North Dakota Family Planning Program
Policy and Procedure Manual Program Administration PA — 1

PA-1 ORGANIZATION
POLICY:

Delegate agencies must be organized to ensure the efficient and effective management
of human, financial and other resources. Delegate agencies must be public or non-profit
agencies.

PROCEDURE:

1. The delegate agency must be properly organized and incorporated according to the

appropriate federal and state laws.

a) The Articles of Incorporation must be on file and must be approved by the Secretary
of State

b) Health Units must adhere to the sections of the North Dakota Century Code, which
outline the functions and responsibilities of health departments, units and districts
(NDCC § 23-35)

c) 501 (c) (3) nonprofit corporation status should be obtained from the Internal Revenue
Service (IRS)

d) Employee identification numbers and payee identification numbers must be on file
with the IRS and should be known by the appropriate staff. (Form SS-4)

2. Administrative and supervisory functions should not be delegated to another
organization, and all services must be properly controlled through internal operating
procedures with oversight of the Governing Board or Board of Health.

3. Services provided, administrative control, and lines of authority for the delegation of
responsibility must be clearly set forth in writing and must be readily identifiable.

4. Employees, consultants, or members of the governing/advisory bodies must not use
their positions for purposes that are, or give the appearance of being motivated by a
desire for private financial gain for themselves or others (HHS Grants Policy Statement
2007, 11-7).

5. Delegate agencies should maintain an organizational chart which:

a) shows all programs and staff

b) shows lines of authority, responsibility and communication
c) is readily available to all staff

d) is reviewed annually and revised as needed
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