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CAPACITY BUILDING AND OVERSIGHT UNIT
253 Broadway, 9th Floor
New York, NY 10007
(212) 788-0001
cbo@cityhall.nyc.gov
Capacity Building and Oversight Review Report
This report is a request for information from the City of New York, through the Mayor's Office of Contract Services Capacity Building and Oversight unit (CBO). Information from the report will be used to assess providers' organizational structure and capacity-building needs and identify any appropriate technical assistance and/or resources to strengthen vendors' overall operations. Completion of this report is required, but is independent from the competitive procurement process. Please complete all items on this report.
Section A - Contact Information
Section B - Documents, Policies, and Procedures
• All documents must be shared with MOCS via the document vault in HHS Accelerator. If your organization does not have an account, visit www.nyc.gov/hhsaccelerator to create an account and get prequalified. Then, share all the documents in your vault.
• Provide copies of the most recent versions of the requested documents; check boxes to confirm documents have been shared with MOCS. 
If your organization does not have any of the above documents, please describe the organization's practices in those areas where written policies and procedures do not exist. Attach additional sheets if necessary.
Section C - Board Structure and Governance
1. Have any voting members of the Board been determined to be interested directors by virtue of receiving compensation of any kind in the last three years? Related party transactions include a salary, stipend, consulting fee, or payment for goods and services made directly or through a company controlled by the director and any payments made to a family member or business associate of a board member. If yes, Attach documentation of such related party transactions, such as board minutes and written contracts. 
2. Who is responsible for approving the annual independent audit conducted by a Certified Public Accountant? (Check all that apply.)
3. How was the current independent auditor selected?  
4. How long has the current auditor been retained by the organization?
5. Does the organization review the performance of the auditor? 
     a. If yes, How often? 
 b. Who performs auditor performance reviews? (Check all that apply)
6. On average, how far in advance of an upcoming Board meeting are the following items distributed to all Board Members? 
a.    Meeting minutes from the prior Board meeting:
b.    Meeting agenda and/or materials for the next meeting:
7. Who has primary responsibility for recruiting new Board Members? (Check only one.)
8. Does the board have board recruitment/development goals?
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  a. Who makes the final decision on selecting the auditor?
 c. Please describe the process of reviewing the auditor, including the evaluation criteria.
9.0.0.2.20101008.1.734229
11. Please describe how the Board is involved in fundraising for the organization:
12. Has the board approved a multi-year strategic/business plan? If yes, please attach.
Section D - Executive Compensation and Oversight
1. Does the Board of Directors conduct an annual performance review of the Chief Executive?
a. If yes, was the last performance evaluation in writing?
2. Has the board allocated organizational funds in the budget to be spent at the discretion of the CEO?
3. Does the CEO have access to any of the following? (Check all that apply.)
4. Who is responsible for approving any CEO expenses?
5. Does the board have a succession plan for the CEO position?
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Section E - Fiscal Controls and Oversight
3. Can fiscal staff easily pull budget vs. actual reports from your accounting software?
2. How often are financial monitoring statements such as cash flow projection, budget to actual, and aging prepared for executive staff?
1. Please describe the process to propose, revise and adopt the annual operating budget and the roles and responsibilities of the board and staff in the process for board review? Attach additional sheets if necessary.
10. Do board members annually assess their own performance?
9. Please describe the orientation process for new board members. Include meetings, mentoring programs, and organizational and financial documents that are given to new board members upon joining. List any materials the board has developed to to communicate and clarify expectations for board members such as a Board Prospectus, Board member interview questions, a Board Contract, or a Board Handbook.
12. How often does the organization experience cash flow deficits? 	
13. What resources are available to fill gaps in cash flow (check all that apply)?	
14. What additional resources would your organization need to more effectively support the financial capacity and expertise of the organization? 	
  a. How does your organization evaluate its insurance broker and coverage? Attach additional sheets if necessary.
9. Does the organization have a documented procedure to determine when receivable accounts should be written off as bad debt?
10. How are employees made aware of the organization's purchasing and procurement policies (check all that apply)?
11. Are you a member of a group purchasing organization?
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8. Through what method did your organization choose its current insurance broker(s) for health, liability, and other corporate insurance?
  b. Who has primary oversight of the the insurance broker(s)?
7. Board approval is required for the following transactions (check all that apply):
5. Does your accounting software track donor restrictions?
6. Does your organization have a cost allocation plan?
4. Does your chart of accounts reflect your budget categories?
1. How are the policies and procedures regarding conflicts of interest and whistleblower policies shared with employees and volunteers upon assuming the responsibilities of their positions? (Check all that apply.): 	
2. How are the policies and procedures regarding conflicts of interest and whistleblower policies of the organization shared with employees and volunteers when revised? (Check all that apply.):          
Section F - Organizational Training and Development
3. Does your organization offer periodic training to staff and board members on key issues and competencies related to their positions? These trainings can be offered in-house or through various technical assistance providers (there is a list at the end of this form). Indicate if you have provided training in the past three years on the following topics: (Check all that apply.)
4. If the organization worked with a consultant or technical assistance provider on internal operations (non-programmatic) or fiscal control issues within the past year, please tell us with whom. (Check all that apply.)	
5. Which umbrella association(s) does the organization belong to? Membership can be a great source of free or low-cost technical assistance.  (Check all that apply)          
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THE CAPACITY BUILDING AND OVERSIGHT REVIEW REPORT MUST BE CERTIFIED BY THE BOARD PRESIDENT/CHAIRPERSON AFTER THE COMPLETED CBO REVIEW REPORT, INCLUDING ALL ATTACHMENTS, HAS BEEN SHARED WITH THE FULL BOARD OF DIRECTORS. CITY AGENCIES MAY TAKE ACCOUNT OF ANY MATERIALLY FALSE STATEMENT(S) WILLFULLY OR FRAUDULENTLY MADE IN CONNECTION WITH THIS REPORT IN EVALUATING WHETHER THE VENDOR IS A RESPONSIBLE VENDOR IN THE AWARD OF CITY CONTRACTS.          
 
 
I declare that I have examined this Capacity Building and Oversight Review Report, including all attachments, and to the best of my knowledge and belief, it is true, correct, and complete.          
 
I certify that I shared the contents of this review report, including its attachments, with the full board of directors, and that I incorporated comments or responses in accordance with the board's directions.  
 
Signature of the Board President/Chairperson 
Date          
Thank you for your time and cooperation in completing this Capacity Building and Oversight Review Report. 
 
The complete CBO Review Report, with all applicable attachments, must be submitted electronically via HHS Accelerator and shared with MOCS. 
Name          
 Signature of the Chief Executive Officer
Name
Date
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