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	BEST PRACTICES INVENTORY
This inventory is a compilation of best practices for Community Benefit Organizations identified by Nonprofit Leadership Alliance (formerly American Humanics, Inc.), Standards for Excellence Institute, BoardSource & Independent Sector, and United Way of Tulare County and will help identify strengths and weaknesses of your organization.  We appreciate the work of Catherine Quinn who took the lead in compiling this tool.

	ORGANIZATION:  ________________________________________________________

DATE:  _______________

COMPLETED BY:  ____________________________  PHONE:  _______________
EMAIL:  ______________________



	1.
	Mission and Programs
	
	

	
	Nonprofit, Community Benefit Organizations (CBOs) are founded for the public good and operate to accomplish a stated purpose through specific program activities.  A CBO should have a well-defined mission, and its programs should effectively and efficiently work toward achieving that mission.  CBOs have an obligation to ensure program effectiveness and to devote the resources of the organization to achieving its stated purpose.

	
	
	Yes
	No
	Indicators
	Need

Info
	Priority

Rating

1 = High; 3 = Low

	
	1A
	(
	(
	The organization has a mission statement that is a formal statement of the organization’s purpose and is defined and approved by the board of directors.
	(
	1  2  3

	
	1B
	(
	(
	All board members, paid staff, and volunteers clearly understand the CBO’s purpose and can articulate the organization’s mission. 
	(
	1  2  3

	
	1C
	(
	(
	The board of directors periodically evaluates the organization’s programs, goals, and activities to be sure they align with and advance the mission.
	(
	1  2  3

	
	1D
	(
	(
	The board of directors periodically evaluates the effectiveness and efficiency of the organization’s programs to make sure that they are making prudent use of the organization’s resources.
	(
	1  2  3

	
	1E
	(
	(
	CBO engages in advocacy efforts in support of its mission.
	(
	1  2  3

	2.
	Governance
	
	

	
	Nonprofit, Community Benefit Organizations (CBOs) are governed by a board of directors that should consist of individuals committed to the mission of the organization.  The board of directors bears the primary responsibility for ensuring that a charitable organization fulfills its obligations to the law, its donors, its staff and volunteers, its clients, and the public at large. 

	
	
	Yes
	No
	Indicators
	Need

Info
	Priority

Rating

1 = High; 3 = Low

	
	2A
	(
	(
	The organization has and adheres to written policies (bylaws) establishing board size but, at a minimum, requires no fewer than five unrelated directors.  
	(
	1  2  3

	
	2B
	(
	(
	A substantial majority of the board members are independent, that is, (1) are not compensated by the organization as an employee or independent contractor, (2) do not have their compensation determined by individuals who are compensated by the organization, (3) do not receive, directly or indirectly, material financial benefits from the organization, or (4) are not related to anyone described above or reside with any person so described.
	(
	1  2  3

	
	2C
	(
	(
	The board has and adheres to clear policies (bylaws) and procedures setting the length of terms and the number of consecutive terms a board member may serve and board members periodically rotate off of the board.  
	(
	1  2  3

	
	2D
	(
	(
	The positions of chief staff officer (executive director), board chair, and board treasurer are held by separate individuals.
	(
	1  2  3

	
	2E
	(
	(
	The board meets regularly enough to adequately conduct the business of the organization and fulfill its duties but, at a minimum, has at least four (4) full board meetings a year with a quorum participating. 
	(
	1  2  3

	
	2F
	(
	(
	Written meeting minutes reflecting the actions of the board, including reports of board committees when acting in the place of the board, are maintained and distributed to board and committee members within sixty (60) days of the date of the meeting or written action.
	(
	1  2  3

	
	2G
	(
	(
	The board hires the executive director. The board has and adheres to a policy to set the executive’s compensation and evaluate the director’s performance at least annually.  
	(
	1  2  3

	
	2H
	(
	(
	The board approves the organization’s annual budget and monitors actual performance against the budget. (See Indicators 4B1 & 4B2.)
	(
	1  2  3

	
	2I
	(
	(
	The board reviews and approves the annual audit and the IRS Form 990.  (See Indicator 3A1.)
	(
	1  2  3

	
	2J
	(
	(
	The board has a systematic and effective process for educating and communicating with board members to ensure that they are aware of legal and ethical responsibilities, are knowledgeable about the programs and activities of the organization, and can carry out their oversight function effectively.
	(
	1  2  3

	
	2K
	(
	(
	The board evaluates its performance as a group and as individuals no less frequently than every three years and the board has and adheres to clear procedures for removing board members who are unable to fulfill their responsibilities.
	(
	1  2  3

	
	2L
	(
	(
	The board reviews organizational and governing instruments (including bylaws) no less frequently than every five years.  (See Indicator 3I.)
	(
	1  2  3

	
	2M
	(
	(
	The board has established expectations for board members and written policies that address attendance and participation at board meetings, including expectations for participation in fundraising activities, committee service, and program activities.
	(
	1  2  3

	3.
	Legal Compliance (Including Public Disclosure)
	
	

	
	Nonprofit, Community Benefit Organizations (CBOs) must be aware of, and comply with, all applicable laws.  Best practices, such as implementing conflict of interest and whistleblower policies and a code of ethics, assist charitable organizations in complying with their legal obligations and in maintaining the transparency and accountability essential to earning the public’s trust.

	
	
	Yes
	No
	Indicators
	Need

Info
	Priority

Rating

1 = High; 3 = Low

	
	3A
	The organization is aware of and in compliance with all applicable federal and state laws and regulations and local jurisdiction requirements, including but not limited to: 

	
	3A1
	(
	(
	Taxation and submission of information returns such as the IRS Form 990 (Form 990EZ, Form 990-N), CA Form 199, and CA RRF-1.  (See Indicator 2I.)
	(
	1  2  3

	
	3A2
	(
	(
	Human resources/labor law, payroll report filings/payments, and maintenance of employee records such as W-4 and I-9 documents.
	(
	1  2  3

	
	3A3
	(
	(
	Regulations regarding lobbying, political activity,  and public policy advocacy and reporting requirements.
	(
	1  2  3

	
	3A4
	(
	(
	Laws and regulations relating to licensing.
	(
	1  2  3

	
	3A4
	(
	(
	Laws and regulations relating to fundraising.
	(
	1  2  3

	
	3B
	(
	(
	The organization has a formally adopted, written code of ethics with which all of its board members (directors or trustees), staff, and volunteers are familiar and to which they adhere.
	(
	1  2  3

	
	3B
	(
	(
	The organization has a formally adopted, written sexual harassment policy with which all of its board members (directors or trustees), staff, and volunteers are familiar and to which they adhere.
	(
	1  2  3

	
	3C
	(
	(
	The organization has and consistently implements policies and procedures to ensure that all conflicts of interest, or the appearance thereof, within the organization and the board are appropriately managed through disclosure, recusal, or other means.  This includes annual questionnaires and signed disclosure statements. 
	(
	1  2  3

	
	3D
	(
	(
	The organization has established and consistently implements policies and procedures that enable board members, staff, and volunteers to come forward with information on illegal practices or violations of organizational policies. This “whistleblower” policy specifies that the organization will not retaliate against, and will protect the confidentiality of, individuals who make good-faith reports.
	(
	1  2  3

	
	3E
	(
	(
	The organization has and adheres to policies and procedures to protect and preserve the organization’s important documents and business records. 
	(
	1  2  3

	
	3F
	The organization has adequate plans to protect its assets – its property, financial and human resources, programmatic content and material, and its integrity and reputation – against damage or loss.  

	
	3F1
	(
	(
	The board regularly reviews the organization’s need for general liability insurance.
	(
	1  2  3

	
	3F2
	(
	(
	The board regularly reviews the organization’s need for directors’ and officers’ insurance.
	(
	1  2  3


	
	3G
	The organization makes information about its operations, including its governance, finances, programs and activities, widely available to the public.

	
	3G1
	(
	(
	Form 990 return. If yes, how available?
	(
	1  2  3

	
	3G2
	(
	(
	Audited financial statement. If yes, how available?
	(
	1  2  3

	
	3G3
	(
	(
	Annual report. If yes, how available?
	(
	1  2  3

	
	3G4
	(
	(
	Lists of board members and staff. If yes, how available?
	(
	1  2  3

	
	3G5
	(
	(
	Information on organization’s results and how they are measured. If yes, how available?  (See Indicator 1D.)
	(
	1  2  3

	
	3H
	(
	(
	To protect client privacy, confidentiality safeguards are established and maintained, and clients are informed that they will be protected.
	(
	1  2  3

	
	3I
	(
	(
	The organization periodically reviews its bylaws to ensure the organization’s practices are consistent with the bylaws and that the bylaw provisions are up to date and in compliance with current federal and state regulations (See Indicator 2L.)
	(
	1  2  3

	4.
	Business Infrastructure (Financial Practices, Human Resources, Risk Management, Information Technology, Facilities)

	
	
	Yes
	No
	Indicators
	Need

Info
	Priority

Rating

1 = High; 3 = Low

	HR
	4A
	An organization’s human resources policies should address both paid employees and volunteers, and should be fair and in compliance with regulations, establish clear expectations, and provide for meaningful and effective performance evaluation.

	HR
	4A1
	(
	(
	The organization has and consistently adheres to written personnel policies and procedures approved by the board of directors and periodically reviewed.
	(
	1  2  3

	HR
	4A2
	(
	(
	The organization has policies and procedures that address volunteers and include issues such as screening, training/orientation, supervision, evaluation, and recognition, reflection, and opportunities for advancement.
	(
	1  2  3

	HR
	4A3
	(
	(
	A written job description exists for each employee clearly identifying role and responsibilities.
	(
	1  2  3

	HR
	4A4
	(
	(
	The organization has a written position description for each volunteer that clearly identifies role and responsibilities.
	(
	1  2  3

	HR
	4A5
	(
	(
	The organization has a staff person specifically designated for the administration and leadership of volunteers.
	(
	1  2  3

	HR
	4A6
	(
	(
	Key staff with the organization possess professional credentials such as CFRE (Certified Fund Raising Executive), CVA (Certified Volunteer Administrator), & AH (American Humanics).
	(
	1  2  3

	HR
	4A7
	(
	(
	A system is in place for regular written evaluation of employees.
	(
	1  2  3

	HR
	4A8
	(
	(
	The organization provides an orientation for all new employees.
	(
	1  2  3

	FP
	4B
	A nonprofit’s financial system should assure that complete, current, & accurate financial records are kept & that the organization’s financial resources are used in furtherance of the organization’s charitable purposes.

	FP
	4B1
	(
	(
	The organization operates in accordance with an annual budget that has been approved by the board of directors.  (See Indicator 2H.)
	(
	1  2  3

	FP
	4B2
	(
	(
	The board of directors receives and reviews timely reports of the organization’s financial activities no less frequently than quarterly.
	(
	1  2  3


	FP
	4B3
	(
	(
	The organization has an independent, qualified financial expert annually audit or review the financial statements in a manner appropriate to the organization’s size & scale of operations. If annual revenue exceeds $500,000, the financial reports are subject to audit by a Certified Public Accountant.
	(
	1  2  3

	FP
	4B4
	(
	(
	The organization has written financial policies adequate for the size and complexity of the organization governing: (1) investment, (2) internal control procedures, (3) purchasing, and (4) unrestricted current net assets.
	(
	1  2  3

	FP
	4B5
	(
	(
	The organization has and adheres to policies prohibiting loans (or the equivalent, such as loan guarantees, purchasing or transferring ownership of a residence or office, or relieving a debt or lease obligation) to board members.
	(
	1  2  3

	FP
	4B6
	(
	(
	The organization spends a significant percentage, at least 65%-75%, of its annual budget on programs that pursue its mission.  The budget also provides sufficient resources for effective administration and, if it solicits contributions, for appropriate fundraising activities.
	(
	1  2  3

	FP
	4B7
	(
	(
	The organization has clear, written policies for paying or reimbursing expenses incurred on behalf of the organization, including types of expenses that can be paid, and documentation requirements.  These policies require that travel be undertaken in a cost-effective manner.
	(
	1  2  3

	FP
	4B8
	(
	(
	The organization does not pay for or reimburse travel expenditures for spouses, dependents, or others who are accompanying someone conducting business for the organization unless they, too, are conducting such business.
	(
	1  2  3

	RM
	4C
	Risk management includes a review of potential risks to the organization’s significant assets, such as property, its good will, and its key programs and activities.  The level of risk to which an organization is exposed will vary considerably based on the size, programmatic focus, geographic location, and complexity of the organization’s operations.

	RM
	4C1
	(
	(
	The organization employs a variety of risk management techniques in order to protect the organization’s assets and annually reviews the major potential risks to which the organization is exposed and ensures that systems have been established to manage them.
	(
	1  2  3

	RM
	4C2
	(
	(
	The organization maintains general liability insurance or the board reviewed the risks and made a decision to forego general liability insurance and this decision is documented in the minutes for the meeting at which the decision was made.
	(
	1  2  3

	RM
	4C3
	(
	(
	The organization maintains directors and officers insurance or the board reviewed the risks and made a decision to forego directors and officers insurance and this decision is documented in the minutes for the meeting at which the decision was made.
	(
	1  2  3

	IT
	4D
	Information management & technology plays a significant role in the pursuit of an organization's mission.  The level of sophistication of technology may vary depending on the size and scope of the organization.

	IT
	4D1
	(
	(
	The organization has adequate computer equipment and software.
	(
	1  2  3

	IT
	4D2
	(
	(
	The organization has internet access.
	(
	1  2  3

	IT
	4D3
	(
	(
	The organization consistently employs a backup system to protect against loss of its electronic files.
	(
	1  2  3

	IT
	4D4
	(
	(
	The organization maintains an up-to-date accessible website which contains a list of staff (with current contact information) and board members, annual reports, audit information, 501c3 tax exempt letter, & most recent Form 990.
	(
	1  2  3

	IT
	4D5
	(
	(
	The organization has established a database for tracking constituencies.
	(
	1  2  3

	IT
	4D6
	(
	(
	The organization has established a database(s) for tracking program performance, activities and participants/clients.
	(
	1  2  3

	IT
	4D7
	(
	(
	Password-protection is employed for accessing confidential/sensitive information and a list of passwords is maintained in such a way to ensure that the leadership of the organization knows how to access the particular information and/or program software as needed.
	(
	1  2  3

	IT
	4D8
	(
	(
	The organization has a valid license for all software utilized and honors the legal software license agreement.
	(
	1  2  3

	F
	4E
	Facility concerns and issues include the quantity, cost, quality and location of space and equipment pertaining to the specific needs of the organization. 

	F
	4E1
	(
	(
	The organization’s facilities are adequate for staff and program needs.
	(
	1  2  3

	F
	4E2
	(
	(
	Office equipment is adequate for current needs of the organization.
	(
	1  2  3

	F
	4E3
	(
	(
	The organization’s physical structure and work environment meet local, state, and federal standards, including compliance with the Americans With Disabilities Act (ADA) and Occupational safety and Health Administration (OSHA) regulations and other applicable laws and regulations.
	(
	1  2  3

	5.
	Fundraising and Marketing

	
	Charitable fundraising provides an important source of financial support for the work of most community benefit organizations.  An organization’s fundraising program should be maintained on a foundation of truthfulness and responsible stewardship.  Its fundraising policies should be consistent with its mission, compatible with its organizational capacity, and respectful of the interests of donors and prospective donors.

	
	
	Yes
	No
	Indicators
	Need

Info
	Priority

Rating

1 = High; 3 = Low

	
	5A
	(
	(
	The organization’s fundraising costs are reasonable – revenue from fundraising and other development activities is at least three (3) times the amount spent on conducting them.
	(
	1  2  3

	
	5B
	(
	(
	The organization’s proposals, grant applications, solicitation and promotional materials are accurate and truthful and correctly identify the organization, its mission, and the intended use of the solicited funds.
	(
	1  2  3

	
	5C
	(
	(
	All contributions are used for purposes consistent with the donor’s intent, whether as described in the relevant solicitation materials or as specifically directed by the funder, grant agreement, or contract.
	(
	1  2  3

	
	5D
	(
	(
	The organization provides all donors with specific acknowledgements of charitable contributions, in accordance with IRS requirements, as well as information to facilitate the donor’s compliance with tax law requirements.
	(
	1  2  3

	
	5E
	(
	(
	The organization has adopted policies, based on its specific exempt purpose, to govern the acceptance & disposition of charitable gifts, including procedures to determine any limits on individuals or entities from which the organization will accept a gift, the purposes for which donations will be accepted, the types of property which will be accepted, & whether to accept unusual or unanticipated gifts in light of the organization’s mission & organizational capacity.
	(
	1  2  3

	
	5F
	(
	(
	The organization provides appropriate training and supervision of the people soliciting funds on its behalf to ensure they understand their responsibilities and applicable federal, state, and local laws, and do not employ techniques that are coercive, intimidating, or intended to harass potential donors.
	(
	1  2  3

	
	5G
	(
	(
	The organization does not compensate internal or external fundraisers based on a commission or a percentage of the amount raised, and when using the services of a paid professional fundraising consultant, only uses the services of entities properly registered with the California State Attorney General.
	(
	1  2  3

	
	5H
	(
	(
	The organization respects the privacy of the individual donors and, except where disclosure is required by law, should not sell or otherwise make available the names and contact information of its donors without providing them an opportunity at least once a year to opt out of the use of their names.
	(
	1  2  3

	
	5I
	(
	(
	The organization engages in research to identify a diverse list of opportunities for support, including foundation and government grants, corporate giving, and individual donors, and effectively pursues the opportunities identified as appropriate to the mission and capacity of the organization.
	(
	1  2  3

	
	5J
	(
	(
	The organization maintains an up to date website
	(
	1  2  3

	
	5K
	(
	(
	The organization has a marketing/community relations plan.
	(
	1  2  3

	6.
	Diversity

	
	To ensure full deliberation & diversity of thinking on governance & other organizational matters, as well as attempting to reflect the diversity of populations served—particularly in an area as diverse as Central California—CBOs should strive to demonstrate commitment to & appreciation of diversity within its organizational structure.

	
	
	Yes
	No
	Indicators
	Need

Info
	Priority

Rating

1 = High; 3 = Low

	
	6A
	(
	(
	The board of a charitable organization should include members with the diverse background (including, but not limited to, gender, age, race and ethnicity, linguistic, political and religious affiliations, sexual orientation, and physical and/or mental abilities), experience, and organizational and financial skills necessary to advance the organization’s mission.
	(
	1  2  3

	
	6B
	(
	(
	Board, staff, & volunteer demographics reflect diversity of populations served
	(
	1  2  3

	
	6C
	(
	(
	Appreciation of similarities and differences is identified as a part of the organization’s code of conduct
	(
	1  2  3
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