Nonprofit Organization - Financial "Checkup"

(This review should be completed at least annually; more often if any concerns arise.)
Related parties and other sensitive areas
1.  Do we have a formal conflict of interest policy? ____ (Describe or attach a copy):

2.  What transactions have we had with related parties* (other than the executive director's compensation)? 

3.  Were these transactions approved by the board - with full knowledge of the relationship, and without input from the related party? ____

4.  Has the executive director's total compensation been approved by the board? ____

5.  Who approves board members' and the executive director's travel and entertainment expenses?  Treasurer? Executive Director? Board?  Executive Committee?  

Internal controls and risks

1.  Is there a healthy attitude about internal controls, originating at the very top of the organization? ____

2.  Do we have adequate written procedures manuals for important financial and operational areas? ____

3.  What procedures do we have in place to assure that:


a. All cash receipts are recorded and deposited? Especially, contributions?


b. Only proper cash disbursements are made?


c. Restricted resources are used only in accordance with applicable restrictions?


d. Assets are protected from theft?

4.  Who reconciles our bank statements, and how quickly?


a. Is this person independent of other cash and bookkeeping functions? ____

5.  Has our auditor made recommendations for improvements in controls? ____  


a. If so, have they been implemented? ____   


b. Have these recommendations become policy? ____
6.  How soon after the end of an accounting period is a budget-to-actual comparison made and significant variances (or lack thereof, where expected) investigated?  ______

7.  Has someone knowledgeable about computers reviewed our computer security? ____

8.  Has someone knowledgeable about nonprofit taxes reviewed our activities for possible exposure? ____  


Consider, as relevant: 



a. Private inurement or benefit, especially compensation



b. Possible unrelated business income



c. Possible excess lobbying/political activity (501 (c)(3)'s are not 



permitted to engage in any political activity)



d. Employee vs. independent contractor status



e. Possible failure to comply with rules related to receipt of gifts  



(acknowledgement, quid-pro-quo, etc.)



f. Public disclosure of Form 990 on request

9.  Has a knowledgeable attorney reviewed our activities for possible legal risks? ____

10.  Is there anything about our organization or its operations that we would be embarrassed to read about in the [local newspaper]/hear discussed on the evening news? ____  If so list these.
Government grants, etc. (as relevant)
1.  Are we following all required sections of OMB Circulars A-110 and A-122 (A-21 for colleges)? ____

2.  Do we have adequate time records to support charges to grants?  ____

3.  Are we following acceptable procurement procedures?  ____

4.  Are we adequately monitoring sub-recipients? ____

5.  Have we filed all required reports on a timely basis?  ____

6.  Have we had all required audits under Circular A-133?  ____


Were there any findings? ____  


 If so, have they been appropriately followed up? ____

7.  Has any government agency challenged any of our procedures or charges to grants? ____ 


If so has the matter been satisfactorily resolved? ____

Financial reporting and audits

1.  Have we received clean (unqualified) reports from our auditor? _____

2.  Are we satisfied that our auditor is independent?  ____


a. How much in non-audit fees have we paid our audit firm? $________

3.  Does our auditor understand that (s)he has unrestricted access to the board/audit committee? ____

4.  Has our auditor received a clean peer review report? ____

5.  Have we filed all required government reports (Form 990, state forms, etc.) on a timely basis? ____

Other 
1.  Have we made all payroll tax deposits fully and on a timely basis? ____


(If this is not done, officers and board members can be held personally liable.)

2.  Do we carry adequate property and liability insurance? ____ 

3.  Has our board adopted a formal policy on desired levels of operating reserves? ____ 
a. Are we comfortable that our reserves are adequate? ____

b. If not, Have we developed a plan to increase them to minimum levels? ____
_______
* - "Related parties" include organization officers, directors, trustees, and management in decision-making positions, major donors, and members of the immediate families of any of the preceding; controlled and affiliated organizations and trusts, and businesses in which any of the preceding are in significant positions of authority (owner or manager).

