[image: image1.jpg]


[image: image2.jpg]




A-Z Governance checklist
1. Public Benefit

a) Do we exist for the public benefit and are we complying with the public benefit reporting requirements?

2. Observe The Terms of the Governing Document
b) What are the objects? Are all activities within the scope of the objects?  Beware of Mission Drift!  What are the trustees’ powers?

c) Trustee and members’ meeting procedures; record keeping; the secretarial role; written resolutions; electronic meetings; voting; the quorum and chairman’s casting vote

d) Trustee appointments and retirements; terms of office; trustee skills and qualifications; trustee induction and ongoing training; trustee job descriptions; trustee effectiveness; refreshing the board; the role of the chair; relationship with executive staff; ex officio and co-opted trustees

3. Preservation of Assets

e) Relationship with funders, members, branches, affiliates and other third parties

f) Internal delegation; committees and written terms of reference - still fit for purpose?

g) Supervision of employees, consultants and co-trustees

h) External delegation and performance review, e.g. investment managers

i) Internal and external reporting procedures

j) Handling cash, use of bank accounts and cheque signing

k) Document signing and use of seal; are the necessary resolutions in place?

l) Strategy, business plans and budget setting; cash management

m) Hiring, firing, staff appraisals and disciplinary procedures

n) Fund-raising, commercial participators, professional fund-raisers; business sponsorship; brand protection and intellectual property rights

o) Audited accounts; independent examinations; SORP; SIR; annual return etc

p) Property transactions - acquiring, disposing of and mortgaging land and buildings n.b. statutory requirements; property audits

q) Risk management and reserves policies; insurance

r) Conflicts of interest policies; managing conflicts of interests; declaration of interests

s) Statutory compliance; child and vulnerable persons’ protection policies and CRB checks;  health and safety; data protection; Charity Commission and Companies House returns

t) Investment policies

u) Grant policies

v) Administering restricted funds and permanent endowment property; need to “unlock” permanent endowment funds?

w) In whose name is the charity’s property held: the trustees (?), the charity (?), custodians or nominees (?); if the charity is unincorporated; who is a party to contracts?  Need for transfer of property or assignment and renewal of contracts when identity of trustees changes?

x) Terrorist infiltration!  Monitoring the use of the charity’s money, vigilance required where funds are sent abroad

y) Tax mitigation; income and capital gains tax, VAT, stamp duty land tax, gift aid reclaims, substantial donor rules; inheritance tax; rates; if trading is it primary purpose or within small-scale trading limits if not need for trading subsidiary? 

z) General Governance review – on going!
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