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PREAMBLE  
America’s nonprofit sector serves the public interest and plays an essential role in our society and 
economy. Hard at work strengthening communities across the nation, nonprofits enrich our lives in a 
variety of ways by creating a broad array of benefits to society in fields such as charitable, religious, 
scientific, economic, health, cultural, civil rights, environment, and education.  
 
Public investment and confidence drive the success of nonprofit organizations.  Individuals, corporations, 
foundations, and federal, state, and local governments add value to the services that nonprofits provide by 
investing time, resources, and funds.   
 
The Standards for Excellence Institute aims to raise the level of accountability, transparency, and 
effectiveness of all nonprofit organizations to foster excellence and inspire trust.  The Standards for 
Excellence code (Standards, or code) provides a framework and step-by-step guidelines to achieve a well-
managed and responsibly governed organization.  
 
The code builds upon the legal foundations of nonprofit management, governance, and operations to 
embrace fundamental values such as honesty, integrity, fairness, respect, trust, compassion, responsibility, 
and transparency.  The code consists of six Guiding Principles in 27 topic areas with specific performance 
benchmarks that characterize effective, ethical, and accountable organizations. The Institute helps the 
nonprofit sector operate in accordance with the Standards for Excellence code by providing educational 
resources, assistance, and a voluntary accreditation process.   
 
The Standards for Excellence Institute encourages all nonprofit organizations to adopt the Guiding 
Principles of the Standards for Excellence code. By implementing the performance benchmarks in the code, 
nonprofit organizations will meet the highest ethical standards for effective service in the public interest. 
 
STANDARDS FOR EXCELLENCE - GUIDING PRINCIPLES  
 
I.      MISSION, STRATEGY and EVALUATION 
Guiding Principle: Nonprofits are founded for the public good and operate to accomplish a stated purpose 
through specific program activities. A nonprofit should have a well-defined mission, and its programs 
should effectively and efficiently work toward achieving that mission. Nonprofits have an obligation to 
ensure program effectiveness and to devote the resources of the organization to achieving its stated 
purpose. 
 
II.     LEADERSHIP: BOARD, STAFF, and VOLUNTEERS 
Guiding Principle: Nonprofits depend upon effective leadership to successfully enact their missions and 
programs.  Effective leadership consists of a partnership between the board and management, each of 
which plays an essential role. Understanding and negotiating these shared and complex elements of 
leadership is essential to the organization’s success. A nonprofit's employees and volunteers are 
fundamental to its ability to achieve its mission. 
 
Board members are in a position of trust to ensure that resources are used to carry out the mission of the 
organization. An organization’s board leadership should consist of volunteers who are committed to the 
mission and who demonstrate an understanding of the community served. An effective nonprofit board 
should determine the mission of the organization, establish management policies and procedures, assure 
that adequate human and financial resources are available, and actively monitor the organization's 
allocation of resources to effectively and efficiently fulfill its mission.   
 
Nonprofits should also have executive leadership which carries out the day-to-day operations of the 
organization, ensures financial and organizational sustainability, and provides adequate information to the 
board of directors. An organization's human resource policies should address both paid employees and 
volunteers and should be fair, establish clear expectations, and provide meaningful and effective 
performance evaluation. 
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III.    LEGAL COMPLIANCE and ETHICS 
Guiding Principle: Nonprofits enjoy the public’s trust, and therefore must comply with a diverse array of 
legal and regulatory requirements.  Organizations should conduct periodic reviews to address regulatory 
and fiduciary concerns. One of a leadership’s fundamental responsibilities is to ensure that the organization 
governs and operates in an ethical and legal manner. Fostering exemplary conduct is one of the most 
effective means of developing internal and external trust as well as preventing misconduct.  Moreover, to 
honor the trust that the public has given them, nonprofits have an obligation to go beyond legal 
requirements and embrace the highest ethical practices. Nonprofit board, staff, and volunteers must act in 
the best interest of the organization, rather than in furtherance of personal interests or the interests of third 
parties. A nonprofit should have policies in place, and should routinely and systematically implement those 
policies, to prevent actual, potential, or perceived conflicts of interest.  Ethics and compliance reinforce 
each other. 
 
IV.     FINANCE AND OPERATIONS 
Guiding Principle: Nonprofits should have sound financial and operational systems in place and should 
ensure that accurate records are kept. The organization's financial and nonfinancial resources must be used 
in furtherance of tax-exempt purposes. Organizations should conduct periodic reviews to address accuracy 
and transparency of financial and operational reporting, and safeguards to protect the integrity of the 
reporting systems. 
 
V.      RESOURCE DEVELOPMENT 
Guiding Principle: The responsibility for resource development is shared by the board and staff.  Nonprofit 
organizations depend on an array of sources of financial support. An organization's resource development 
program should be maintained on a foundation of truthfulness and responsible stewardship. Its resource 
development policies should be consistent with its mission, compatible with its organizational capacity, and 
respectful of the interests of donors, prospective donors, and others providing resources to the organization. 
 
VI.     PUBLIC AWARENESS, ENGAGEMENT, and ADVOCACY 
Guiding Principle: Nonprofits should represent the interests of the people they serve through public 
education and public policy advocacy, as well as by encouraging board members, staff, volunteers, and 
stakeholders to participate in the public affairs of the community. When appropriate to advance the 
organization’s mission, nonprofits should engage in promoting public participation in community affairs 
and elections.  As such, they should communicate in an effective manner to educate, inform, and engage 
the public. 
 
ABOUT THE STANDARDS FOR EXCELLENCE INSTITUTE 

The Standards for Excellence Institute is a national initiative established to promote the highest standards 
of ethics and accountability in nonprofit governance, management and operations, and to facilitate 
adherence to those standards by all nonprofit organizations.  The Institute uses as a vehicle the Standards 
for Excellence program, a system of nonprofit sector industry self-regulation originated by the Maryland 
Association of Nonprofit Organizations and currently replicated by licensed partners in Alabama, Central 
Virginia, Colorado Springs, Delaware, Ohio, Oklahoma, and Pennsylvania. The program is also being 
offered to chapters of The Arc nationwide through The Arc of the United States, to the American Nurses 
Association, and to Catholic nonprofit organizations nationwide through the National Leadership 
Roundtable on Church Management. 
 
The centerpiece of the Institute’s program is the Standards for Excellence: An Ethics and Accountability 
Code for the Nonprofit Sector.  The Institute also makes available to member organizations a 
comprehensive system of educational tools to enable individual nonprofit organizations to improve their 
governance and management practices. Standards for Excellence accreditation is available to individual 
organizations through a rigorous peer review process in selected locations and nationwide through the 
Standards for Excellence Institute. 
 
For more information about joining the Standards for Excellence Institute or to obtain additional copies of 
the booklet or educational resource packets visit our website at www.standardsforexcellenceinstitute.org.  
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IRS FORM 990IRS FORM 990IRS FORM 990IRS FORM 990    

GOVERNANCE AND MANAGEMENTGOVERNANCE AND MANAGEMENTGOVERNANCE AND MANAGEMENTGOVERNANCE AND MANAGEMENT    

POLICY COMPENDIUMPOLICY COMPENDIUMPOLICY COMPENDIUMPOLICY COMPENDIUM        
 
 

Overview of the Form 990  

 
The Form 990 is the informational tax return required by the Internal Revenue Service for 
nonprofit organizations.1  Changes to IRS regulations in 2008 now require that all nonprofit 
organizations file a Form 990 every year.  Organizations that do not file a Form 990 risk loss of 
their tax exempt status.   
 
The Form 990 consists of a core form to be completed by all tax exempt organizations and a 
collection of sixteen possible supporting schedules.  The form is designed to enhance 
transparency for the Internal Revenue Service, the public, and promote compliance with the 
Internal Revenue Service regulations and improve consistency.   
 
While the form has undergone several changes and revisions over the years, the revision of the 
2008 Form 990 is the first major change in the document since 1979.  Nonprofits should pay 
special attention to the revised Form 990 and its accompanying instructions for completion. 
 
If you are like many nonprofit executives, you will soon face a long list of questions about 
whether your organization possesses a variety of policies in areas like governance, finance, and 
fundraising due to the sweeping changes to the IRS Form 990.  While many of these policies are 
not technically required under the tax code, experts agree that if the Form 990 requests 
information about the existence of a particular policy, nonprofits should think carefully before 
they elect NOT to enact such a policy or practice.  In some cases, policies requested on the Form 
990 are, in fact, legally required under various federal laws, like the Sarbanes Oxley Act and the 
Pension Protection Act of 2006, to name a few. 
 
This packet is intended to serve as a convenient “one-stop” point for some of the most requested 
policies addressed in the 2008 IRS Form 990.   This packet is not intended to serve as a 
comprehensive assessment of all revisions to the 2008 Form 990, it is simply a collection of the 
policies nonprofits should consider adopting if they wish to be able to answer Form 990 
questions regarding governance, management, fundraising, and disclosure in the affirmative.  For 
further information about policies and procedures that are recommended for all nonprofits 

                                                 
1  The IRS Form 990 is required by nonprofits that reach specified revenue thresholds.  The thresholds are phased in 
over the 2008, 2009, and 2010 tax years.  Many organizations that do not meet the thresholds for filing the Form 990 
must file the 990-EZ.  Organizations whose annual gross receipts are normally $25,000 or less annually file the 990-
N, also called the e-postcard, outlining their expenses and revenues.  Organizations that do not file a Form 990 risk 
loss of their tax exempt status.  Even though the IRS may permit an organization to file the 990-EZ, it is worth 
exploring whether or not the organization’s funders (including foundations, corporations, workplace/federated 
campaigns or others) mandate the Form 990 for their own reporting requirements.  
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independent of the new IRS regulations, please see the complete Standards for Excellence: An 

Ethics and Accountability Code for the Nonprofit Sector. 
  
 
 

Key Governance and Management Policies Addressed in 

the Form 990 
 

Issue Area Location on Form 990 Page 

Board Member Independence In the Governance, Management and Disclosure 
Section, lines 1b and 2 

10 

Board’s Review of the Form 990 In Part VI, the Governance, Management and 
Disclosure Section, line 10 

12 

Conflict of Interest In Part VI, the Governance, Management and 
Disclosure Section, lines 12a, 12b, 12c, and 19 

13 

Compensation Policy In Part VI, the Governance, Management and 
Disclosure Section, lines 15a and 15b 

20 

Auditor Independence Policy In Part XI, Financial Statements and Reporting 
Section, lines 2a, 2b, and 2c 

22 

Whistleblower Policy In Part VI, the Governance, Management and 
Disclosure Section, line 13 

23 

Joint Ventures Policy In Part VI, the Governance, Management and 
Disclosure, line 16a and 16b 

25 

Expense Reimbursement Policy In Form 990 Schedule J, line 1b  26 

Solicitations and Acceptance of Gifts 
Policy 

In Form 990 Schedule M, line 31  28 

Document Retention and Destruction 
Policy 

In Part VI, the Governance, Management and 
Disclosure Section, line 14 

29 

 

 

 

 

Explanation of Specific Policies Requested  
 

Board Member Independence 

In the Governance, Management and Disclosure Section of the Form 990 

 
The Governance, Management and Disclosure Section of the Form 990 includes a question about 
the organization’s total number of independent board members.  The IRS defines “independent 
member” based on whether or not the board member meets a three part definition:  (1) whether 
the individual receives compensation as an officer, (2) whether the individual receives 
compensation as an independent contractor other than reimbursable expenses, and (3) whether 
the board member or family member was involved in a transaction with the organization listed in 
Schedule L of the Form 990. Schedule L includes:  excess benefit transactions, loans to and from 
interested persons, grants or assistance benefiting interested persons and business transactions 
involving interested persons.   
 
The 990 also requests information on whether there are family or business relationships among 
the key leaders of the nonprofit.  Nonprofits are required to make a reasonable effort to 
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determine the independence of its board members. The IRS notes that such reasonable effort may 
include relying on information provided by the board members such as information obtained 
through an annual questionnaire.  A document called the Questionnaire on Family and Business 
Relationships and Interested Person Independence is provided to help your nonprofit meet this 
need.  As a practical matter, nonprofits may wish to administer such a questionnaire soon after 
the completion of each fiscal year.   
 
Also see:  Standards for Excellence educational resource packet, Board Composition 
 
 
Board’s Review of the Form 990 

In Part VI, the Governance, Management and Disclosure Section of the Form 990 

 
The Form 990 includes a question about the Board of Directors’ role in reviewing the Form 990 
prior to its filing. It is advised that this review be indicated in the board’s meeting minutes.  On a 
practical note, you should consider modifying your Board Member’s Job Description and Self 
Evaluation Forms by adding the board members’ responsibility to review the Form 990 prior to 
filing.  A sample policy on the Board Review of the Form 990 Policy is provided.  
 
Also see:  Standards for Excellence educational resource packet entitled, Conduct of the Board 
 
 
Conflict of Interest 

In Part VI, the Governance, Management and Disclosure Section of the Form 990 

 
The Form 990 asks if the organization has a conflict of interest policy and if officers, directors, 
trustees and key employees are required to disclose conflicts of interests under that policy; and, 
how the organization consistently monitors and enforces the policy.  The Form 990 also includes 
a question as to whether the organization makes its conflicts of interest policy available to the 
public.  A model conflict of interest policy and disclosure statement is provided. 
 
Also see:  Standards for Excellence educational resource packet entitled, Conflicts of Interest 
 
 
Compensation Policy 

In Part VI, the Governance, Management and Disclosure Section of the Form 990 

 

The 2008 Form 990 asks whether nonprofits have a compensation policy in place that covers the 
elements of the rebuttable presumption test in order to ensure that key employees are not paid more 
than reasonable compensation for their services.  The Form 990 also requests details on the process 
for setting compensation for officers and key employees of the organization.  A sample compensation 
policy (source:  Venable) is attached. 
 
Also see: Standards for Excellence educational resource packet entitled, Compensation and Employee 
Evaluation 
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Auditor Independence Policy 

In Part XI, Financial Statements and Reporting Section of the Form 990 

 

The Form 990 requests information as to whether there is an independent committee that 
assumes responsibility for the audit and selection of the independent accountant.  An Auditor 
Independence Policy is provided in this packet. 
 
Also see:  Standards for Excellence educational resource packet entitled, Financial Planning and 
Monitoring 
 
 
Whistleblower Policy 

In Part VI, the Governance, Management and Disclosure Section of the Form 990 

 
The Form 990 requests information on whether the organization has a whistleblower policy.  As 
noted in the form’s instructions, the three purposes of the whistleblower policy include:   (1) 
encouraging staff and volunteers to come forward with credible information or illegal practices 
or violations of organization policy; (2) specifying that the reporting individual should be 
protected from retaliation; and (3) identifying those staff or board members or outside parties to 
whom such information can be reported. A sample whistleblower policy is provided. 
 
Also see:  Standards for Excellence educational resource packet entitled, Reporting Financial 
Improprieties 
 
 
Joint Ventures Policy 

In Part VI, the Governance, Management and Disclosure Section of the Form 990 

 
The Form 990 requests information as to whether a nonprofit has participated in any joint 
venture activities.  For organizations that invest in joint ventures, for-profit entities and 
complicated or sophisticated financial products or investments, the IRS encourages such groups 
to adopt written policies and procedures requiring the charity to evaluate its participation and to 
safeguard the organization’s assets and exempt status.  A sample Joint Ventures Policy (Source: 
Venable) is provided.   
 
Also see:  Standards for Excellence educational resource packet entitled, Financial Policies 
 
 
Expense Reimbursement Policy 

In Form 990 Schedule J  

 
The Form 990 requests information regarding the organization’s reimbursement of expenses.  In 
some organizations, the Expense Reimbursement Policy is part of the Personnel Policies.  In 
others, this policy may be part of the organization’s Financial Policies.  At any rate, nonprofits 
should take care to properly handle reimbursement of all expenses.  An Expense Reimbursement 
Policy is provided in this packet.  
 
Also see:  Standards for Excellence® educational resource packet entitled, Financial Policies 
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Solicitations and Acceptance of Gifts Policy 

In Form 990 Schedule M 

 
The Form 990 requests information as to how the organization adopts and monitors policies to 
ensure that fundraising solicitations meet federal and state requirements and solicitation 
materials are accurate, truthful, and candid.  In addition, the form requests information on the 
organization’s gift acceptance policy—specifically for organizations that accept non-cash 
contributions.  This policy should, at a minimum address how the nonprofit reviews any non-
standard contributions.  A policy covering Solicitations and Acceptance of Gifts is provided. 
 
Also see:  Standards for Excellence educational resource packet entitled, Solicitation and 
Acceptance of Gifts and Fundraising Practices 
 
 
Document Retention and Destruction Policy 

In Part VI, the Governance, Management and Disclosure Section of the Form 990 

 
The Form 990 requests whether nonprofits have a document retention and destruction policy—as 
required under the Sarbanes Oxley Act as well as under numerous other regulations, such as 
labor and employment laws; state and federal environmental statutes, criminal statutes 
prohibiting obstruction, and industry-specific statutes that impose unique document retention 
requirements.  There are many reasons for retaining and destroying the documents an 
organization creates.  A thoughtful and well-written document retention policy that is tailored to 
the documents you maintain in your organization will go a long way to achieving your document 
retention goals and ensuring that your organization is in full legal compliance with retention 
laws.  A sample Document Retention and Destruction Policy is attached to this packet. 
 
 

Samples and Policies 

Attachment A: Questionnaire on Family and Business Relationships and Interested person 
independence 

Attachment B: Policy on Board’s Review of the Form 990 
Attachment C: Conflicts of Interest Policy and Annual Disclosure Statement 
Attachment D: Compensation Policy 
Attachment E: Auditor Independence Policy  
Attachment F: Whistleblower Policy-Confidential Means to Report Impropriety 
Attachment G: Joint Ventures Policy 
Attachment H: Expense Reimbursement Policy 
Attachment I: Solicitation and Acceptance of Gifts Policy 
Attachment J: Document Retention and Destruction  
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Selected Resources for Policies Requested on the Form 

990 

 
Recommended Books, Articles, and Websites 

 
Washlick, John.  “The Form 990 Preparedness Assessment – Misery Loves Company” in the 

January/February 2009 issue of Taxation of Exempts. 
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Attachment A 
Questionnaire on Family and Business Relationships and Interested 

Person Independence  

 
Attached is a listing of officers, directors, trustees, key employees, the five highest compensated 
employees, and the five highest compensated professional and independent contractors.   The 
IRS Form 990 requires that the organization report if any of these individuals are related to each 
other through family or business relationships.    The IRS definitions are: 

Family relationships includes an individual’s spouse, ancestors, children, grandchildren, 
great-grandchildren, siblings (whether by whole or half blood), and the spouses of 
children, grandchildren, great-grandchildren, and siblings. 
 
Business relationships are employment and contractual relationships, and common 
ownership of a business where any officers, directors, or trustees, individually or 
together, possess more than a 35% ownership interest in common.   Ownership means 
voting power in a corporation, profits interest in a partnership, or beneficial interest in a 
trust. 

 
� I have no family or business relationship with anyone on the attached list. 
� I have a family or business relationship with someone on the attached list. 
 
 Name of related person:________________________________________ 
 Nature of relationship:_________________________________________ 
 ___________________________________________________________ 
 ___________________________________________________________ 
 (Use reverse of this form if more than one related person.)  
 
Please check all that apply regarding the independence of you or your family for the ABC’s 

tax/fiscal year which began on ______ and ended on_____: 

 
� I have received compensation as an officer or other employee of the organization or of a 

related organization except as provided in a religious organization exception. 
� I have received compensation or other payments exceeding $10,000 during the 

organization’s tax year from the organization or related organizations as an independent 
contractor, other than reimbursement of expenses under an accountable plan or 
reasonable compensation for services provided in the capacity as a member of the 
governing body.   

� I or a member of my family was involved in a transaction with ABC Nonprofit (directly 
or indirectly through affiliation with another organization) including one of the 
following: excess benefit transactions, loans to or from interested persons, grants or 
assistance benefiting interested persons, or business transactions involving interested 
persons). 

� None of the above statements apply to me or my family members.   
 
_________________________________________   _____________ 
Signed         Date 
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Religious exception:  The member has taken a bona fide vow of poverty and either (a) receives 
compensation as an agent of a religious order or a section 501(d) religious or apostolic 
organization, but only under circumstances in which the member does not receive taxable 
income or belongs to a religious order that receives sponsorship or payments from the 
organization which do not constitute taxable income to the member. 

 

 
 
Source: Internal Revenue Service 
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Attachment B 

Board Review of Form 990 Policy 

© 1999-2007 Standards for Excellence Institute2 

 

ABC Nonprofits is committed to appropriate fiscal oversight by the organization’s board of 
directors.  As such, ABC Nonprofit works to ensure the highest standards in review of its 
Internal Revenue Service Form 990. 

 
Each year, prior to the submission of the organization’s Form 990 to the Internal Revenue 

Service, each voting member of the board of directors shall be provided with a copy of the 

final Form 990 as completed by the _____________________(organization’s 

management/organization’s Certified Public Accountant).  Board members shall be 

provided with at least five business days to review the Form and should have an 

opportunity to raise questions, make suggestions, and address any potential problems or 

concerns with the ___________________ (Director of Finance, Audit Committee). 

 

 
This policy is not intended to apply to a certain nonprofit or offer legal advice specific to your organization.  Such 
legal advice or opinions can only be rendered when related to distinct fact situations.  Rather, this policy is designed 
to be used as a resource to provide you with ideas, suggestions, and guidelines, which may be valuable to your 
organization as a starting point for your own policy.  
 
Carefully review every word in the policies you are interested in adopting and mold the language to your situation 
and organizational needs.  Finally, before publishing a policy, it is always wise to consult an attorney in your state 
who is versed in nonprofit law to conduct a thorough review of the policy.  

                                                 
2 Permission granted for use by members of the Standards for Excellence Institute. 
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Model Conflict of Interest Policy 

Annual Affirmation of Compliance and Disclosure Statement 

© 1999-2007 Standards for Excellence Institute4 

 

 
I have received and carefully read the Conflict of Interest Policy for board members, staff and 
volunteers of ABC Nonprofit, Inc. and have considered not only the literal expression of the 
policy, but also its intent.  By signing this affirmation of compliance, I hereby affirm that I 
understand and agree to comply with the Conflict of Interest Policy.  I further understand that 
ABC Nonprofit Inc. is a charitable organization and that in order to maintain its federal tax 
exemption it must engage primarily in activities which accomplish one or more of its tax-exempt 
purposes. 
 
Except as otherwise indicated in the Disclosure Statement and attachments, if any, below, I 
hereby state that I do not, to the best of my knowledge, have any conflict of interest that may be 
seen as competing with the interests of ABC Nonprofit Inc., nor does any relative or business 
associate have such an actual or potential conflict of interest. 
 
If any situation should arise in the future which I think may involve me in a conflict of interest, I 
will promptly and fully disclose the circumstances to the President (Chairman) of the Board of 
Directors of ABC Nonprofit, Inc or to the Chief Executive Officer, as applicable. 
 
I further certify that the information set forth in the Disclosure Statement and attachments, if any, 
is true and correct to the best of my knowledge, information and belief. 
 
 
                                                                       
Name (Please print) 
 
 
 
                                                                                                                                                            
Signature      Date 
 
 
 
 
 

                                                 
4 Permission granted for use by members of the Standards for Excellence Institute. 
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Disclosure Statement 

Please complete the questionnaire, below, indicating any actual or potential conflicts of interest.  
If you answer “yes” to any of the questions, please provide a written description of the details of 
the specific action or transaction in the space allowed.  Attach additional sheets as needed. 
 
Financial Interests - A conflict may exist where an interested party, or a relative or business 
associate of an interested party, directly or indirectly benefits or profits as a result of a decision 
made or transaction entered into by the organization.    
 
Please indicate, during the past 12 months: 

 
Has the organization contracted to purchase or lease goods,   
services, or property from you, or from any of your relatives or   
business associates?         
 
If yes, please describe: 
 
 
 
Has the organization purchased an ownership interest in   
or invested in a business entity owned by you, or owned    
by any of your relatives or business associates?     
 
If yes, please describe: 
 
 
 
Has the organization offered employment to you, or to any    
of your relatives or business associates, other than a person  
who was already employed by the organization?     
 
If yes, please describe:  
 
 
 
Have you, or have any of your relatives or business associates,    
been provided with a gift, gratuity or favor, of a substantial nature,  
from a person or entity which does business, or seeks to do     
business, with the organization? 
 
If yes, please describe: 
 
 
Have you, or any of your relatives or business associate, been    
gratuitously provided use of the facilities, property, or services  
of the organization?          
 

� Yes 

� No 

� Yes 

� No 

� Yes 

� No 

� Yes 

� No 

� Yes 

� No 
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If yes, please describe: 
 
 
 
-[add additional examples, if any]   
 
Other Interests - A conflict may also exist where an interested party, or a relative or business associate 
of an interested party, obtains a non-financial benefit or advantage that he would not have obtained 
absent his/her relationship with the organization, or where his/her duty or responsibility owed to the 
organization conflicts with a duty or responsibility owed to some other organization.   
 
Please indicate if at anytime during the past twelve months: 
 
Did you obtain preferential treatment by the organization for     
yourself, or for any of your relatives or business associates? 
 
If yes, please describe: 
 
 
 
Did you make use of confidential information obtained from the    
organization for your own benefit, or for the benefit of a relative,  
business associate, or other organization?       
 
If yes, please describe: 
 
 
 
Did you take advantage of an opportunity, or enable a relative,    
business associate or other organization to take advantage of  
an opportunity, which you had reason to believe would be of     
interest to the organization? 
 

If yes, please describe: 
 
 
-[add additional examples if any] 
 
This policy is not intended to apply to a certain nonprofit or offer legal advice specific to your organization.  Such 
legal advice or opinions can only be rendered when related to distinct fact situations.  Rather, this policy is designed 
to be used as a resource to provide you with ideas, suggestions, and guidelines, which may be valuable to your 
organization as a starting point for your own policy.  
 
Carefully review every word in the policies you are interested in adopting and mold the language to your situation 
and organizational needs.  Finally, before publishing a policy, it is always wise to consult an attorney in your state 
who is versed in nonprofit law to conduct a thorough review of the policy.   

� Yes 

� No 

� Yes 

� No 

� Yes 

� No 
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Attachment D 

Model Compensation Policy 

Special thanks to Venable LLP for providing permission to share this policy as part of this Standards 
for Excellence educational resource packet. 
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Attachment E 

Independent Nonprofit Auditor Policy,  

© 2009 Standards for Excellence Institute5 

 

ABC Nonprofits is committed to ethical and accountable practices in its financial management 
and reporting.  As such, ABC Nonprofit works to ensure the highest standards in auditor 
independence are in place.  

 

It is the policy ABC Nonprofit to contract with the Certified Public Accountant firm selected by 
the board audit committee to annually audit the organization.  Contracts for the auditing firm 
shall not exceed three years. 

 
At the end of the contract with the auditing firm, the organization’s Treasurer (with assistance 
from staff, committee), will solicit bids and interview a minimum of three Certified Public 
Accountant firms that specialize in auditing for nonprofit organizations and make a 
recommendation to the Audit Committee for final selection.  The audit contract will include a 
clause allowing ABC Nonprofit to contract with another firm before the end of the contract 
period if the firm provides unsatisfactory service or if a full audit is not required. 

 
 
 

This policy is not intended to apply to a certain nonprofit or offer legal advice specific to your organization.  Such 
legal advice or opinions can only be rendered when related to distinct fact situations.  Rather, this policy is designed 
to be used as a resource to provide you with ideas, suggestions, and guidelines, which may be valuable to your 
organization as a starting point for your own policy.  
 
Carefully review every word in the policies you are interested in adopting and mold the language to your situation and 
organizational needs.  Finally, before publishing a policy, it is always wise to consult an attorney in your state who is 
versed in nonprofit law to conduct a thorough review of the policy.  

                                                 
5 Permission granted for use by members of the Standards for Excellence Institute. 
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Attachment F 

Sample policy on Reporting Improprieties, Fraudulent or Dishonest 

Conduct 

© 2009 Standards for Excellence Institute6 

 

 
It is the policy of ABC Nonprofit to safeguard and protect all of the nonprofit’s resources.  ABC 
Nonprofit administrators are primarily responsible for safeguarding the nonprofit’s resources by 
establishing and maintaining sound internal controls designed to detect and deter potential 
misuse of resources, by taking action to minimize financial loss when misuse occurs, and by 
correcting abuse.  All employees and board members are responsible for reporting improprieties 
they observe.   
 
ABC Nonprofit will investigate any possible impropriety, fraudulent or dishonest use or misuse 
of ABC Nonprofit’s resources or property by board, staff, or program participants.  Anyone 
found to have engaged in an impropriety or fraudulent activity is subject to disciplinary action by 
ABC Nonprofit up to and including termination or dismissal, and civil or criminal prosecution 
when warranted. 
 
All members of the ABC Nonprofit staff, board, and stakeholder community are to report 
possible fraudulent or dishonest conduct (including but not limited to financial improprieties or 
misuse of the organization’s resources) confidentially to [insert title of individual here].  If for 
any reason an employee finds it difficult to report his or her concern to [designated individual], 
the employee can report it directly to [a second designated individual].   
 
A few examples of fraudulent conduct or impropriety include: 
 

• Forgery or alteration of documents; 
 

• Pursuit of a benefit or advantage in violation of ABC nonprofit’s conflict of interest 
policy; 

 

• Misappropriation or misuse of organization’s resources, such as funds, supplies, other 
assets; 

 

• Abuse, in appropriate activity with a program participant; 
 

• Authorizing or receiving compensation for goods not received, services not performed or 
hours not worked; and 

 

• Fraudulent financial reporting. 
 
Criteria used to determine whether certain activities or behavior constitute misuse of resources 
include state and federal laws, and ABC nonprofit policies and procedures. 
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The person reporting may choose to do so anonymously via mail or through other means of 
communication. 
 

All efforts will be made to protect the confidentiality of those who report financial improprieties 
and choose to do so anonymously.  However, in certain situations, legal requirements make it 
impossible to keep the individual’s identity confidentiality. 
 
In accordance with the Sarbanes-Oxley Act, no retaliatory organizational action will be taken 
against those who report truthful information about the commission or possible commission of 
any Federal offense to a ”law enforcement officer,” even if the person incorrectly believes that a 
violation has occurred.  The phrase "law enforcement officer" is defined by the Sarbanes-Oxley 
Act as including any "officer or employee of the Federal Government . . . authorized under law 
to engage in or supervise the prevention, detection, investigation, or prosecution of an offense."   
 
 
 
 

 

 
This policy is not intended to apply to a certain nonprofit or offer legal advice specific to your organization.  Such 
legal advice or opinions can only be rendered when related to distinct fact situations.  Rather, this policy is designed 
to be used as a resource to provide you with ideas, suggestions, and guidelines, which may be valuable to your 
organization as a starting point for your own policy.  
 
Carefully review every word in the policies you are interested in adopting and mold the language to your situation 
and organizational needs.  Finally, before publishing a policy, it is always wise to consult an attorney in your state 
who is versed in nonprofit law to conduct a thorough review of the policy.   
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Attachment G 

Sample Joint Venture  Policy 

 

Special thanks to Venable LLP for providing permission to share this policy as part of this Standards for 

Excellence educational resource packet. 
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Attachment H 

Sample policy on Reimbursement of Expenses 

© 2000-2009 Standards for Excellence Institute7 

 
This policy may be part of your organization’s Employee Handbook or Financial Policies. 

 

Policies on expense reimbursement must be tailored specifically to each organization 

depending on the requirements of the funders and grantors.   
 

EXPENSE REPORTS 

Expense reports should be submitted once a month. Sufficient documentation, including receipts, 
is required for all expenses. 
 
Your supervisor or the head of your department will review your expense report prior to 
submission. The Executive Director reviews all expenses when checks are signed. Use ink on all 
forms submitted to the Finance/Human Resources Department. Refrain from using "white out" 
when making changes; instead, incorrect information should be crossed off and changes should 
be written clearly above it and initialed. 
You must use the expense form to detail your expenses. All expense forms should contain, at the 
very least, the following information: 

1. For mileage, list date, destination and mileage; 
2. Attach all receipts; 
3. Indicate if the expense is for a program  
4. Sign the form; expense reports must contain signatures rather than initials to confirm 
authenticity. 
 

For small expenses (those under $10.00) you may seek reimbursement from petty cash unless the 
expense should be charged to a specific program. 
 
Filling Out Expense Forms. You must date and list all expenses in chronological order. You 
should provide as much detail as possible when describing expenses, indicating who, what, 
when, where, and why. Include the appropriate program designation for all grant-related 
expenses. 
 

Each expense must be documented; receipts should be attached to an 8 1/2 x 11" sheet of paper 
and numbered in the order of occurrence. If a tear-off check stub is used as a receipt, the stub 
must reflect the date, name of the restaurant, and the amount. If no receipt is available, you 
should indicate “NR" on the expense report. If you use a personal check, a copy of the canceled 
check will serve as proof of payment. 
 
A receipt must accompany all amounts over $5.00 or the expense will not be reimbursable. 
 
Attach all other receipts you have for expenses regardless of the amount of the expense. Only 
reasonable expenses will be reimbursed. 
 

                                                 
7 Permission granted for use by nonprofit organization members of the Standards for Excellence Institute. 
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Non-local travel is subject to the approval of the Executive Director. You should indicate on the 
expense report if you paid for airline ticket and car rental charges or whether the expense was 
charged to corporate cards. You must support your hotel expenses by a paid, itemized hotel 
receipt. Only the room charges and any taxes paid should be indicated under the "hotel" expense 
heading. All other expenses listed on the hotel bill must be allocated to the appropriate expense 
heading. 
 

ABC Nonprofit will pay for business luncheons or dinners where your attendance as a 
representative of ABC Nonprofit is advisable. Meal expenses are otherwise not 
reimbursable for local travel. For example, ABC Nonprofit does not reimburse an employee for a 
meal if they are on their way to a local or in-state event or on their way back from such an event, 
unless the travel involves special circumstances. Attach meal receipts to the expense report, in 
the order of occurrence, and total meal charges for each day. 
 

When meals are reimbursable, such as meals when the employee is conducting business at a 
mealtime or traveling outside of the state, meal expense reimbursement is limited to a $50.00 per 
diem, with maximum reimbursement as follows: 

Breakfast-$10.00 
Lunch-$15.00 
Dinner-$25.00 
 

The following policies should be kept in mind when seeking reimbursement for mileage: 

•  Business use of a traveler's automobile will be reimbursed at the current Internal 
Revenue Service mileage rate for the purpose of business. This mileage rate covers 
depreciation, maintenance, repairs, gasoline, oil, insurance and vehicle registration fees. 

• Reimbursement for two or more persons traveling in the same automobile shall 
be limited to the mileage reimbursement paid to the driver. 
• When you leave your house and travel to another location: 

A person traveling locally may be reimbursed for automobile travel in 
excess of normal mileage between the person's home and primary work 
station. (An example of this is an individual who normally works at Office 
A and whose commute to work is normally 20 miles round trip. If that 
individual is required to go to Office B for a day and leaves directly from 
his/her home and the round trip mileage from home to Office B is 30 
miles, that individual may be reimbursed for 10 miles.) 
 

Parking costs will be reimbursed if properly substantiated by receipts or if parking meters are 
utilized. 

 

This policy is not intended to apply to a certain nonprofit or offer legal advice specific to your organization.  Such 
legal advice or opinions can only be rendered when related to distinct fact situations.  Rather, this policy is designed 
to be used as a resource to provide you with ideas, suggestions, and guidelines, which may be valuable to your 
organization as a starting point for your own policy.  
 
Carefully review every word in the policies you are interested in adopting and mold the language to your situation 
and organizational needs.  Finally, before publishing a policy, it is always wise to consult an attorney in your state 
who is versed in nonprofit law to conduct a thorough review of the policy.   
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Attachment I 

Model Gift Solicitation and Acceptance Policy 

© 1999-2009 Standards for Excellence Institute8 

 

ABC NONPROFIT solicits and accepts gifts that are consistent with its mission and that support its core 
programs, as well as special projects. 
 
ABC NONPROFIT solicitations will be accurate, truthful, and candid. Solicitation materials shall follow 
all federal and state requirements for solicitations. 
 
Donations will generally be accepted from individuals, partnerships, corporations, foundations, 
government agencies, or other entities, without limitations—unless acceptance of gifts from a 
specific source is inconsistent with the mission of ABC NONPROFIT. 
 
In the course of its regular fundraising activities, ABC NONPROFIT will accept donations of the 
following: money, securities, real property, and personal property. 
 
Certain types of gifts must be reviewed prior to their being accepted because they will create 
liabilities or impose special obligations on ABC NONPROFIT.  The types of gifts that will 
require review, and the review process, are as follows: 
 
● Gifts of real property – land and/or buildings may only be accepted upon approval of the 

Board of Directors or its designated committee; 

● Gifts of personal property – personal property such as automobiles, furniture, business 
equipment, may only be accepted upon approval of the Executive Director; 

● Gifts of securities – stocks, bonds, or other securities may only be accepted upon 
approval of the Executive Director; 

● Restricted gifts – gifts that may only be used for restricted purposes may only be 
accepted upon approval of the Executive Director; 

● Unusual gifts – gifts that are out of the ordinary, such that they differ significantly from 
the amounts or types of gifts that are routinely received by the organization, may only be 
accepted upon approval of the Executive Director. 

 
ABC NONPROFIT may elect to refuse gifts of cash, securities, real estate or other items of value 
if there is reason to believe that such gifts are incompatible with the mission of the organization, 
conflict with its core values, or would create a financial, administrative, or programmatic burden.  
The Executive Director is directed to refer questionable gifts to the Executive Committee or the 
Board of Directors for guidance on a case-by-case basis.  Employees of the organization are 
encouraged to bring to the attention of the Executive Director, or the senior development 
executive, any concerns they may have about the appropriateness of accepting any gift.  
 

                                                 
8 Permission granted for use by nonprofit organization members of the Standards for Excellence Institute. 
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Attachment J 

Document Retention and Destruction 

© 2005-2012 Standards for Excellence Institute9 

 

 
The purpose of this policy is to provide a system for complying with document retention laws, ensure 
that the organization retains valuable documents, saves money, time and space, protect the organization 
against allegations of selective document destruction, and provide for routine destruction of non-
business, superfluous, and outdated documents. 
Documents that should be retained and the period of retention are listed below.  In general, documents 
that are not subject to a retention requirement should be kept only long enough to accomplish the task 
for which they were generated.   
 
The (Name of Position) is in charge of making sure that the appropriate department head or manger is 
complying with document retention schedule.  On January 15th of each year (or six months after the 

end of the fiscal year, or at the start of each fiscal year) each responsible department head or manger 
will submit to (Name of Position) a list of the documents that have been sent to storage or destroyed.  
The list will identify the documents with enough specificity that one outside the department could 
determine which documents were stored or destroyed.  Lists of documents stored or destroyed will be 
kept by (Name of Position). 
 
Our organization has a legal duty to retain relevant documents which it knows or should have known are 
relevant to any legal action.  Such documents also include those that could lead to discovery of 
admissible evidence.  Accordingly, all document destruction is automatically suspended when a lawsuit, 
claim, or government investigation is pending, threatened or reasonably foreseeable.  In such a case, 
paper document destruction, as well as electronic destruction must cease immediately.  In the case of 
electronic destruction, the system administrator is responsible for ensuring that any automatic 
destruction program is disabled and reviewing all electronic systems that contain documents potentially 
relevant to the litigation or claim. 
 
All documents, including electronic documents, that are no longer relevant to the organization’s 
business, should be destroyed every 60 days. Do not retain drafts of any documents that have been 
finalized. Personal notes should not be kept after they are no longer needed. 
 
In accordance with the Nonprofit Organization’s policy, the following documents must be retained or 
destroyed as set forth in the schedule below.  Please review the schedule and any applicable documents 
in your possession on an annual basis to ensure compliance with this schedule.  Your supervisor will 
direct the deposit or filing of all documents that must be retained, as well as the destruction of 
documents that must be purged. 
 
After the retention period has run, you should give deliberate consideration to the type of information 
retained, and further consider methods of destruction of that data so that when it is appropriate to 
dispose of the data or documents, the correct method may be employed.  For example, when highly 
sensitive information is maintained, a more secure destruction method may be appropriate, and your 
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document destruction policy may outline those options.  In the case of highly sensitive information, the 
nonprofit may use any of the following methods to ensure destruction, and safeguard privacy by 
ensuring that data cannot be recovered: 

 

Hard Drives – typically found in DVRs, NVRs and PCs: [Digital Video Recorders, Network 
Video Recorders, Personal Computers] 
•         Remove hard drive from equipment 
•         Puncture case completely piercing disk platter in at least two (2) places 
•         Recycle destroyed drive as scrap metal 
 
Magnetic Recording Tape Cassettes – typically found in VHS or VCR recorders: [ Video Home 
System, Video Cassette Recorder ] 
•         Remove tape cassette from equipment 
•         De-gauss magnetic media 
•         Crush tape cassette 
•         Recycle destroyed tape and cassette as scrap plastic 
 
Paper-based documentation – typically obsolete site plans, correspondence, reports: 
•         Remove document from active file 
•         Cross-shred document 
•         Recycle shredded waste as scrap paper. 
 
There may be occasions where less extreme measures are adequate, and a simple document 
shredding or hard drive reformatting are appropriate.  But it is advisable to consider the options 
in advance, so that a plan is in place for proper destruction when the time comes. 

NOTE:  Neither this policy nor the accompanying schedule sets forth the means of storing documents 

during the retention period.  You must consider how best to accomplish this task for your organization, 

e.g. consider whether to store information on paper, disks, microfilm, etc. and whether to store on-site 

or off-site.   

 

FINANCIAL DOCUMENTS 

 

 

MINIMUM RETENTION REQUIREMENT 

 
How long should you keep the documents listed below?  In the nonprofit world, the answer is less clear, as most of 
the document retention statutes are directed at profit-making corporations or those that issue securities.  As a general 
rule, you should keep the below listed documents until the statute of limitations runs on the item of income or 
deduction for that particular return.  For most purposes, the minimum limitations period is three years after the date 
the return is due or filed, whichever is later, as that is when the limitations period generally runs for an IRS audit. 
However, in light of the Sarbanes-Oxley Act that requires auditors to keep audit records for 7 years following a final 
audit report, it may be prudent to keep most financial documents for 7 years.  Remember, many of the same records 
listed below will also be used to monitor programs and prepare statements for funders.  Accordingly, you should 
check your grant applications, awards and contracts to determine reporting requirements and subsequent document 
retention periods.  
 

Accounts Payable Ledgers and Accounts Payable Ledgers and Accounts Payable Ledgers and Accounts Payable Ledgers and 

SchedulesSchedulesSchedulesSchedules    

 
5Y 
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Audit reports 7Y (many organizations keep these records permanently) 

Bank reconciliations 5 Y and/or until all federal and state audit requirements 
have been met. 

Bank statements 5Y 

Checks (for important payments and 
purchases 

5Y or 4Y after item purchased is no longer owned 

Correspondence – customers/vendors Depends on issue in correspondence and whether there is a 
contract; if potential litigation-3 Y until threat of litigation 
has passed; if contract claim is possible, 4Y or until 
potential claim has dissipated 

Depreciation schedules While active + 3Y 

Expenses and Purchases- 
Documentation can include: cash register 
tapes, account statements, canceled 
checks, invoices, credit card sales slips.  
Separate deductible expenses in the event 
organization pays unrelated business 
income tax. 

 
5Y 

Gross Receipts-amounts received from 
all sources.  Documents that support gross 
receipts include: cash register tapes, bank 
deposit slips, receipt books, invoices, 
credit card charge slips, and Form 1099-
MISC 

 
5Y 

Year-end financial statements If Audit Report is generated by organization-7Y; if no audit 
is conducted and Year end financial report is used in place 
of audit-Permanently 
 
 
 

 

HUMAN RESOURCE 

DOCUMENTS 

 

 

MINIMUM RETENTION REQUIREMENT 

 
Subject to state law, a former employee generally has a limited time to file an EEO claim.  Employees under 
contract may have up to four years to file a claim.  Other types of employment claims, for example defamation, 
intentional infliction of emotional distress, and wrongful discharge are subject to a three-year statute of limitations. 
 
If the statute governing the record specifies no time limit, then you can usually apply the Uniform Preservation of 
Private Business Records, which specifies a three-year time limit for preserving documents.  The Office of Federal 
Contracts (OFCCP) requires federal contractors to preserve most employment records for 2 years. 
 
To make things easier for the document retainers, you may want to adopt a uniform guideline that will work for 
almost all employment documents, such as four years, with exceptions for longer periods of time. 

Affirmative Action Plan and 

Related Information 

Subject to state law 
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Age Discrimination in Employment 

Act 

Records relating to discrimination charges-Until final 
disposition of the charge 

Applications for Employment and 

Résumés-For those who were not 

hired  

 
 
 
 

Unsolicited Applications for 

Employment 

Age Discrimination in Employment Act (ADEA), Title 
VII and ADA-1 Y from date of submission; OFCCP 
large contractor and schools-2 Y; driving records are 
regarded as hiring records and should be kept for same 
period of time. 
 
Answer is unclear; recommend same as above; online 
submissions of resumes may be discounted but no 
definitive ruling in this area. 

EEO Claims While active, plus three years. 

EEO Reports As long as current. 
If an OFCCP contractor-1Y.  If OFCCP contractor 
with more than 150 employees and $150,000 in 
contracts then must keep for 2 Y. 

Employee Benefit Plans 

 
 
 
 
 
 
 
ERISA Records relating to Welfare 

and Pension Benefits 

Records relating to ADEA-1 Y after termination of 
plan. Records relating to payment of premiums while 
on FMLA leave- 3 Y after final payment was made for 
premiums. 
Records relating to data mentioned in the Summary 
Plan Description-6 Y after data and description were 
published to employees. 
 
6 Y 

Employment Tax Records and 

Returns 

4Y after the date the tax becomes due or is paid. 

Employment Documents Relevant to 

Discrimination or other Statutory 

Claims 

Title VII-The Act itself only requires the employer to 
keep records until final disposition of the charge; 
recommend that records be kept at least 1Y after 
charge is resolved. 
 

Employment Turn-downs (Rejection 
Letters) 

1Y after letter is sent. 

FMLA Leave Documents 3Y after end of leave period. 

I-9s 3 Y from date of hire or 1 Y after termination, 
whichever is later.  Many experts recommend keeping 
these forms separate from the employee’s personnel 
file, but such action is not required by law. 

Interview Information and 

Reference Checking Notes 

1 Y after job is filled under ADA, ADEA, and Title 
VII; References-1 Y after record is made. 

Job Advertisements and Job 

Requests Made to Agencies 

1Y after placement of advertisement or request for an 
employee-ADEA. 
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Job Descriptions 2Y after record is made under Equal Pay Act. 
 

OSHA and MOSH Logs 5Y for OSHA Form 200, 300 and 301 and OSHA or 
MOSH 101; legally required medical exams and toxic 
exposure records for duration of the individual’s 
employment, plus 30 Y. 
 

Personal Medical Information 

Make sure that no medically related 
information is in an employee’s 
personnel file; all such information 
should be kept in a separate file. 

1 Y after termination; OSH Act Records-See above. 
Medical Certifications: 3Y after certification is 
obtained. 
Medical information includes all medical records, 
physical examinations, workers comp claims, drug and 
alcohol testing, medical forms requesting health 
information for insurance purposes. 
 

Payroll Records and Summaries 3Y from the last date of entry 
4Y for FICA-related information 
4Y for FUTA-related information 
 

Personnel Files (terminated 
employees)- Should include 
employment application, discipline 
reports, evaluations, salary history, 
etc. 
 

 

 

 

 

7Y, though experts differ on the time period for these 
records as there is no specific law regulating retention 
periods for most of the documents kept in personnel 
files; some recommend as few as 4Y after employee 
terminates; ADEA, ADA, FLSA and FMLA require 
3Y for basic employment info. 
 

 Policies, Guidelines and Employee 

Handbooks 

For as long as they are current and at least 3Y after 
they are outdated.  

Recruiting Information-
Advertisements, Job Postings, 
Interview information, Applications 
for Employment when not hired. 

1 Y after record is made. 

Retirement and Pension Records During the time the Plan is active plus 6 years after 
discontinuance of the Plan. Other experts recommend 
keeping such documents 
permanently. 

Timesheets 3Y from last date of entry. Other experts recommend 
keeping for 7Y. 

Unemployment Insurance 

Documents-DLLR Forms, Quarterly 
Contribution Report and Employment 
Report 

Subject to state law. 
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MISCELLANEOUS 

DOCUMENTS 

 

MINIMUM RETENTION REQUIREMENT 

 

Contracts 4Y after contract term has expired 

Correspondence – general 3Y 

Correspondence – legal/important Keep with legal issue file whether lawsuit, insurance 
claim, etc. then retain according to that retention 
requirement. 
 

Grant applications and Awards Life of grant, plus 3Y after expiration of grant; grant 
itself may have separate record-keeping requirements 
that organization must adhere to.  

Insurance Records, Accident 

Reports, Claims 

Workers Compensation Claims-10Y after close of 
matter 
Long-term Disability-10 Y after return to work, 
retirement or death 

Insurance Policies (expired) 3Y if a Claims-Made policy; permanently, if the it is 
an Occurrence policy 

Internal Audit Reports Generally retain most recent 5Y or until resolved + 5 
years. 

Inventories of Products, Materials, 

Supplies 

Generally the most recent two inventories  
and/or until all audit requirements have  
been met 

 

DOCUMENTS THAT SHOULD 

BE KEPT PERMANENTLY 

 

 

Minute Books   

Charter (Articles of Incorporation) 

Bylaws and all Amendments  

Form 990 and any Schedules filed with the form, Form 990-T Exempt Organization Income 

Tax Form (if your organization files such a form) Note: this document is subject to the public 
disclosure regulations for up to three years after the due date or the filing date of the return. 

IRS Determination Letter Granting Organization 501(c) Status. Note: this document is 
subject to the public disclosure regulations. 

Bylaws and all Amendments 

1023 Application for Tax-Exempt Status, all Supporting Documents submitted with the 
form, and all documents that the IRS requires the organization to submit. Note: these documents 
are subject to the public disclosure regulations. 
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Trademark Registrations and Copyrights- Life of trademark – there is no legal retention 
requirement but should keep for the lifetime of the trademark plus applicable statute of 
limitations (6Y). 

Patents, Related Papers.   Life of patent + 6Y 

Deeds, Mortgages, Notes and Leases. 

Combined Registration Application. 

 
 
  
 



Standards for Excellence Institute  
Model Conflict of Interest Policy1 

 
I.  Application of Policy 
 
This policy applies to board members, staff and certain volunteers of ABC Nonprofit, 
Inc.  A volunteer is covered under this policy if that person has been granted significant 
independent decision making authority with respect to financial or other resources of the 
organization.  Persons covered under this policy are hereinafter referred to as “interested 
parties.” 
 
II.  Conflict of Interest 
 
A conflict of interest may exist when the interests or concerns of an interested party may 
be seen as competing with the interests or concerns of the organization.  There are a 
variety of situations which raise conflict of interest concerns including, but not limited to, 
the following. 
 
Financial Interests - A conflict may exist where an interested party, or a relative or 
business associate of an interested party, directly or indirectly benefits or profits as a 
result of a decision made or transaction entered into by the organization.  Examples 
include situations where: 
 

• the organization contracts to purchase or lease goods, services, or properties from 
an interested party, or a relative, or business associate of an interested party; 

 
• the organization purchases an ownership interest in or invests in a business entity 

owned by an interested party, or by a relative or business associate of an 
interested party; 

 
• the organization offers employment to an interested party, or a relative, or 

business associate of an interested party, other than a person who is already 
employed by the organization; 

 
• an interested party, or a relative or business associate of an interested party, is 

provided with a gift, gratuity or favor, of a substantial nature, from a person or 
entity which does business, or seeks to do business, with the organization; 

 
• an interested party, or a relative or business associate of an interested party, is 

gratuitously provided use of the facilities, property, or services of the 
organization; 

 
                                                
1©1998-2015, Standards for Excellence Institute.  Permission granted for use by 
members of the Institute.   



• [add additional examples, if any] 
 

 
Other Interests - A conflict may also exist where an interested party, or a relative or 
business associate of an interested party, obtains a non-financial benefit or advantage that 
he would not have obtained absent his/her relationship with the organization, or where 
his/her duty or responsibility owed to the organization conflicts with a duty or 
responsibility owed to some other organization.  Examples include where: 
 

• an interested party seeks to obtain preferential treatment by the organization for 
himself, or relative, or business associate; 

o Due to the nature of the work of ABC Nonprofit, it is possible and even 
probable that board members or staff members may be in a position where 
their family members receive services from ABC Nonprofit.  Typically an 
employee should not work directly in the program where his/her family 
member is receiving services.  

o All employees should exercise care to ensure that they are not using their 
position to improperly influence or intervene to advocate for a member of 
their family that is receiving services (or on a waiting list to receive 
services).   

 
• an interested party seeks to make use of confidential information obtained from 

the organization for his own benefit, or for the benefit of a relative, business 
associate, or other organization; 

 
• an interested party seeks to take advantage of an opportunity, or enable a relative, 

business associate or other organization to take advantage of an opportunity, 
which s/he has reason to believe would be of interest to the organization; 

 
• [add additional examples if any] 

 
III.  Disclosure of Actual or Potential Conflicts of Interest 
 
An interested party is under a continuing obligation to disclose any actual or potential 
conflict of interest as soon as it is known, or reasonably should be known.   
 
An interested party shall complete a questionnaire, in the form attached hereto, to fully 
and completely disclose the material facts about any actual or potential conflicts of 
interest.  The disclosure statement shall be completed upon his/her association with the 
organization, and shall be updated annually thereafter.  An additional disclosure 
statement shall be filed at such time as an actual or potential conflict arises. 
 
For board members, the disclosure statements shall be provided to the President 
(Chairman) of the Board, or in the case of the President’s (Chairman’s) disclosure 
statement shall be provided to the Secretary of the Board.  Copies shall also be provided 
to the Chief Executive Officer of the organization. 



 
In the case of staff or volunteers with significant decision-making authority, the 
disclosure statements shall be provided to the Chief Executive Officer of the 
organization, or in the case of the Chief Executive Officer’s disclosure statement shall be 
provided to the President (Chairman) of the Board. 
 
The Secretary of the board of directors shall file copies of all disclosure statements with 
the official corporate records of the organization. 
 
IV.  Procedures for Review of Actual or Potential Conflicts - Generally 
 
Whenever there is reason to believe that an actual or potential conflict of interest exists 
between ABC Nonprofit, Inc. and an interested party, the Board of Directors shall 
determine the appropriate organizational response.  This shall include, but not necessarily 
be limited to, invoking the procedures described in Section IV, below, with respect to a 
specific proposed action or transaction.   
 
Where the actual or potential conflict involves an employee of the organization other than 
the Executive Director, the Executive Director shall, in the first instance, be responsible 
for reviewing the matter and may take appropriate action as necessary to protect the 
interests of the organization.  The Executive Director shall report to the President 
(Chairman) the results of any review and the action taken.  The President (Chairman), in 
consultation with the Executive Committee, shall determine if any further board review 
or action is required.  
 
V.  Procedures for Addressing Conflicts of Interest - Specific Transactions 
 
Where an actual or potential conflict exists between the interests of ABC Nonprofit, Inc. 
and an interested party with respect to a specific proposed action or transaction, ABC 
Nonprofit shall refrain from the proposed action or transaction until such time as the 
proposed action or transaction has been approved by the disinterested members of the 
board of directors of the organization.  The following procedures shall apply: 
 

• An interested party who has an actual or potential conflict of interest with respect 
to a proposed action or transaction of the corporation shall not participate in 
anyway in, or be present during, the deliberations and decision making of the 
organization with respect to such action or transaction.  The interested party may, 
upon request, be available to answer questions or provide material factual 
information about the proposed action or transaction. 

 
• The disinterested members of the board of directors may approve the proposed 

action or transaction upon finding that it is in the best interests of the corporation.  
The board shall consider whether the terms of the proposed transaction are fair 
and reasonable to the organization and whether it would be possible, with 
reasonable effort, to find a more advantageous arrangement with a party or entity 
that is not an interested party. 



 
• Approval by the disinterested members of the board of directors shall be by vote 

of a majority of directors in attendance at a meeting at which a quorum is present.  
An interested party shall not be counted for purposes of determining whether a 
quorum is present, nor for purposes of determining what constitutes a majority 
vote of directors in attendance. 

 
• The minutes of the meeting shall reflect that the conflict disclosure was made, the 

vote taken and, where applicable, the abstention from voting and participation by 
the interested party. 

 
 

VI. Conflicts of Interest and Compensation 
 
A voting member of the governing board who receives compensation, directly or 
indirectly, from the Organization for services is precluded from participating in 
discussion about, or voting on, matters pertaining to that member's compensation.  In the 
case where the highest ranking staff person is also a voting member of the board, that 
staff person is precluded from participating in discussion about, or voting on, matters 
related to his or her own performance evaluation, benefits, and grievances against that 
staff person. 
 
A voting member of any committee whose jurisdiction includes compensation matters 
and who receives compensation, directly or indirectly, from the Organization for services 
is precluded from participating in discussion about, or voting on, matters pertaining to 
that member's compensation. 
 
Any voting member of the governing board or any committee whose jurisdiction includes 
compensation matters and who receives compensation, directly or indirectly, from the 
Organization, either individually or collectively, is prohibited from providing information 
to any committee regarding compensation.  

 
 

VII.  Violations of Conflict of Interest Policy 
 
If the board of directors has reason to believe that an interested party has failed to 
disclose an actual or potential conflict of interest, it shall inform the person of the basis 
for such belief and afford the person an opportunity to explain the alleged failure to 
disclose. 
 
If, after hearing the response of the interested party and making such further investigation 
as may be warranted in the circumstances, the board determines that the interested party 
has in fact failed to disclose an actual or possible conflict of interest, it shall take 
appropriate disciplinary and corrective action.  
 
 



 
 
This policy is not intended to apply to a certain nonprofit or offer legal advice specific to your organization.  
Such legal advice or opinions can only be rendered when related to distinct fact situations.  Rather, this 
policy is designed to be used as a resource to provide you with ideas, suggestions, and guidelines, which 
may be valuable to your organization as a starting point for your own policy.  
 
Carefully review every word in the policies you are interested in adopting and mold the language to your 
situation and organizational needs.  Finally, before publishing a policy, it is always wise to consult an 
attorney in your state who is versed in nonprofit law to conduct a thorough review of the policy.   


