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Disclosure of Process Related to Executive Compensation 
Sample Letter 
 
[Applicant Letterhead]  
[Date] 
 
  
Director  
Office on Violence Against Women  
145 N Street, NE  
Suite 10 W. 
Washington, DC 20530  
 
Dear Director:  
 
The [applicant] is a nonprofit organization that uses the Internal Revenue Service’s three-step 
safe-harbor procedure for establishing a rebuttable presumption that our executives’ 
compensation is reasonable. Therefore, I am submitting the following information to you, as 
required by the Violence Against Women Reauthorization Act of 2013:  
 
Following is the process used to determine the compensation of officers, directors, trustees, and 
key employees (together, "covered persons"): 
 
The text of the letter must describe the following: (1) the composition of the body that reviews 
and approves compensation arrangements for covered persons; (2) the methods and practices 
used by the applicant nonprofit organization to ensure that no individual with a conflict of interest 
participates as a member of the body that reviews and approves a compensation arrangement 
for a covered person; (3) the appropriate data as to comparability of compensation that is 
obtained in advance and relied upon by the body that reviews and approves compensation 
arrangements for covered persons; and (4) the written or electronic records that the applicant  
maintains as concurrent documentation of the decisions with respect to compensation of 
covered persons made by the body that reviews and approves such compensation 
arrangements, including records of deliberations and of the basis for decisions. 
 

 
 
 
Sincerely,  
 
 
 
[Authorized Representative] 

 

Attachments [if applicable] 
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