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The following are policies which need annual Board Approval for 990 purposes
Conflict of Interest Policy

ORGANIZATION NAME expects employees, volunteers, and board members to conduct business according to the highest ethical standards of conduct.  All are expected to devote their best efforts to the interests of the Organization.  Business dealings that appear to create conflict between the interests of the Organization and an employee, volunteer, or board member are unacceptable.  

Conflict of interest arises when your actions cast doubt on your ability to act with total objectivity with regard to the interest of the Organization.  You are expected to avoid any action or involvement that would in any way compromise the business activities or integrity of the Organization.  If you intentionally use your authority in a conflicting situation, you will be subject to disciplinary actions.  

If you are in a position that gives you authority to spend Organization funds or set company policy, it is an implicit condition of your employment that you use the authority in the best interest of the Organization.  A potential or actual conflict of interest occurs whenever a person is in a position to influence a decision that may result in a personal gain for the employee or an immediate family member as a result of the Organization’s business dealings.  

All employees, volunteers, and board members must disclose any possible conflicts so that the Organization may assess and prevent potential conflicts of interest from arising.  If an employee has any question whether an action or proposed course of conduct would create a conflict of interest, they should immediately contact the Executive Director and obtain advice on the issue.

An annual statement is required each year from each board member.

Appropriate disciplinary action may be taken against any employee, volunteer, or board member willfully violating this policy.	Comment by Irene Williams: The Organization should describe what their process is for reporting from an employee standpoint and what the process is to obtain the board member’s annual statement.

 



Document Retention & Destruction Policy

This Document Retention and Destruction Policy of ORGANIZATION NAME identifies the record retention responsibilities of staff, volunteers, members of the Board of Directors, and outsiders for maintaining and documenting the storage and destruction of the Organization’s documents and records.  

1. Rules.  The Organization staff, volunteers, members of the Board of Directors and outsiders (i.e., independent contractors via agreements with them) are required to honor these rules:  (a)  Paper or electronic documents indicated under the terms of retention below will be transferred and maintained by the Executive Director; (b) all other paper documents not included in this policy may be destroyed after three years and (c) no paper or electronic documents will be destroyed or deleted if pertinent to any ongoing or anticipated government investigation or proceeding or private litigation.

2.   Terms for Retention:
a.  Retain permanently;
Governance records – Charter and amendments, Bylaws, other organizational documents, governing board and board committee minutes.  
Tax Records – Filed state and federal tax returns/reports and supporting records, tax exemption determination letter and related correspondence, files related to tax audits.
	Financial records – Audited financial statements and any pertinent correspondence.

b. Retain for ten years:
Employment/Employment records – Employee names, addresses, social security numbers, dates of birth, INS form I-9, resume/application materials, job descriptions, dates of hire and termination/separation, evaluations, compensation information, promotions, disciplinary matters, time/payroll records, leave/comp time, engagement and discharge correspondence, documentation of basis for independent contractor status (retain for all current employees and independent contractors and for three years after departure of each individual.)

c. Retain for three years:
Lease, insurance, and contract/license records – Service agreements, independent contractor agreements, employment agreements, consultant agreements, and all other agreements (retain during the term of the agreement and for three years after the termination, expiration, non-renewal of each agreement.)

All other electronic records, documents and files – Correspondence files, past budgets, bank statements, publications, employee manuals/policies and procedures, survey information.  

Exceptions.  Exceptions to these rules and terms for retention may be granted only by the Organization’s Executive Director or President of the Board of Directors.

 


Whistleblower Policy
This policy prohibits retaliation against an employee who reports an activity that the whistleblower reasonably believes to be illegal, fraudulent or dishonest conduct involving ORGANIZATION NAME or any of their resources.  All members of ORGANIZATION NAME are responsible for reporting fraudulent, dishonest, or illegal conduct involving employees or resources.

ORGANIZATION NAME has a responsibility to conduct its affairs ethically and in compliance with all laws.  All employees who make a good faith effort to ‘blow the whistle’ on suspected wrongful conduct are protected from termination, demotion, job responsibility changes, adverse scheduling changes, suspensions, supervisory mistreatment, and co-worker mistreatment.

Reports should be made to the appropriate Program Director or Executive Director or to the Board of Directors depending on the activity and the people involved.	Comment by Irene Williams: Organization should add information on what the process is for reporting etc.



Compensation Process and Policy

The rational of the Compensation Policy for the Organization is to reward behavior and performance that furthers the purpose of ORGANIZATION NAME not for profit mission.  Employees are responsible and accountable to this purpose by performing their duties with the utmost care and by supporting the activities of the Organization.
The following is the process;
1. Review and approval.  Each employee undergoes an evaluation process each year.  This evaluation is used to determine compensation in accordance with Organization guidelines.  Organization guidelines are based on employment status and can include a percentage increase or a flat amount depending on position.  The Organization guidelines are reviewed and approved by the board of directors and is part of the budget process.  Any person with a conflict of interest with respect to the compensation arrangement being discussed is not involved in the review or approval process.
2. Use of data as to comparable compensation.  The compensation of the person is reviewed and approved using data as to comparable compensation.  From time to time we may increase pay based on market conditions. This includes an intermediate sanction test.  
3. Contemporaneous documentation and record keeping.   There is contemporaneous documentation and record keeping with respect to the deliberations and decisions regarding the compensation arrangement.  Documentation includes the appraisal process and individual and department goals for the year.  


990 Inspection and Copy Request Procedures
These procedures have been put together based on the 990 instruction section labeled ‘Public Inspection and Distribution of Application for Tax Exemption and Annual Information Returns of Tax-Exempt Organizations.’  An annual information return does not include any return after the expiration of 3 years from the date the return is required to be filed (including any extension of time that has been granted for filing such return) or is actually filed, whichever is later.  If an organization files an amended return, however, the amended return must be made available for a period of 3 years beginning on the date it is filed with the IRS.

· These requests need to be directed to the Executive Director.
· Requests may be made in writing, in person, or electronically.
· Requests for in person inspection must be complied on the day of the request during our normal business hours of 8 a.m. to 5 p.m.  This means the inspection must not start prior to 8 a.m. and must end no later than 5 p.m.
· The person requesting the inspection or copies of the documents must sign an Information Request Sheet which includes their name, the company they represent, the information requested, the date of the request, and the reason for the request, etc.
· If the request is for an in person inspection of the document, the person may look at the entire 990 and 990T return including all attachments, schedules, and amendments.
· They are allowed to take notes, but an employee from the Organization must be present while they are inspecting the return.
· All requests for photocopies must be in writing.  If a requestor would like to inspect the documents in the office and then requests photocopies, they must do so in writing.  We may ask the requestor to come back to obtain their copies since it might not be a reasonable request for us to make the necessary photocopies while they wait.
· A form has been designed to be mailed or given to the requestor of photocopies.  This form contains all necessary information for our records.  A photocopy request will serve as the information request. 
· Fees associated with photocopying and mailing the information requested must be paid at the time of the request, at the time the requestor picks up the copies if done in person.
· The fee are based on the IRS guidelines. 
· We do not allow our original copy of the 990 to be taken off site for copying by the requestor.
· Photocopying requests will be complied with within a reasonable amount of time and as required by the IRS.
· A log will be kept of all requests made.





Joint Venture Policy

This Joint Venture Policy of ORGANIZATION NAME requires that the Organization evaluate its participation in joint venture arrangements under Federal tax law and take steps to safeguard the Organization’s exempt status with respect to such arrangements.  It applies to any joint ownership or contractual arrangement through which there is an agreement to jointly undertake a specific business enterprise, investment, or exempt-purpose activity as further defined in this policy.

1.	Joint ventures or similar arrangements with taxable entities.  For purposes of this policy, a joint venture or similar arrangement (or a “venture or arrangement”) means any joint ownership or contractual arrangement through which there is an agreement to jointly undertake a specific business enterprise, investment, or exempt-purpose activity without regard to:  (a) whether the Organization controls the venture or arrangement; (b) the legal structure of the venture or arrangement; or (c) whether the venture or arrangement is taxed as a partnership or as an association or corporation for federal income tax purposes.

2.	Safeguards to ensure exempt status protection.  The Organization will:  (a) negotiate in its transactions and arrangements with other members of the venture or arrangement such terms and safeguards adequate to ensure that the Organization’s exempt status is protected; and (b) take steps to safeguard the Organization’s exempt status with respect to the venture or arrangement.  Some examples of safeguards include:

(i) 	control over the venture or arrangement sufficient to ensure that it furthers the exempt purpose of the organization; 
(ii) 	requirements that the venture or arrangement gives priority to exempt purposes over maximizing profits for the other participants;
(iii) 	that the venture or arrangement not engage in activities that would jeopardize the Organization’s exemption; and 
(iv)	that all contracts entered into with the organization be on terms that are arm’s length or more favorable to the Organization.


	This sample document is provided by Filament Essential Services as a general resource for nonprofits. It is not intended as legal, tax, or accounting advice and should be reviewed by the appropriate professional before use. 

For more tools, calculators, articles, videos, and nonprofit resources, visit filamentservices.org.
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