
For the best experience, open this PDF portfolio in
Acrobat 9 or Adobe Reader 9, or later.

Get Adobe Reader Now!

http://www.adobe.com/go/reader




 


 


 


 


 


Donor Privacy Policy 


Seeds of Hope International Partnerships respects the privacy of its donors and has put in place 
a Donor Privacy Policy to honor your rights. 


Seeds of Hope International Partnerships collects and uses personal information such as: 
name, address, telephone number, and email address when a donor voluntarily provides it to 
us. This information is kept on file for IRS purposes and is also used in our development and 
communication activities. 


Seeds of Hope International Partnerships does NOT sell, trade, or share its donor list with any 
other organization. Seeds of Hope International Partnerships never sends out mailings on 
behalf of other organizations. 


Seeds of Hope International Partnerships subscribes to the Donor Bill of Rights.  


The Donor Bill of Rights 


The Donor Bill of Rights was created by the American Association of Fund Raising Counsel 
(AAFRC), Association for Healthcare Philanthropy (AHP), the Association of Fundraising 
Professionals (AFP), and the Council for Advancement and Support of Education (CASE). It has 
been endorsed by numerous organizations. 


The Donor Bill of Rights 


Philanthropy is based on voluntary action for the common good. It is a tradition of giving and 
sharing that is primary to the quality of life. To ensure that philanthropy merits the respect and 
trust of the general public, and that donors and prospective donors can have full confidence in 
the nonprofit organizations and causes they are asked to support, we declare that all donors 
have these rights: 


I. To be informed of the organization's mission, of the way the organization intends to 
use donated resources, and of its capacity to use donations effectively for their 
intended purposes. 


II. To be informed of the identity of those serving on the organization's governing board, 
and to expect the board to exercise prudent judgment in its stewardship 
responsibilities. 


III. To have access to the organization's most recent financial statements. 


IV. To be assured their gifts will be used for the purposes for which they were given. 


V. To receive appropriate acknowledgement and recognition. 


VI. To be assured that information about their donation is handled with respect and with 
confidentiality to the extent provided by law. 







VII. To expect that all relationships with individuals representing organizations of interest to 
the donor will be professional in nature. 


VIII. To be informed whether those seeking donations are volunteers or employees of the 
organization or hired solicitors. 


IX. To have the opportunity for their names to be deleted from mailing lists that an 
organization may intend to share. 


X. To feel free to ask questions when making a donation and to receive prompt, truthful 
and forthright answers. 


  








 
 
 
 
 
 
 
 
 
 
 


Accountable Expense Reimbursement Plan 
 


Be it resolved, that employees of Seeds of Hope International Partnerships, Inc.  be reimbursed 
for business expenses incurred on behalf of and authorized by the International Director, 
Administrator or Board of Directors (hereinafter referred to an “authorized business expenses”) 
in accordance with the following criteria: 
 
1. Business Purpose 
Authorized business expenses covered by this plan must meet the requirements for deductibility 
as business expenses under Federal tax law. Such expenses must have been incurred by an 
employee in connection with the performance of services by such employee on behalf of Seeds 
of Hope; 
 
2. Adequate Substantiation 
Any employee requesting reimbursement for authorized business expenses hereunder must 
furnish to the US Accountant or Administrator adequate substantiation of expenses to be 
reimbursed. Adequate substantiation shall be accomplished by the timely submission to the US 
Accountant or Administrator of a company expenses reimbursement voucher properly 
completed in accordance with the substantiation requirements of Federal tax law, together with 
any relevant documentary evidence required under the substantiation requirement of Federal 
tax law. Such documentary evidence shall indicate the amount, description indicating the 
particular nature of the expense, time, place and business purpose or use of any authorized 
business expenses and any other necessary, related information; 
 
3. Return of Excess Amounts 
Any employee receiving payment from Seeds of Hope for an authorized business expense 
incurred by such employee on behalf of Seeds of Hope must return to the US Accountant or 
Administrator, within thirty (30) days after the incurrence of any such expense, any amount of 
such payment that exceeds the amount the employee has properly substantiated relating to 
such expense; 
 
4. Request for Reimbursement 
Any request for reimbursement for any authorized business expense hereunder must be 
submitted by any employee within ninety (90) days after the incurrence of such expense by 
such employee. Any request for reimbursement must be submitted via a properly completed 
and substantiated Seeds of Hope expense reimbursement voucher and related documentary 
evidence in accordance with the provision of paragraph (2) above; 
 
5. Reimbursement of Transportation (Automobile) Expense 
Authorized transportation (automobile) expenses hereunder shall be reimbursed to an employee 
at the rate of 50 cents per mile for properly substantiated mileage with an authorized company 
related business purpose; 
 







6. Reimbursement of All Other Expenses 
All other authorized business expenses hereunder shall be reimbursed in an amount equal to 
the actual cost thereof incurred by an employee; 
 
7. Advances 
In limited circumstances, advances of authorized business expenses to be incurred by an 
employee on behalf of Seeds of Hope may be granted by and at the sole discretion of the 
International Director or Administrator. The amount of money advanced by the US Accountant 
or Administrator to an employee MUST be reasonably calculated not to exceed the amount of 
anticipated expenditures and made on a day within sixty days of the day that the anticipated 
expenditures are paid or incurred. The employee receiving such advance must substantiate any 
related expense to the US Accountant or Administrator within thirty (30) days after incurring any 
such expense and return to the US Accountant or Administrator within thirty (30) days any 
advanced amount that exceed the amount the employee properly substantiated relating to such 
expense; 
 
8. Additional Rules 
Any reimbursement for expenses hereunder shall be payable to an employee by Seeds of Hope  
either (1) with a check separate and apart from the employee’s regular paycheck, or (2) by a 
separate amount disclosed on the employee’s regular paycheck. This plan shall be maintained 
on a calendar year (i.e., January 1 through December 31) basis and the method of 
reimbursement enumerated hereunder may not be changed by action of either Seeds of Hope 
or the employee at any time during a calendar year (i.e., once the method of reimbursement is 
used, it must be consistently followed for the rest of the calendar year). 
 
9. Consequences of Failure 
Consequences of failure by an employee to comply with any provision or provisions contained in 
paragraphs 1 through 8 above may, at the option of the US Accountant or Administrator, render 
the expenses related to such failure non-reimbursable. 
 
 
___________________________  ____________  ____________________________ 
Signature of Officer    Date    Title 








 
 


 
 
 
 
 
 
 
 


Housing Allowance Policy 
  


Seeds of Hope International Partnerships will only designate a ministerial housing allowance for 
individuals qualifying as a minister based on IRS guidance. Additionally, our organization will 
only provide tax-free housing to non-ministers if the housing qualifies as tax-free under the 
applicable IRS Code and Regulations.   
 
The board of directors reserves the right to approve or deny housing allowance requests. 
 
  








 
 
 
 
 
 
 
 
 
 


First Class Travel Policy 
 
The following policies apply to first-class or charter travel involving an employee of our 
organization: 


 Premium-class or charter travel must be approved by someone at the same level or 
higher authority in the organization or by the Board of Directors.  


 Premium-class or charter travel will only be considered for certain staff members and/or 
specific situations, such as:  


o for trips over 14 hours,  


o when there is no coach class availability,  


o for security reasons,  


o inadequate sanitation on foreign air lines,  


o travel by an employee with a disability or special need,  


o for overall cost savings, or  


o when there is no commercial transportation reasonably available  


 Staff are ineligible for premium travel when there is a break of one day between the end 
of travel and the beginning of the work even when it is a 14 hour or longer flight or if 
there is rest period either upon arrival at the duty site or enroute.  


 Employees with physical impairments or special needs must submit annual certifications 
unless the employee has permanent impairments, which can then be submitted once.  


 The board of directors reserves the right to approve or deny first class travel expenses.  


  







  
 
 
 
 
 
 
 
 
 


Companion Travel Policy 
 
Reimbursements of travel expenses for a spouse or dependent will be paid only if the travel 
expense qualifies as nontaxable working condition fringe benefits under IRS Regulations(1): 


1. The travel of the spouse or dependent is for a bona fide business purpose.  
2. The employee substantiates the time, place, amount, and business purpose of the travel 


under an accountable expense reimbursement plan. 


The following criteria will be evaluated to determine whether a bona fide business purpose 
exists: 


 The companion's function must be necessary; i.e., result in desired business benefits to 
the organization.  


 The companion's contributions to the organization must be those which cannot efficiently 
be performed (or performed at all) by the employee alone.  


 The companion's services must augment the employee's purpose for the trip.  
 The benefit to the organization's business must be substantial. 
 The travel involves an extended period of time (1 month or longer). 


If there is a bona fide business purpose for the travel, the following documentation of the 
companion’s activities must be provided: 


1. Document the purpose for companion attendance by having written requirements for the 
spouse such as functions which must be attended (ministry functions in addition to social 
functions would be helpful), roles which must be served during the meetings, and 
actively put these requirements into practice. 


2. Document the companion's business role and mandatory presence in positions 
descriptions (a sample position description is on the following page) and meeting 
minutes. 


3. Document the purpose for companion’s attendance by having written requirements for 
the companion such as functions which must be attended (functions in addition to social 
functions would be helpful), roles which must be served during the meetings, and 
actively put these requirements into practice. 


Reimbursements of companion expenses are generally considered taxable income unless the 
business purpose of the companion’s travel has been established. 
 
The board of directors reserves the right to approve or deny companion travel expenses. 
  








 
 
 
 
 
 
 
 
 
 
 


Whistleblower Policy 
 


The whistleblower policy is intended to provide a mechanism for the reporting of illegal activity 
or the misuse of Seeds of Hope International Partnerships, Inc. assets while protecting donor, 
volunteer or employee who make such reports from retaliation.  
Questionable Conduct  
This policy is designed to address situations in which a donor, volunteer or employee with the 
organization suspects another volunteer or employee has engaged in illegal acts or 
questionable conduct involving Seeds of Hope International Partnerships’ assets. This conduct 
might include outright theft (of equipment or cash), fraudulent expense reports, misstatements 
of any accounts to any manager or to Seeds of Hope International Partnerships’ auditors, or 
even a volunteer's conflict of interest that results in financial harm to Seeds of Hope 
International Partnerships.  
 
Seeds of Hope International Partnerships encourages donors, and our employees and 
volunteers to report such questionable conduct and has established a system that allows them 
to do so anonymously.  
Making a Report  
If a  donor, volunteer or employee suspects illegal conduct or conduct involving misuse of 
Seeds of Hope International Partnerships assets or in violation of the law, he or she may report 
it, anonymously and will be protected against any form of harassment, intimidation, 
discrimination, or retaliation for making such a report in good faith.  
 
Employees and volunteers can make a report via phone, email, or snail mail to any of the 
following Seeds of Hope International Partnerships representatives at any time: Board of 
Directors or Executive Director.  
 
Seeds of Hope International Partnerships will promptly conduct an investigation into matters 
reported, keeping the informant’s identity as confidential as possible consistent with our 
obligation to conduct a full and fair investigation.  
No Retaliation  
A donor, volunteer or employee who has made a report of suspicious conduct and who 
subsequently believes he or she has been subjected to retaliation of any kind by any Seeds of 
Hope International Partnerships employee or volunteer is directed to immediately report it to the 
organization's Board of Director President, or Executive Director as appropriate.  
 
Reports of retaliation will be investigated promptly in a manner intended to protect confidentiality 
as much as practicable, consistent with a full and fair investigation. The party conducting the 
investigation will notify the  donor, volunteer or employee of the results of the investigation.  
 
Seeds of Hope International Partnerships strongly disapproves of and will not tolerate any form 
of retaliation against donors, employee or volunteers who report concerns in good faith 
regarding Seeds of Hope International Partnerships’ operations.  







 
Any volunteer or employee who engages in such retaliation will be subject to discipline up to 
and including termination of service.  
XYZ Reporting Procedures  
The “whistleblower” procedure is intended to describe the process through which concerns 
about the possible misuse of Seeds of Hope International Partnerships assets are handled 
pursuant to Seeds of Hope International Partnerships’ whistleblower policy.  
 
1. A donor, volunteer or employee makes a report of suspected misuse of Seeds of Hope 
International Partnerships assets by reporting via phone, email, or snail mail to the Seeds of 
Hope International Partnerships United States office, or reporting anonymously to the Board of 
Director President or another Board of Director member.  
 
2. The report is promptly reviewed by the Executive Director, as well as the Board of Director 
President, to determine whether the report constitutes a complaint or a non-complaint, unless 
one of them is allegedly involved in the misconduct, in which case the report should be reviewed 
by only one of them. (If both of them are alleged to be involved, the report should go directly to 
the Board of Directors Treasurer or Secretary.)  
 
A complaint means any report involving (i) questionable accounting, auditing, financial 
reporting, or internal controls; (ii) suspected fraud, theft, or improper use of company assets; (iii) 
a violation of Seeds of Hope International Partnerships’ conflict-of-interest policy that results in a 
financial harm to Seeds of Hope International Partnerships; or (iv) a claim of retaliation against 
any donor, volunteer or employee making a good-faith report regarding any of the preceding 
matters.  
 
A non-Complaint means a report of any other matter not involving a misuse of Seeds of Hope 
International Partnerships’ assets.  
 
3. If the report is deemed to be a complaint, it will be promptly investigated and forwarded to the 
Board of Director members. If the report is deemed to be a non-complaint, it will be referred to 
the appropriate executive or manager for follow-up. Some non-complaints may involve serious 
matters and may require prompt investigation, but may nevertheless not involve misuse of 
Seeds of Hope International Partnerships’ assets.  
 
4. Each complaint is fully investigated, and as far as possible handled so as to protect the 
privacy of the donor, volunteer or employee making the complaint. A written report of the 
outcome of each investigation is prepared and delivered to the Board of Director.  
 
5. The Board of Directors President decides whether the report involves a matter that is 
material. If it is deemed material, it is reviewed by the full Board, or may direct Executive 
Director to take actions to resolve the situation. If the report is deemed nonmaterial, it is not 
reviewed by the Board of Directors but is instead addressed by the Board of Directors President 
and Executive Director as appropriate.  
  





