial information, ensure fiscal
responsibility, and build public trust. Nonprofits should use their financial resources to accomplish their missions in an effective and efficient
manner, and should establish clear policies and practices to regularly monitor how funds are used. Adherence to best practices, especially for
those nonprofits that do not receive an annual audit or financial review, is critical to maintaining compliance and public trust.

= R 7 No/ Not Somewhat/ Yes/ Not Not Sure
. Y Begun In Process Completed Applicable
1. We produce consistent and accurate financial Y -4 -4 -4 -4
reports at least uarterly. I I I I I
Our income and expense reports compare the
budget for the same period to the actual Y Y Y Vv v
income and expenses and we include I I I I I

explanations for significant variances.

2. Our board members receive appropriate training
on how to read and understand nonprofit
financial statements.

-

Our board members are actively engaged in
reviewing financial statements and providing
fiscal oversight.

—
<
<
<
<

3. We have devised and implemented internal
control procedures that are appropriate for
our organizations.

-

Compliance

4.3 We comply with all financial reporting and tax
laws, including withholding and payment of
federal and state income taxes and Social
Security payroll taxes.

990

-

5. We have our chief executive officer, chief
financial officer (or equivalent), board, and
audit committee (if applicable) thoroughly
review and approve the IRS Form 990 and
990-T (if applicable) to ensure that they are
accurate, complete, and filed on time.

990

6. Our nonprofit has a qualified independent CPA
conduct an audit or review of our financial
statements annually or in a manner
appropriate to our organization’s size and
scale of operations.

FINANCIAL MANAGEMENT
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S Reauired by law No/ Not Somewhat/ Yes/ Not Not Sure
Begun In Process Completed Applicable
In the process of the audit, the auditor is
given the opportunity to meet in executive v v ~ v

session with our board separately from
management and staff.
990

A4

The independent financial audit or review is
reviewed and approved by our board.
990

-

7. Our board has designated an audit committee to

hire the auditor, oversee and evaluate the
audit process, meet with the auditor to review
the audit’s content, and present the audit to
the full board for its review and approval.

990

-

8. Our audit committee (or board) evaluates the

quality of our audit firm and periodically puts
the audit out to bid.

-

When maintaining the same firm, our
nonprofit requests a new audit partner every
three to five years in order to ensure a fresh,
objective perspective.

Policies

9.3 We openly communicate the annual reporting

information contained on our Form 990 to
our constituents and others who request such
information.

IRC § 6104; 990

We share, at least annually, an overview of
data regarding sources of revenue, functional
expenditures, and related outcomes (usually
in the form of an annual report).

-

10. We ensure that our assets are used solely for

A\ 4 A\ 4 A\ 4 A\ 4 A\ 4
the benefit of the organization, and not for | | I I |
personal or other gains.

We have a policy regarding the personal use o o o o o

of assets such as computers, phones, copy
machines, etc.

1.3 We have a system in place that allows

individuals to report financial and other
misconduct and must ensure that there is no
consequence for doing so — commonly
referred to as a “whistleblower policy”.

18 USC § 1107 — a.k.a. Sarbanes-Oxley, 990

-

2.3

We manage and invest funds prudently and
are in compliance with conditions attached to
funding.

CRS § I15-1-1103-1109; 990

-

3 We have adopted a sound investment policy,

which is reviewed periodically.
CRS § I15-1-1103-1109; 990

FINANCIAL MANAGEMENT
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. No/ Not Somewhat/ Yes/ Not Not Sure
¢ Reauired by law B .
egun In Process Completed Applicable
13. We have policies that provide clear guidance on
our rules for paying or reimbursing expenses
incurred by anyone conducting business on
behalf of the organization. The policy Y Y 4 4 -
specifies the types of expenses that can be I I I I I
reimbursed, the approval and review process
of expense reports, and the documentation
required to substantiate expenses.
Our expense reimbursement policy requires
that travel and other expenditures on behalf Y Y 4 4 -
of the organization are undertaken in a cost- I I I I I
effective manner.
14. We neither pay for nor reimburse travel
expenditures (other than minor and incidental
expenses such as refreshments served at an o o - - o
organization meeting) for spouses, I I I I I
dependents, or others who are accompanying
individuals conducting business for the
organiza
15.3 We do not make any loans to board members - - - - -
or officers. I I I I I
CRS § 7-128-501; 990
A\ 4 A\ 4 A\ 4 A 4 A\ 4

We expressly prohibit loans to key personnel.
990

6.3

We do not allow personal use of
organizational funds or business credit cards
and are aware that any such transaction may
constitute private inurement or an excess
benefit transaction under the intermediate
sanctions rules.

IRC § 50I(c)(3) and 4958; CRS § 7-133-101,
990

-

17. We have a policy that provides clear guidance

on the appropriate use of business credit
cards that provides consequences for
unsubstantiated expenses and personal use of
credit cards.

990

Our credit card policy specifies oversight
procedures including board oversight of the
chief executive officer's credit card
expenditures.

990

-

Financial Responsibilities

18. Our board reviews and approves the annual Y v v v v
budget for the organization. I I I I I

Our board considers applicable industry
A\ 4 A\ 4 A\ 4 A\ 4

benchmarks for expenditures on programs,
administration and fundraising.

-

FINANCIAL MANAGEMENT
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Reouired by | No/ Not Somewhat/ Yes/ Not Not Sure
¢ Required by law Begun In Process Completed Applicable
19. We work towards diversifying our funding
sources as much as possible in an effort to
strengthen the organization’s sustainability Y Y 4 4 -
and public support ratio, and to lessen the I I I I I
impact of a potential loss of a significant
amount of its funding from any one source.
20.3 We comply with specific conditions placed
upon donations. Y Y Y Y Y
CRS § I5-1-1103-1109; CRS § 6-16-111(1)(i); I I I I I
990
3 We clearly categorize our donated funds as
unrestricted, temporarily restricted or
permanently restricted in our financial
statements and communications in Y Y Y -4 Y
accordance with the donor or grantor I I I I I
wishes/stipulations.
CRS § I5-1-1103-1109; CRS § 6-16-111(1)(i);
990
21.3 We qualify as a public charity either under
A\ 4 A\ 4 A\ 4 A 4 A\ 4

the "public support test" or the "facts and
circumstances test".
IRC § 170(b)(1)(A)(V1) and 509(a)(1); 990

22. We spend a high percentage of our annual

budget on programs in pursuance of our
mission and consult industry and subsector
standards to determine an appropriate range
for administration and fundraising ratios.

-

We provide sufficient resources for effective
administration of the organization and, if the
organization solicits contributions, for
appropriate fundraising activities.

-

23. We have planned, established, and maintained

a financial reserve at a level determined by
the organization's management and board to
adequately support its operations (typically
three to six months of operating expenses).

-

We have a reserve policy that identifies our

A4 A4 A4 A4 A4
target range and when the reserves may be I I I I I
used.
24. We project, monitor, and make adjustments to - - - -

cash flow as needed to ensure appropriate
cash flow.

-

FINANCIAL MANAGEMENT
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L ) @
3\ ractices colorado Nonprofit Association

Fundraising

Organizational Assessment and Planning Tool

Nonprofit organizations provide opportunities for individuals and institutions to voluntarily contribute to causes of their choosing and play an
important societal role in serving as the vehicle by which philanthropy occurs. Nonprofits act as the intermediary between donors and
beneficiaries, and have an ethical obligation to ensure proper handling of funds to carry out their missions. Nonprofit fundraising should be
conducted according to the highest ethical standards with regard to solicitation, acceptance, recording, reporting, and use of funds.
Nonprofits should adopt clear policies for fundraising activities to ensure responsible use of funds and open, transparent communication with
contributors and other constituents.

S Required by | No/ Not Somewhat/ Yes/ Not Not Sure
cauirec by 1aw Begun In Process Completed Applicable
Charitable Solicitation
1.3 We comply with all federal, state, and local - - - -~ -«
laws concerning fundraising practices. | | | | |

990

2.3 We file a registration statement with the
Colorado Secretary of State and annually
renew our registration with updated financial
information and any material changes. (All
organizations that solicit funds must do so
unless excepted by law.)

CRS § 6-16-104 (1-6)

-

3.3 If/when we contract with professional
fundraisers, we ensure they are registered Y Y Y Y Y
with the Colorado Secretary of State. I
CRS § 6-16-104.3 (2, 9), 104.6(2, 9)

3 If/when we contract with professional
fundraisers, we actively monitor the receipts
and disbursements of those agencies or
individuals.

CRS § 6-16-104.6 (8-9)

-

4.3 We provide appropriate training and
supervision of anyone soliciting funds on our
behalf to ensure that they understand their
responsibilities, applicable federal, state and
local laws, particularly disclosure
requirements for donors.

CRS § 6-16-105, 105.3

-

We ensure that anyone soliciting funds on
our behalf do not employ techniques that are
coercive, intimidating, or intended to harass
potential donors.

-

5.3 We are aware of and in compliance with
requirements for gaming, auctioneering,
bingo, and raffles.

CCR § 1505-2(3.0); CRS § 6-16-110; 990

—_

FUNDRAISING
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= [asntizad 7l No/ Not Somewhat/ Yes/ Not Not Sure
o y Begun In Process Completed Applicable
6. We only pursue and accept funding that is in o o o o o

alignment with our organization's strategic
direction and mission.

7. Our fundraising communications are clear,
accurate, and honest with regards to
information about our organization,
activities, and the intended use of funds. Our
organization is clearly identified on all
fundraising communications.

-

8. We work towards diversifying our funding
sources as much as possible in an effort to
strengthen the organization’s sustainability
and public support ratio, and to lessen the
impact of a potential loss of a significant
amount of its funding from any one source.

Accountability to Donors

9. We conduct our fundraising activities in a
manner that upholds the public’s trust in
stewardship of contributed funds.

-

10.3 We comply with specific conditions placed
upon donations.
CRS § 15-1-1103-1109; CRS § 6-16-111(1)(i);
990

-

3 Our donated funds are clearly categorized as
unrestricted, temporarily restricted or
permanently restricted in our financial
statements and communications in
accordance with the donor or grantor
wishes/stipulations.

CRS § I5-1-1103-1109; CRS § 6-16-111(1)(i);
990

-

11.3 To enable a donor to receive a charitable
deduction, we provide contemporaneous
written acknowledgement all donors to
substantiate their contributions. (Note: Not
required unless certain circumstances are
met.)

IRC § 170(f)(17); 990

-

3 We provide a receipt for contributions in cash
(including those paid by check or credit card)
or property (in-kind or non-cash) where the
fair market value is at least $250. (At a
minimum - it is a best practice to provide
receipts for all contributions.)

IRC § 170()(8); 990

-

3 We give a written acknowledgment to donors
who make a “quid pro Quo” donation in
excess of $75 (i.e. a payment made partly as a
contribution and partly for goods and/or
services).

IRC § 6115(a); 990

-

FUNDRAISING
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S Reauired by law No/ Not Somewhat/ Yes/ Not Not Sure
Begen In Process Completed Applicable
3 Inorder to accurately reflect the value of a
non-cash contribution, we use a qualified
A 4 A4 A4 A4

appraisal to substantiate a donation of
property when the fair market value of
contributed property is more than $5,000.
26 CFR §1.170A-17(a), (b); 990

A\ 4

12. We provide public recognition of donors when

A4 A4 A4 A4 A4
appropriate and maintain donor I I I I I
confidentiality when requested.
We do not share, trade or sell contact o - - -

information for any donor without prior
permission from the donor.

-

13. We regularly communicate with donors and
grantors regarding our activities and
expenditure of funds in periodic or final
reports, as agreed upon at the time of
donation. We provide responses to questions
or requests for additional information in a
timely fashion.

-

Policies & Procedures

14. We apply a significant percentage of each dollar
raised to programs and services in

A4 A4 A 4 A 4 A\ 4
accordance with practices of comparable I I I I I
organizations and commitments made to
contributors and the public.

IS. Our board and leadership is familiar with the

Association of Fundraising Professionals’
(AFP) Code of Ethical Principles and - - - - o
Standards of Professional Practice and we I I I I I

ensure that all fundraising professionals and
others representing us in fundraising
activities adhere to this code.

16. Consistent with AFP guidelines, we ensure that
compensation for fundraising personnel and
contractors is not based on a percentage of
funds raised or other commission-based
formulas.

-

17. We are familiar with the legal distinctions

A\ 4 A\ 4 A\ 4 A\ 4 A\ 4
between staff, consultants, and contract I I I I I
employees.
We ensure that our staff has the knowledge o o o o o
and ability to adequately manage and I I I I I
supervise all fundraising activities.
18. Our board assumes overall responsibility for - - - -

raising sufficient funds to meet our budgeted
objectives.

-

One-hundred percent of our board members
should give annually to the organization to
the best of their ability or in accordance with
a written board giving policy.

-

19. We have policies in place that govern the
receipt, management and reporting of gifts
(cash or non-cash) and grants.

-

FUNDRAISING
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. No/ Not Somewhat/ Yes/ Not Not Sure
5 Lentiei7le Begun In Process Completed Applicable
20. We have clear policies regarding the - - - - -
acceptance of gifts (cash or non-cash). | | | | |
990
We have a policy regarding acceptance of o o - o -
personal gifts from any constituent to staff | | | | |
members, board members, and volunteers.
21. We decline gifts (cash or non-cash) that would
I I I I I
A\ 4 A\ 4 A 4 A\ 4

-
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