The BCYF Infrastructure Checklist serves as a comprehensive guide for strengthening the foundation of the Baltimore Children & Youth Fund (BCYF). It outlines the essential systems, documentation, and organizational practices that ensure BCYF operates effectively, aligns with best practices in nonprofit management, and maintains transparency and accountability to our community, stakeholders, and funders.
This checklist is organized into nine key areas, each representing a critical pillar of nonprofit infrastructure. Within each category, BCYF tracks progress toward specific goals and actions, assessing whether components are “Met” or “Needs Work.” These indicators guide ongoing development and resource allocation, supporting both operational excellence and mission-driven impact.
[bookmark: _lrnnya6i97s6]Attribution
This document incorporates key elements of the WNC Nonprofit Pathways Infrastructure Checklist, a widely respected resource for nonprofit organizational capacity building.

[bookmark: _r3x6ps61fm28]1. Planning
Goal: Tie mission, strategic planning, and performance measurement together.
· Strategic Plan developed and adopted by Board and Staff
· Government Relations Strategy Plan designed and implemented
· Memo of Understanding operational requirements implemented (guidance for grantees/contractors)
· Finalize draft REI Framework and Youth Development Framework
· Develop staff guidance on Conflict of Interest Policy
· Clear written mission statement
· Map historical documents with lessons learned

[bookmark: _arbbdjx37cu8]2. Governance
Goal: Establish clear authority and responsibility.
· Clear Board roles, responsibilities, and orientation process
· Clarify committee structure, goals, and activities
· Develop and implement learning agenda
· Risk evaluation and management systems
· Avis Ransom Institute curriculum and action plan
· Current and functional by-laws
· Articles of Incorporation filed
· Tax exemption documents on file
· Written Conflict of Interest & Confidentiality Policies
· Regular Board meetings with quorum and recorded minutes
· Recruitment/onboarding/succession plan for Board
· Conduct documentation audit and review

[bookmark: _9n7wlpgg58h1]3. Fund Development
Goal: Build a diverse and sufficient funding base.
· Fundraising Development Plan adopted
· Donor database and grants management system
· Accurate solicitation and promotional materials
· Gift Acceptance and Recognition policy
· Honor donor-imposed contribution restrictions
· Maryland Charitable Solicitation License

[bookmark: _9a1udq1llv1i]4. Learning and Evaluation
Goal: Evaluate program impact with clear outcomes.
· Evaluation system to measure progress/results
· Build community technical assistance processes and criteria

[bookmark: _fs6j2o7pdrtt]5. Financial Management
Goal: Maintain and follow a written fiscal policy and procedures manual.
· Financial controls policy implemented
· Financial management integrated into staff workflows
· Organization-wide finance training and procedures
· Revise contracting workflows for vendor management
· Board-approved budget with spending review
· Timely and accurate financial reports to Board
· Annual CPA audit
· Adequate insurance coverage
· Develop Internal Controls policy
· MOED reporting initiated
· Secure nonprofit paperwork
· Bank and credit card access managed
· Annual Report available

[bookmark: _fbybgsjdsd9p]6. Communications
Goal: Inform stakeholders about plans and services.
· Communications Plan and Privacy Policy
· NEON CRM implemented for communications
· Develop Public Information Act request procedures

[bookmark: _82ikrwbwpgqi]7. Administration
Goal: Ensure staff capacity and training to fulfill mission.
· Vendor management plan
· Job descriptions for all staff
· Consultant/contractor standards and policies
· Technology and data management plan
· Records storage, retention, and destruction policy
· Board reviews salary and benefits
· Non-discrimination policy
· Staff benefits package selected
· Sample job descriptions
· FY23 staff professional learning policy and budget
· Annual staff evaluation plan
· Employee onboarding plan
· Hire and benefits management system selected
· Organization staffing structure revised
· Written, Board-approved personnel policies
· Procedures for hybrid work (schedule, equipment, etc.)
· Payroll and HR support system
· Feedback and support structures aligned with care and learning culture

[bookmark: _gn34bq3fslfl]8. Information Technology
Goal: Build and sustain best practices for tech and data management.
· Data access and security processes
· Digital workstation policies
· Google Drive migration and enterprise setup
· Device usage and data management policies
· Technology inventory and ordering
· Select and implement: grant management, learning management, donor database, project management tools
· Manage user accounts and app access
· Electronic data backup and storage system

[bookmark: _4urqocbors0q]9. Grantmaking
Goal: Operate clear and consistent grantmaking processes.
· Grants management system selected/configured
· Revise grant review and decision processes
· Grant award process designed and implemented
· Grant reporting and monitoring procedures
· No-cost extension process
· Direction and strategy for four BCYF grant funds
· Complete grants strategy
· Grant closeout process
· Grant outreach and application process
[image: ]

[bookmark: _dkra4l4ye0ni]
Baltimore Children & Youth Fund								

[bookmark: _hptbq7cr7im]FY25 Areas of Focus
[bookmark: _cemv9h7zsx4c]In Fiscal Year 2025, BCYF is prioritizing key infrastructure enhancements that deepen our equity commitments, improve internal systems, and strengthen organizational capacity:
· [bookmark: _cemv9h7zsx4c]Racial Equity & Inclusion Framework
 Finalizing and operationalizing the REI framework to ensure equity is embedded across all functions of the organization.

· [bookmark: _cemv9h7zsx4c]MOU Training
 Implementing comprehensive training to support understanding and compliance with BCYF’s Memorandum of Understanding requirements for grantees and contractors.

· [bookmark: _cemv9h7zsx4c]Evaluation Pilot
 Launching a pilot to refine our evaluation approach and begin measuring impact with both qualitative and quantitative tools.

· [bookmark: _cemv9h7zsx4c]New Financial Management System (FMS)
 Introducing and integrating a modern FMS that enhances accuracy, reporting, and accessibility of financial data.

· [bookmark: _cemv9h7zsx4c]Vendor Management
 Developing a structured vendor management system to streamline procurement, increase accountability, and support local and equitable contracting.

· [bookmark: _cemv9h7zsx4c]NEON Implementation
 Implementing NEON CRM for improved contact management, fundraising, and communications tracking.

· [bookmark: _cemv9h7zsx4c]Privacy Policy Updates
 Reviewing and updating privacy policies to reflect current practices and legal standards related to data protection.

· [bookmark: _c30j0s2oqssh]Learning Management System (LMS)
 Launching a centralized LMS to support internal learning, staff development, and knowledge sharing.
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