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Completed your project?
• If your group has completed the project supported by a fiscal 

sponsorship fund with the CFO, please contact Ashley Walden.
• If your project is complete, you do not need to attend a session 

or complete the forms. Instead, we will work with you to close 
your project’s fund.



Additional Information

• As of January 1, 2024: The CFO will begin requiring the 
online event form being completed for ALL special events 
and any new activities for your project. New activities 
include anything that is not in your project information 
form that has been submitted.



Fiscal Sponsorship 
Payment/disbursement Deadlines
• REMINDERS:
oRequests submitted by midnight on Tuesday are 

processed on the following Thursday each week.
oHolidays may affect this schedule. 
oChecks are mailed on Friday. 



Fiscal Sponsorship 
Payment/disbursement form & process
• Please use the Fiscal Sponsorship Payment Request 

form to submit invoices for payment.
• Ashley Walden, awalden@cfozarks.org, can provide 

support with this process.
• Submit 1 expense per form
• Let’s walk through one together…

https://form.asana.com/?k=VKnTNfzqj_BIEMolT-s3Uw&d=377828978857254
https://form.asana.com/?k=VKnTNfzqj_BIEMolT-s3Uw&d=377828978857254
mailto:mschuchmann@cfozarks.org


Payment request example
• Project Description: The Friends of Main Street Park 

established fiscal sponsorship fund with the CFO. Their 
project’s goal is to cover unexpected expenses and items 
the city budget may not be able to fund to improve the 
park for their community. 

• Recent Expense: The roof of the pavilion was damaged by 
a recent storm and the city does not have the funds to pay 
for the repairs until the new fiscal year, in 5 months. The 
Friends of Main Street Park want to repair the roof 
immediately so the community can enjoy the pavilion 
during the summer and fall months.



To submit a payment request…

1. Click this link: Fiscal Sponsorship Payment Request form
2. Complete the online form. 
3. Complete & submit one online form per expense/invoice.
4. Check out the following procedure about this online form 

to help you with this process...

https://form.asana.com/?k=VKnTNfzqj_BIEMolT-s3Uw&d=377828978857254


Payment request procedure
1. Attach invoice or any other 

documentation for the payment.
• The sample invoice to the left is an 

example of a complete invoice. It state 
what services were provides, the cost, 
invoice #, vendor/contractor name and 
date.

• Please request invoices that are clear 
and complete. If the vendor does not 
have a method for clear invoices, please 
add notes to the Note section



Payment request procedure

1. Description of charitable purpose of payment/disbursement.
• Add details that may not be on the invoice or be clear on the invoice, 

providing enough information that anyone can understand how the expense 
is related to the project.

2. Notes to be added to this request.
• Include any further details that help explain the request or how the payment 

request supports the project goals
• This is a good place to add details you may want to access later through Fund 

Manager.



Payment request procedure

3. Delivery method for this payment
• The CFO can mail the payment directly to the 

vendor or any of the options listed. If the 
payment needs to be mailed somewhere else, 
the next section will ask you for that address.



Payment request procedure
4. Please attach completed W9 for the organization receiving 
payment.
W-9: A completed W-9 form is required from the vendor in the payment request. The W-9 is 
an Internal Revenue Service (IRS) form in which a taxpayer provides their correct taxpayer 
identification number (TIN) to an individual or entity (Form W-9 requester) who is required 
to file an information return to report the amount paid to a payee, or other amount 
reportable on an information return. A TIN may be a social security number (SSN), individual 
taxpayer identification number (ITIN), adoption taxpayer identification number (ATIN), or 
federal employer identification number (EIN/FEIN/FEIN/FEIN).
You can find a W-9 form here. Most vendors are familiar with these forms and supplying 
them on a regular basis.

https://www.irs.gov/pub/irs-pdf/fw9.pdf


Payment request procedure - COI
5. Certificate of Insurance: Payments 
issued to vendors or anyone providing a service 
as part of your projects are required to provide 
a certificate of insurance (COI). A certificate of 
insurance demonstrates evidence of an 
insurance policy. It may be issued by an insurer, 
insurance agent or broker. A certificate of 
insurance should include the following:

• Name of the insurance company and NAIC number
• Policy number and period
• Name of the insured and address
• Description of coverage
• Policy limits
• Description and locations of operation
• Name and address of certificate holder
• Notice of cancellation provision
• Authorized signature and date



Payment request procedure - COI
When Should You Request a COI?
• A certificate of insurance is requested by a business or individual who is hiring 

another business or individual and wants to ensure that they have the appropriate 
insurance coverage in place to protect against potential liability issues.

• Please request a COI from a party you plan to work with before they begin working 
with you. This way, you’ll make sure that no uninsured and unprotected injuries, 
damages, or other potential claims occur on the job that you’ll be left on the hook 
for.



Payment request procedure - COI
• There are many situations where you might want to make sure that someone you’re working with has insurance coverage 

in place, so you know that everyone is protected in the case of any unfortunate events. Here are some examples of times 
when someone might request a COI:

• 1. Hiring contractors, vendors, or landscaping services. If you’re hiring a contractor, landscaping service or other vendors 
to perform work on your property or for your business, you should request a COI to ensure that they have the necessary 
insurance coverage to protect against potential liability issues.

• 2. Hiring in general. Any time you’re hiring outside people or independent contractors, you will need to request a COI 
from your workers’ compensation insurance carrier to guarantee that you are adequately protected against any potential 
issues related to workplace injuries. This typically is only true for hiring contractors and vendors.

• 3. Participating in events. When planning events like festivals, fundraisers or trade shows, as the venue or organizer, you 
will need to request a COI from the vendors involved to ensure they have coverage in place.

• 4. Booking an event venue. When booking an event venue, you want to protect yourself from being held liable for 
damages or injuries that occur throughout the event. You’ll want to request a COI from the caters, vendors, etc. working at 
the event.

• 5. Renting property. If you’re a renter, you may want to request a COI from your landlord to make sure they have coverage 
in place to protect against damages or liability issues that may arise.



Payment request procedure - COI
Receiving Certificates of Insurance:
• The CFO requires proof of insurance from many vendors, 

with the specific requirements stated in the contract. The 
types and amounts of insurance required will depend on 
the services provided and the obligations of the parties 
under the contract.

• Please request a COI from a party you plan to work with 
before they begin working with you. This way, you’ll make 
sure that no uninsured and unprotected injuries, 
damages, or other potential claims occur on the job that 
you’ll be left on the hook for.

• When requesting a certificate of insurance from a vendor 
or organization providing low risk services, we require the 
Community Foundation of the Ozarks endorsed as 
additional insured.

• These documents, issued by insurance companies, 
agents, or brokers, are the most common method of 
providing evidence of coverage. Below are general 
guidelines for when your project should request a COI 
and how to request a COI.

How to Get a Certificate of Insurance:

• When requesting a COI, ask the vendor or subcontractor that 
you’re working with to provide a COI, and they’ll be the ones 
to do this process and provide it for you. You can explain that 
your project operates under the Community Foundation of the 
Ozarks and must adhere to the CFO policies and the CFO 
requires a certificate of insurance and to be named as an 
insured. If you need support, please contact the CFO staff.

• Once the COI is prepared and submitted during the payment 
request process, the CFO will review it carefully and contact 
the project leader and the insurance provider if there are any 
omissions or errors prior to payment.

• If an entity requests a COI from your project, please contact 
the CFO to discuss and obtain a COI.



Payment request procedure - conflict 
of interest
6. Is there any conflict of interest with a key member of the 
project (i.e., project advisory committee, project leaders, etc.) 
benefitting from this payment? If so, please describe:
• Review CFO’s Conflict of Interest Policy is in the following slides



Payment request procedure - conflict 
of interest
The board and staff members of the Community Foundation of the Ozarks are 
encouraged to play active roles in their communities by serving as board 
members or otherwise being involved with a wide spectrum of nonprofit 
organizations or other organizations with which the Foundation transacts 
business. This means that potential conflicts of interest, or the appearance of 
such conflicts, will inevitably arise. It is the Foundation’s policy to deal with such 
conflicts in an open and appropriate way.



Payment request procedure – conflict 
of interest
Conflicting involvements include, but are not limited to, Foundation board 
members and/or staff or their immediate family members either serving as 
board members or active volunteers of grantmaking organizations or 
organizations with which the Foundation transacts business or being 
employed by applicant organizations or other organizations with which the 
Foundation transacts business.
In case of such conflicts or the appearance thereof, Foundation board
members and/or staff are expected to disclose the conflict prior to making
any related decisions.



Payment request procedure – conflict 
of interest
How do you handle a conflict of interest?
We ask that you briefly note any relationships (boards, business 
affiliations, etc.) of yourself or a member of your family that may 
represent a conflict of interest as defined by the letter or spirit of 
Community Foundation of the Ozarks.



Payment request procedure – conflict 
of interest
Example:
The owner of Bob's Roofing, Bob Davis, is a member of the advisory 
committee for this project. We obtained three bids and compared services. 
Bob's was the lowest bid. We selected Bob's Roofing because of the low bid 
and it was the only locally owned roofing company and Bob supports the 
activities of this project in many ways.

We know these will arise. It is important to be transparent and disclose any 
conflicts of interest. Please contact the CFO Team with any questions.
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