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A. Key Organizational Information
· Bank Information
· Nonprofit Incorporation Information
· Vendor Information
· Human Resources Information
· Recurring Operational Tasks
Weekly
Monthly
Quarterly
Annually


B. Operations Procedure Manual
· Security Culture/Procedure
· Listserv and Blog testing procedure
· File Saving (Electronic) Procedure
· Back Up Procedure
· Reimbursement Procedure
· Accounting Procedures
· Invoice creation procedure
· Procedure for communications with outside world
· New Hire Procedure
· Procedure for new board member
· Emergency/Evacuation Procedure
· Fundraising Filing Procedure
· Human Resource/Personnel Filing Procedure
· Events Procedures
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