

Sample Conflict of Interest Policy




A. Members of the board shall not personally benefit as a result of their board involvement except for reasonable compensation of services rendered. The purpose of this provision is to prevent Board members from acting primarily on the basis of financial self-interest and to prevent the (organization) from operating in a manner that favors board members to the detriment of others.

B. In the event that the board considers an issue that involves the financial relationship between the organization and a member of the board, the Board member will disclose to the Board the financial relationship that the particular Board member has, with respect to the issue. The Board Member shall refrain from voting on the matter.

C. Board members who serve as an employee or volunteer in a decision making capacity on behalf of another organization which the (organization) is working with or transacting business with, shall inform the Board President and the Executive Director as to their involvement in the said organization.

D. It should be mentioned that the Conflict of Interest Policy as enumerated herein applies to a board member’s immediate family as well as themselves.

E. Staff and their current spouse, if applicable, are restricted from serving as voting members of the Board and former staff members are restricted as voting members for a period of two years from the date of their separation as the staff member of the (organization).

F. Staff shall not engage in any outside activity or employment which involves the direct or indirect use of information obtained as an employee which shall provide financial gain to him or herself or a member of his or her immediate family without the express consent of the executive director. The Executive Director shall not similarly act without the express consent of the President.


Approved by (organization)’s Board of Directors
On 1/31/20_ _ 


Sample Assessment Policy
NYBBB Education and Research Foundation Measuring Effectiveness Policy
WHEREAS, the BBB Education and Research Foundation (Foundation) board of directors seeks to establish a policy on effectiveness assessment to help ensure that the organization has defined, measurable goals in place and objectives in place to evaluate the success and impact of its program(s) in fulfilling these goals and objectives,
WHEREAS, this board policy is called for in Standard 6 of the BBB Standards for Charity Accountability that were issued by the Wise Giving Alliance in 2003,
IT IS THEREFORE RESOLVED THAT the board of directors adopts the following policy:
1. At least once every two years, the Foundation will review its goals and objectives toward achieving its mission and will complete a performance and effectiveness assessment of its programs based on that review.

2. This first such assessment will be in 2004 and will be conducted under the authority of the audit committee of the Board.

3. The Foundation Board will receive a written report of this assessment

    (a) Describing the activities that the Foundation undertook in the prior two years to achieve its goals and objectives,
    (b) Identifying the measures used to assess the Foundation's effectiveness in achieving its goals and objectives,
    (c) Analyzing the effectiveness of the Foundation's programs in achieving the Foundation's goals and objectives,
    (d) Recommending future actions the Foundation might take to increase effectiveness based on the findings.

4. At the conclusion of this process, the Foundation will revise the goals and objectives for the Foundation, as needed, for the upcoming term and will suggest means of measuring them.


[image: ]
Functional Budgets

What are functional budgets? Your organization probably already has a budget, which lists items like salaries, benefits, office supplies, rent, etc.  A functional budget, in contrast, lists projected expenses by function, just like the Statement of Functional Expenses in your annual financial statements.  Organizations also refer to this budget as their programs budget. 

This breakdown can either summarize expenses in a very basic way:

	Program A
	$1000

	Program B
	$500

	Admin.
	$250

	Fundraising
	$250

	Total Expenses
	$2000



Or itemize expenses in greater detail:

	Expense Item
	Program A
	Program B
	Admin
	Fundraising

	Salaries
	$500
	$250
	$125
	$125

	Rent
	$200
	$100
	$100
	$25

	Office Supplies
	$300
	$150
	$25
	$100

	Total
	$1000
	$500
	$250
	$250



Either method is acceptable and will allow your non-profit organization to meet the Better Business Bureau’s “Standards for Charity Accountability.”


Sample Annual Report



ABC Organization                     Address                                   

Phone                                     Fax                                                                                                 

Email
Website


ABC Organization’s mission is to assist in the protection and recovery of missing, abused, and neglected children.

Dear Friends,

One of the joys of preparing an annual report is that it gives us the opportunity to look back and be thankful for all that has been accomplished.  The past fiscal year was filled with wonderful opportunities and many challenges.  Some of the highlights were:

· Assisted in recovery of 250 children
· Strengthened our ID Child program to benefit both current missing children and prevent further child kidnappings through the sale of a child identification bracelet
· Created new after-school programs at local community center to help neglected and abused children
· Produced a public service announcement with the assistance of a local sports hero

The following is an overview of ABC Organization’s income and expenses for the fiscal year ended June 30, XXXX.



Total Support & Revenue:		         
Program Expenses:			         Management & General Expenses:          Fundraising Expenses:	
$XXX,XXX
$XXX,XXX
$XXX,XXX
$XXX,XXX

End of Year Net Asset Balance:			    $XXX,XXX


Board of Directors

Charles Johnson, Chairman
Maria Ibarra, Treasurer
Peter Williams, Secretary
Calvin Johnson, Trustee
Roger Kingston, Trustee
Inez Martinez, Trustee
Janie Piermont, Trustee
Nicolas Vanderbilt, Trustee

Executive Director:  Joel W. Mehl

ABC Organization is tax-exempt under 501(c)(3) of the Internal Revenue Code.  Donations are tax-deductible to the extent allowed by law.

	Sample Privacy Policy

	Effective month/day/year 
Privacy Notice Table Of Contents: 
  Our Commitment To Privacy 
  The Information We Collect 
  How We Use Information 
  Our Commitment To Data Security 
  Our Commitment To Children's Privacy 
  How To Access Or Correct Your Information 
[bookmark: 1]  How To Contact Us

Our Commitment To Privacy 
Your privacy is important to us. To better protect your privacy we provide this notice explaining our online information practices and the choices you can make about the way your information is collected and used. To make this notice easy to find, we make it available on our homepage and at every point where personally identifiable information may be requested. 

[bookmark: 2]The Information We Collect: 
This notice applies to all information collected or submitted on the [company name] website. On some pages, you can order products, make requests, and register to receive materials. The types of personal information collected at these pages are: 
Name 
Address 
Email address 
Phone number 
Credit/Debit Card Information, etc.
On some pages, you can submit information about other people. For example, if you order a gift online and want it sent directly to the recipient, you will need to submit the recipient's address. In this circumstance, the types of personal information collected are: 
Name 
Address 
Phone Number, etc.

[bookmark: 3]The Way We Use Information: 
We use the information you provide about yourself when placing an order only to complete that order. We do not share this information with outside parties except to the extent necessary to complete that order. 
We use the information you provide about someone else when placing an order only to ship the product and to confirm delivery. We do not share this information with outside parties except to the extent necessary to complete that order. 
We offer gift-cards by which you can personalize a product you order for another person. Information you provide to us to create a gift-card is only used for that purpose, and it is only disclosed to the person receiving the gift. 
We use return email addresses to answer the email we receive. Such addresses are not used for any other purpose and are not shared with outside parties. 
You can register with our website if you would like to receive our catalog as well as updates on our new products and services. Information you submit on our website will not be used for this purpose unless you fill out the registration form. 
We use non-identifying and aggregate information to better design our website and to share with advertisers. For example, we may tell an advertiser that X number of individuals visited a certain area on our website, or that Y number of men and Z number of women filled out our registration form, but we would not disclose anything that could be used to identify those individuals. 
Finally, we never use or share the personally identifiable information provided to us online in ways unrelated to the ones described above without also providing you an opportunity to opt-out or otherwise prohibit such unrelated uses. 
[bookmark: 4]Our Commitment To Data Security 
To prevent unauthorized access, maintain data accuracy, and ensure the correct use of information, we have put in place appropriate physical, electronic, and managerial procedures to safeguard and secure the information we collect online. 

[bookmark: 5]Our Commitment To Children's Privacy: 
[bookmark: 6]Protecting the privacy of the very young is especially important. For that reason, we never collect or maintain information at our website from those we actually know are under 13, and no part of our website is structured to attract anyone under 13. 

How You Can Access Or Correct Your Information 
You can access all your personally identifiable information that we collect online and maintain by [description of the company access procedure]. We use this procedure to better safeguard your information. 
You can correct factual errors in your personally identifiable information by sending us a request that credibly shows error. 
[bookmark: 7]To protect your privacy and security, we will also take reasonable steps to verify your identity before granting access or making corrections. 
How To Contact Us 
Should you have other questions or concerns about these privacy policies, please call us at [phone number] or send us an email at [email address]. 
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