Executive Director’s Checklist
	
	ACCOUNTING CHECKLIST

(assumes December fiscal year end)



	January
	Get adjusting entries from accountant to close year end books

	
	Order audit or financial review by CPA

	April
	File Annual Report with the State of Maine



	May
	CPA should file 990 by May 15



	June
	Review completed audit or review with board.  

Distribute copies of 990 to Board.



	
	ANNUAL MEETING CHECKLIST



	2 months prior
	Nominate new board members and distribute ballots 

Review by-laws for recommended changes



	One month Prior
	Write Annual Summary of Activities

Prepare materials for new board members’ orientation



	Annual Meeting Agenda Items (at a minimum)
	Conduct Annual Meeting 

· distribute Annual Summary of Activities

· seat new members

· vote on needed by-laws revisions

	Post meeting
	Update printed materials with new board info

Update organizational records with new by-laws



	
	POLICIES & PROCEDURES CHECKLIST

(Be sure all your policies and procedures are consistent with your by-laws)

	
	Financial:  How cash, debt and investments are handled, how internal “checks and balances” is maintained

	
	Personnel: Rules concerning pay and benefits, employee behavior and performance standards, company info, etc.

	
	Program:  Each program handled internally should have written policies and procedures for determining a work plan, allowable expenses, establishing eligibility, etc.
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