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Business district annual check-up™
CHECK-UP

YES

NO

REQUEST
VENTURE PORTLAND
ASSISTANCE

ORGANIZATIONAL DOCUMENTS AND FILINGS
1. Are the Articles of Incorporation consistent with the
current name, purpose, etc.?
2. Are the Articles consistent with Oregon law?
3. Are the Bylaws consistent with the Articles and current
operations?
4. Are the Bylaws consistent with Oregon law?
5. Has notice been given to IRS for any changes in name,
Articles, structure, or purpose?
6. Are IRS tax exemption determination letter and
application on file, current, and made available to the
public on request?
7. Have all required annual corporate filings been reviewed
by the board and submitted on time? (see glossary)
8. Does the organization have policies and/or a system to
properly maintain its records (paper and/or electronic)?
Are there clear policies for maintaining and transferring
organizational files and equipment?
9. Is there a Records Retention/Destruction Policy?
10. Does the organization have a PO Box or similar
consistent location to receive official mail and filing notices?
Is there a policy outlining who checks the mail and how
often?
BOARD OF DIRECTORS
1. Do the Bylaws allow meetings and/or voting by phone
conference, fax, proxy, or other methods as desired?
2. Is written notice provided for all meetings?
3. Are agendas prepared and followed?
4. Are accommodations made for the disabled where
required?
5. Are minutes of meetings of the Board of Directors
prepared and approved by the Board of Directors for each
meeting of the Board of Directors? Are approved minutes
maintained and readily available upon request?
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6. Do the Bylaws include a clear process to determine how
Directors and Officers are elected?
7. Are officers trained to properly perform their duties? (see
glossary)
8. Is there a Confidentiality Policy?
9. Is there an Anti-Harassment Policy?
10. Is there an Anti-Discrimination Policy?
11. Is there a Whistleblower Policy?
12. Is there a Conflict of Interest Policy? If the organization
has contracts with board members for goods and services in
return for compensation are they in line with the policy?
13. Are there Electronic Communication Policies (see
glossary)?
14. Does the Board of Directors periodically review the
terms and conditions of funders (grants, sponsorships, etc.)
to ensure compliance?
15. Does the Board of Directors rely upon the advice of
professionals or persons with appropriate expertise prior to
voting on matters of significance?
16. Is there a comprehensive General Liability Insurance
Policy?
17. Are volunteers and any staff protected/indemnified (see
glossary)? Is there a Directors and Officers Insurance Policy?
18. Does the Board of Directors review annually the
organization’s insurance policies?
MEMBERSHIP
1. Do the Bylaws clearly determine rights and
responsibilities of members?
2. Is membership available to all business districts?
3. Does the membership or board vote on new members?
4. Are membership policies and dues structure transparent
and followed consistently?
5. Are membership records maintained including dates of
joining and renewal?
6. Is there a policy for using and/or sharing the membership
list?
2

NOTES

Business District: _________________ Date Completed: __________ Completed By: _____________________ Contact Info: ________________________
CHECK-UP

YES

NO

REQUEST
VENTURE PORTLAND
ASSISTANCE

7. Is there an annual workplan tied to member benefits?
Does the Board of Directors annually ensure that promised
membership benefits are delivered?
FINANCES
1. Is there an annual budget? Does the workplan inform the
budget? Does the board approve the workplan and budget
and any significant variances to the budget?
2. Is board approval required for significant financial
transactions (e.g. dues)?
3. Does the Treasurer regularly present financial reports?
4. Are there board approved internal financial controls
inline with GAAP standards? (see glossary)
5. Are there authorized check signers and protected access
to accounts? *
6. Is there outstanding debt?
7. Does the organization have clear and consistent policies
for credit accounts?
8. Are there clear policies on investment of operating and
reserve funds?
9. Does the organization perform an annual external
financial review?
*Venture Portland highly recommends prohibiting the use of debit cards.
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OPTIONAL SECTION
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VENTURE PORTLAND
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PERSONNEL
1. Are BOLI standards used to define employee or
independent contractor status?
2. Are there written employment contracts?
3. Is there an employee manual?
4. Is notice given of ‘employment at will’?
5. Have all decisions on hiring, assignment, compensation,
and termination been free of discrimination?
6. Are references checked prior to hiring?
7. Are objective personnel evaluations made consistently
and maintained?
8. Is overtime paid for all non-exempt employees?
9. Are there outstanding commitments, including annual
retainers, to consultants?
10. Is withholding done consistently and properly? Are
appropriate annual tax forms provided to staff and
contractors?
11. Is there a policy on time off (vacation, sick, etc)? Is the
policy clearly defined and consistently followed?
12. Are benefits (health, retirement, etc) offered? Are
benefits programs clearly defined and consistently
followed? Do the plans reflect changes in current law?
OFFICE
1. Is the lease, including rent increases or lease expiration,
clearly understood? Is the security deposit, if one, reflected
as an asset in your financials?
2. Are there furniture, computer, or equipment leases?
3. Does the organization have a depreciation policy for
assets (furniture, technology, etc)?
4. Are there mortgages or other debt obligations related to
the office space?
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GLOSSARY OF TERMS
Annual Filings
State – Oregon Nonprofit Corporations must file an annual report with the state each year. The Annual Report is due by the anniversary of the initial date
of filing of the corporation, and a reminder will be mailed to the current address on file prior to the anniversary date. Business Districts may renew online
at the Secretary of State’s website or at http://www.filinginoregon.com/. The annual cost to renew is $50.
Federal – Federally tax-exempt organizations must file a 990 each year. It provides information on the filing organization’s mission, programs, and
finances. Business Districts may hire a CPA to complete and file the 990 in conjunction with any external review. A nonprofit’s filing date is determined by
the end of its fiscal year (the 12-month period for which the organization plans the use of its funds); each filing organization is required to file “by the 15th
day of the 5th month after” its fiscal year ends. For example, if the fiscal year ends on December 31, the filing date would be May 15. More information
can be found at http://www.irs.gov/charities/.
Directors, Officers (President, Vice President, Secretary, Treasurer) and Duties
All board members (also known as directors) have two duties: to act with due care in managing the affairs of the corporation, and to be loyal to the
corporation. Acting with due care includes observing corporate formalities, acting as a nonprofit corporation, actively managing, making reasonable
decisions, and providing financial management. In essence, pay attention and act sensibly. The duty to be loyal to the corporation means placing the
corporation’s interests above ones own in any transaction in which the two may come into conflict.
Elected by the board of directors, officers are responsible for the various aspects of managing the corporation. In addition to the duties of all board
members, officers must also act in good faith, with the care an ordinarily careful person in a like position would exercise under similar circumstances and
in a manner the officer reasonably believes to be in the best interest of the corporation. Oregon law requires that a nonprofit corporation have at least
two officers: President and Secretary and these can not be filled by the same person. The extent of these roles varies among organizations run by
volunteers or professional staff.
President - The corporation's President serves as the chief executive of the corporation and is responsible for the active management of the business of
the corporation. The President presides at all board meetings and supervises the execution of all orders and resolutions of the board.
Vice President - This officer may or may not be required by the corporation. When the position does exist, the Vice President fills in when the President is
unavailable or when the board assigns specific duties.
Treasurer - The Treasurer is responsible for the financial matters of the corporation. In a corporation with professional staff, this may consist mainly of
oversight; in volunteer-run corporations, this role may include daily responsibility for financial matters. The Treasurer is responsible for maintaining the
financial corporate records and for preparing and presenting financial reports to the board.
Secretary - The Secretary is charged with maintaining the corporate records of the corporation and preparing minutes of board meetings. The Secretary
may also be required to provide certification for banks or other financial institutions and may also be required to provide requested copies of corporate
documents.
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Electronic Communications Policies
Electronic Communication Policies cover everything from internal systems related to telephones, voicemail, fax machines, computers and email to social
network usage guidelines, and help protect the organization as well as its volunteers and staff, if any. In general, any policy should guide volunteers and
staff to always communicate in a professional manner when using electronic communication systems to represent the organization and when
participating in any kind of social media – Think before you type, review before you click send or publish. Some additional policies include:
•
•
•
•

•

Ownership and Right to Access - The organization’s electronic communication systems are the property of the organization, are to be used
primarily to conduct business, and are not for personal use or sharing with other organizations unless explicitly stated in opt-in message.
Use of Electronic Systems and Information - Electronic transmissions should observe all the formalities and business etiquette associated with
other written documents that would be sent under the organization’s name. Messages and documents on electronic communication systems are
subject to the same policies regarding harassment and discrimination as any other communications.
No Expectation of Confidentiality or Privacy - Any information contained in emails, blogs, social networks, or an organization’s computer system is
not private, nor can privacy be guaranteed.
Mass email - This policy should be in compliance with the CAN-SPAM Act, a law that sets the rules for commercial email, establishes requirements
for commercial messages, gives recipients the right to have you stop emailing them, and spells out tough penalties for violations. Each separate
email in violation of the CAN-SPAM Act is subject to penalties of up to $16,000. CAN-SPAM’s main requirements include: Don’t use false or
misleading header information, don’t use deceptive subject lines, tell recipients where you’re located, tell recipients how to opt out of receiving
future email from you, honor opt-out requests promptly, and monitor what others are doing on your behalf. It is considered a best practice to
have recipients double opt-in prior to receiving any email.
Social Media - A social networking policy should explicitly describe what is and isn’t permissible, both on the organization’s network and outside
of it if volunteers or staff presenting themselves as representatives of the organization. Topics included in the policy should include: A clear
organizational philosophy/stance on social media, definition of “social networking”, identifying oneself as a representative of the organization,
proprietary or confidential information, and disciplinary action.

GAAP
GAAP stands for “Generally Accepted Accounting Principles”. GAAP is a codification of how CPA firms and corporations prepare and present their
business income and expense, assets and liabilities on their financial statements. GAAP is not a single accounting rule, but rather the aggregate of many
rules on how to account for various transactions.
Indemnified
In terms of basic state corporate law, directors and officers of a corporation can be liable if they damage the corporation by breaching their duties and
contracts to the corporation, mix personal and business assets, or fail to disclose conflicts of interest. In the United States, under state corporate law,
corporations are often mandated to indemnify directors and officers of companies incorporated in that state in order to encourage people to take the
positions. Articles of Incorporation or Bylaws should include provisions indemnifying directors and officers. Indemnification is only good if the corporation
has assets or insurance that will cover expenses when indemnification is needed. Directors and Officers Liability Insurance (D&O) is liability insurance
payable to the directors and officers of a company, or to the organization(s) itself, to cover damages or defense costs in the event they suffer such losses
as a result of a lawsuit for alleged wrongful acts while acting in their capacity as directors and officers for the organization.
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