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Mission and History

0 The mission of a community college foundation is
to generate funds and friends for the institution.

Community colleges are the last segment of higher education to organize active
fundraising efforts. Historica''y, except to request scholarships, community colleges
have declined to ask for private support. Many citizens view community colleges not
as part of higher education but as a division of the K-12 system. Community college
leaders reasoned that with the mandated state and local taxes placed on the citizens,
only a small amount of additional funding could be raised. In California the legislature
attached community colleges to both the K-12 and the higher education system. This
action further blurred the mission of today’s community colleges in the public
thinking.

Initially, two-year institutions provided students with an economic method to complete
the first half of a four-year degree. This earned these schools the label “junior
colleges.” Today, states mandate that these same two-year institutions serve the highe:
education and lifelong learning needs of citizens in their service areas, including those
with baccalaureate and advanced degrees. Nationally, community college students
range in age from 17 to 72, and have a median age of just under 30.

e With the community college mission enlarged to serve adults of all ages and educa-
tional backgrounds, the public now views these colleges as change agents for their
communities. They provide not only courses for the first two years of a college
transfer program, but classes for those who have dropped out of high school. In
addition, community colleges extend training programs for the unemployed, those on
welfare, and immigrants with limited English skills. At the other end of the spectrum,
community colleges offer training to baccalaureate-degree-hoilders who must upgrade
their job skills, which helps their companies to compete in the global market. Industry
leaders frequently testify that community colleges provide their respective states with
the best tools for rapid economic development. Many community colleges now offer .
both cultural programs and classes to meet the avocational needs of a citizenry which
is living longer.

Community college foundations exist to meet one or more of these needs:

1. Generate additional funding for the college and/or give it more financial
flexibility
2. “Friendraise”
3. Provide community leaders with opportunities to participate in college
activities
. Enhance the image of the college and increase its prestige and visibility



Successful foundations:

1. Establish positive public relations with the community

2. Provide opportunities for community involvement with the college

3. Involve community leaders and potential donors as board members

4. Create a series of ongoing college projects

5. Furnish revenues over and above state allocations

6. Provide student financial aid via scholarships and grants

7. Continually initiate new proposals and programs

8. Conduct or sponsor beneficial projects and activities for which state funds
cannot legally be used, i.e., purchasing food for a scholarship reception.




CALIFORNIA COMMUMITY COLLEGE FOUNDATIONS
by DR. W. E. PILAND and MS. N. L. LOWDEN
SAN DIEGO STATE UNIVERSITY

FEBRUARY, 1992

California's community colleges are in a unmique position in that they
are primarily funded by the state, and therefore subject to the sometimes
unstable budgetary climate imposed by the governance structure. But being
traditionally innovative, California's community colleges have chosen a more
direct, albeit if sometimes rocky path to garnering funding in order 0
continue and expand their programis and facilities — the foundstion. While the
concept of a foundation is certainly mot a new ome 10 academic institutions, the
community college foundation did not come into its own until the mid-1970's,
according to Holingsworth (1983). College administrators saw the importance
of alternative fund-raising and resource development to help them achieve
their missions and goals through community involvement. In 1986, Nusz
conducted research to develop guidelines for the estabiishment and operation
of a California community college non-profit foundation. Prior to that time,
Kopecek (1983) stated he saw the not-for-profit, tax-exempt foundation as a
means for community colleges to increase flexibility of services, build strong
ties with community leaders, and permit supporters 1O show their
aprreciation. Other research has focused on the “how-to's® of fund-raising.

Fifty foundation directors who are members of the California
Community College Foundations Association were surveyed to determine how
the foundation raised monies, 10 what use these monies were put, what
obstacles they faced in fund-raising, and other pertinent information about
their history and structure. Forty-eight, or 96% responded to the one page
survey. Questions were designed for simple, one-word answers, or in multiple
choice form, with additional space left for comments.

Results from the sufveys were &s varied as the community colleges
themselves. Substantial disparities were found in amounts of money raised and
length of the foundation's e¢xistence. with no clear-cut pattern emerging.
Other significant data indicated strongly that the foundation's emphasis is on
raising immediate cash (78%), as opposed to planned-giving programs such as
real estate and stock. Twenty percent placed equal emphasis on both cash and
planned-giving. Seventy-three percent of the foundations have paid staff. Of
the 35 community colleges with paid swaff, 97% have an average of 1.1 paid
professionals, while 884 have clerical support. As stated earlier, the greatest
disparity came in the amount of money the foundation raised in the 1990-91
fiscal year. While the mean was 458,303, the low ranged trom zero dollars to a
high of $4 million, with the median falling at $180,000. Of the 46 community
colleges that responded to the question. 12 raised under $50,000, four raised
over $50,000 but less than $100.000. 18 raised over $100,000 but under $500,000,
and twelve raised over $500,000. Six foundations raised over $1 million.The
commupity college foundations primarily solicit from four groups. Local
business and professional leaders were cited most frequently, followed closely
by local businesses, college employees and the community at large. In
descending order, the othe. groups solicited for donations are alumni, other
foundations, current students, and celebrities, Service clubs and retirees of the
district were also cited as sources for solicitation. The majority of foundations
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raised funds successfully through personal solicitation, foliowed by special
events such as dinners, spofting events, auctions and festivals, and direct-mail
solicitation. Only 21 of the foundations worked in cooperative programs with
business, and only five solicited over the telephone. Grant writing, planned
giving, and bequests were other ways in which the foundation raises funds.

The most successful fund-raising technique was cited as personal
solicitation (56%). Next was special events, which garnered 32%, followed by
cooperative programs with business and direct mail solicitation. The largest
percent of foundations (96%) expended monies they raised on stud-at
scholarships. Foilowing scholarships, monies were also expended on
instructional equipment, facilities, operating expenses, special seminars or
educational programs, the library, and guest lecturers. Additionally,
foundations expended most of the money raised on student scholarships, with
61 percent of respondents selecting this option. In discussing the difficulties
the foundation has in raising monies, the number one problem cited was lack
of a comprehensive fund-raising program (48%), followed closely by the
public's reluctance to donaie meney to an institution that receives tax funds
(44%) and lack of fund-raising experience and expertise (42%). Lack of paid
protessional staff (40%), competition (38%), and the community college's
image (27%) followed closely behind.

Five variables were selected to compare the responses of {oundation
directors to determine significant differences, at the 05 level. The chi square
statistic was selected to analyze the variables of college size, college location,
years the foundation has been in existence, paid staff, and amount of funds
raised.Interestingly, there were no significant differences based on size &nd
location of college.  The variable which produced the largest number of
significant differences (7) was paid staff. The variables of amount of funds
raised and years the foundation has been in existence each produced two
statistically significant differences.

California community college foundations vary from unsophisticated,
poorly organized and staffed operations raising inconsequential amounts of
money to competently stafferd operations with a focused and motivated
solicitation program raising large amounts of money for the colleges. A major
key for success seems (0 be a paid staff, consisting of professionals with
clerical support.  Paid staff seem 10 provide fund raising experience and
expertise leading to the development of a comprehensive fund raising
program using 2 variety of methods geared to a number of different potential
contributing groups. The active involvement of the college president with the
foundation is very prevalent, also. Some recommendations for improving
foundations are;l) The hiring of paid professional and clerical staff is 2 must
for foundations to grow and prosper. 2) Paid staff is not enough to guarantee
success. A comprehensive, visionary fund raising program must be developed
and pursued by staff. 3) The fund raising program must contain a long-range
component of planned giving.4) College presidents, trusiees, other
administrators, faculty and student leaders must actively support and become
involved with foundation efforts.




A persistent, clear message of the mission of the com-
munity colleges will be necessary 10 overcome the cur-
renl misperceptions about them, according to Mark
Grossman of the marketing firm Gross, Burson, and
Marstellar.

The firm recently completed an audit of seleced com-
munity colleges and composed an action plan o improve
the image of the 107 California community colleges.

The image report will not only assist the colleges in
enhancing their public image but will have additional impli-
cations for resource development officers. As foundation
mission statements are developed, they should reflect a
symbiotic relationship between the mission of the college
and that of its foundation. The harmony of both statements
will bring about greater fund-raising potential and will help
raise the image of our community colleges.

The result of the image study, released by the
Community College Foundation, yield no surprises to those
who have worked in the system. The public sull perceives
the community college as a provider of a second-rate edu-
cation. Many are misinformed about the services our col-
leges can provide.

Public Awareness of College Missions is Low

The general public is not aware of the mission of the
community colleges in the state or the multiplicity of
benefits they bring to our communities. They are even less
aware of our foundations and are often reluctant to give
funds to help our tax-assisted colleges.

One way to improve our image is to make certain our
message is clear, focused, and repeated often. As our col-
leges plan their futures, the plan should be apparent in a
mission statement, and the entire college community—fac-
ulty, staff, foundation, must understand the plan and be
willing to support it collectively.

Resource development officers will find it increasingly
difficult to raise money for institutions that do not have a
clear vision of the future. Donors are more apt to give o
foundations that support progressive colleges that have a
plan to serve the needs of its constituency.

Equally important for successful fund raising will be
= 2 mission statement for our foundations that projects the
image of the college and its needs for the future. As long-
range plans are developed for our colleges, development
officers should make a conscientious effort to merge the
college’s mission with that of the foundation so that the
two organizations work in harmony.

YOUR MESSAGE IS AS CLEAR AS YOUR MISSION STATEMENT
Pat Rasmussen and James M. Anderson

Often foundation volunteers can do a great deal to
help clear the misperceptions of the role of the commu-
nity college. Generally, foundation directors are educat-
ed business and community leaders who have the respect
of the general public. Immersing them in the mission of
the college and the foundation will help them to under-
stand the college and its needs and to visualize the pos-
itive role the college will play in the community.

If your foundation does not have a mission slatement,
there's no time like the present 1o write one. It should be
a clear, concise set of message s tailored to the audience.
The statement should create a strong impact on he iden-
tity of your organization and the mission of the college.

Donors are making an investment in your institution
and as investors they want to know what the organiza-
tion has done, what it plans to do in the future, and what
benefits their investment of time and money will bring.

The mission statement must carry with it a vision for
the future, and it should be synchronized with the mis-
sion of the college. it must inspire and challenge the donors
to play a role in making the future vision happen.

The Case statement is the plan behind the organiza-
tion—a reiteration of the method by which funds will be
solicited and used to betier the people the institution serves.

Mission Statement Tips

As you set about to wrile your mission satement, here
are some lps to consider:

®m  Don'tu-e history as an opener, and leave out as much
history as possible. The story of the institution is NOT
its setting point. Focus instead on how the founda-
tion programs will benefit donors as well as clients.

B Don't focus on the perpetuation of your institution in
your mission statement. People give to people, not
to institutions. Emphasize the opportunities your insti-
tution provides, not the resources it needs. How will
the world look if you do or do not accomplish this
project? As Henry Ford once said, “The highest use
of capital is not to make more money but to make
money do more for the betterment of life.”

®  Don'tmake promises you can't realistically keep. The
statement and your fund-raising plans must include
specific objectives for the use of the money you raise.
State why your institution is 2 wise investment.

James M. Anderson, Ph.D., Editor

Vol. 1, No. 1 Sepiember 1990
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B Don't write by committee, Using clear, brief, logical
arguments, convince, move, enthuse, and excile donors
to believe in and suppon your mission. And re-eval-
uate your mission stalement yearly. A progressive orga-
nization is not likely to be static. As projects, programs,
and priorities change, the mission statement should
also change to reflect the new direction of your orga-
nization.

Examplies of a Clear Mission Statement

To create a successful foundation you need a plan,
and the plan needs a vision which coincides with your
college’s long-range plan. These two elements need to be
written down in a mission statement that inspires people
to give to your institution. It is the medium for your foun-
dation’s message.

An excellent example of how a clear mission and vision
stalement can lead into 2 forceful foundation position is
illustrated in Chaffey College’s materials below:

a

‘\

Chaffey College Vision

We share 3 vision of student-centered, edu-
cational excellence and responsiveness 1o com-
munity needs that is manifest in quality teaching
and student services, access to opportunity, and
community involvement.

Chaffey College Mission and Commitment

1. Our mission 1s to provide comprehensive, stu-
dent-centered community college education.

2. We are committed to developing equality by
providing equal access to opportunity for our stu-
dents, our faculty and staff, and the District we
serve.

3. We also affirm our commitment to provide
service 10 the community and to enhance the qual-
ity of life within the college district.

kti. We are committed to excelience.

_/

However succinct the above statements may be, they
are illustrated even more forcefully by the following graph.

1C.-2

The College Mission

The graphic demonstrates that student-centered edu-
cation, is the core of the college and that everything else
flows out of this focal point. Student programs are total-
ly encompassed in an environment of equality and oppor-
unity. Everything that the college auempts is wrapped in
a commilrnent to excellence.

Foundation and College Missions Closely Linked

In a context of a clear vision and mission by the col-
lege, the foundation’s mission then become very clear.

- 2

Chaffey College Foundation Mission

The mission of the Chaffey College Foun-
dation is to provide the margin of support for the
activities and programs of Chaffey Community
College necessary to maintain an ongoing com-
mitment to excellence in student - centered edu-
\mubn and comumunity sesvice.

/

The above statements are not the end of the mission
process, but rather the beginning of an intensive raission
continuum. The continuum process eventually provides
direction for college goal setting ar.d the development of
management performance objectives each year. A sepa-
rate one-page document for each of the four mission areas
is prepared that lists the specific purposes that relate 1o
that aspect of the mission, the programs necessary to man-
ifest that purpose, the strategies necessary 1o implement
the programs, and finally the outcomes by which the pro-
grams and strategies can be mezsured. The mission and
values statements are reaffirmed periodically and the con-
tinuum sheets are updated annually through a collegial
process involving all levels of the campus and the foun-
dation board of directors.

Pat Rasmussen is director of development at Cisrus College
and {s past president of the Neswork of Caltfornia Community
College Foundations. James M. Anderson, Pb.D., 1s vice pres-
tdent for planning and development at Chayffey College.

Foundation Development Abstracts is published by the Network of California Community College Foundations. For
Sfurnber information or additional copies, please contact Jim Anderson at Chaffey College, 5885 Haven Ave,, Rancho

cucamonga,

CA 91701-3002, or call 714/941-2112.
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SierrA COLLEGE FOUNDATION

An Inuestment in the Fulure . . .

WHAT IS THE MISSION OF THE FOUNDATION?

The Mission of the Sierra College Foundation is to give
members ¢ our community the opportunity to assist and

invest in the development of quality educational
opportunities for all. in concert with the Sierra Ccllege

District and the community it serves, the Sierra College
Foundation will commit itself to work towards educational

excellence.

WHAT IS MY RESPONSIBILITY AS A BOAR™ MEMBER?

1. Reqular attendance at poard meetings is the first

responsibility of a board member.

* Asking discerning questions, constructively
participating in deliberations, and voting according to

your convictions.

* Assuming leadership of board groups and events as

requested.

hip) responsibility on ¢t least one

2. Assume a major (leaders
ive role on another.

committee and a support

* Working in an area where your skill and background
would be of value to the committee - assisting in more
detailed stu~y of the committee's commission of work.

o 3. Assist in getting donations and/or personally donating
= according to your own means to the financing of the
organization and the projects it supports.

s interpreter of the
plic events and/or within
dation events and

—0 4. Willingness and ability to act a

ks college and the foundation at pu

- your own networks and by attending foun
selected ccllege functions.

fﬁ 5. With other members of the board and with staff, make sure
that the budget, policies, procedures, and program efforts
are consistent with the objectives of the organization.

550 High Street, Suite 6, Auburn, California 95603 ¢ (916) 823-3655 * Fax (916) 781-0455



The “Case Statement”

What is it? A case statement is a prospectus for investors, or in this case, donors. A
good case statement alone rarely generates a donation. Because people give to people,
a case statement serves as an excellent resource document for staff and volunteers to
use when speaking with potential donors. Therefore, the first consideration when
preparing a prospectus is its use by foundation volunteers when appealing to potential
donors. All terms and references, including abbreviations and acronyms, should be
clear and its charts and graphs self-explanatory.

Effective case statements emphasize future goals and activitics. They reflect a busi-
nesslike and rational tone and subtly appeal to the fears and concerns of a broad range
of potential donors. The document lays out a positive means for addressing the
specific institutional needs of its students and staff. Prospective projects and their
timetables should be cited. To introduce emotion into case statements, quote students,
previous donors, and community/regional leaders. Use pioiographs of students and
faculty who will be served, along with those of campaign volunteers. Display render-
ings of buildings to be constructed. Use photo essays of successful campaign achieve-
ments and include letters from corporations and individuals who made the goals a
reality. Well done case statements should establish your institution’s viability and
credibility.

The real geal of a case statement is to communicate the institutional vision so power-
fully that your volunteers wiil be motivated to ask ti:zi: friends and associates to
contribute to your instifuticn’s campaigr.

A case statement must a..swer these questions:

1. What is the business of the ins.utution?

2. What aspects of the institution distinguish it from all similar institutions?
3. What are the lasting benefits of a donor’s contribution?

In case statements for capital or major gift campaigns, additional questions should be:

1. Who will be asked to give?
2. Who are the leaders of the campaign?
3. What is the campaign timeline and goals?

An institution’s capital campaign case statement must stress a sense of POSITIVE
urgency. Tt should NEVER make a potential donor feel that your institution’s doors will
close forever without his or her investment. No one will invest in a losing cause. An
institution’s case statement is its major resource development document. It is the basis
for all other appeals and campaign statements. A well-written case statement will
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create a sense of ownership of the problem(s) and the solution(s) within both volun-
teers and potential donors.

Guidelines for Writing a Case Statement

The case statement is your basic resource document. It should contain the information
you will need to write all cther fundraising materials, direct mail brochures, and
public relations information. This document states your institution’s neede and how
you specifically plan to meet those needs. Every individual involved in implementing
the selected strategies should endorse and adopt the case statement.

Mission:

History:

Needs:

Goals:

Strategies:

Fundraising:

Closer:

State the purpose of your institution succinctly.

Provide a brief institutional history which highlights major accomplish-
ments, particularly those which demonstrate the institution’s capabilities in
the areas of need cited in the case statement.

Support your need statement with evidence. Use demographics reflecting
both present and future trends, and quote authoritative sources.

Cite specific outcomes to meet the documented needs. Goals should be
measurable qualitatively and quantitatively.

State your plans and methods for meeting the needs and accomplishing the
specific goals. A well-thought-out, practical solution should be presented in
sequential detail. Include staff and facility needs, with budgets required to
implement the strategies.

Assign costs to specific programs or to “categories of giving.” Indicate
what each donation level can purchase in terms of benefits to students.

End with an appeal to the heart.
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UP TO THE PROMISE
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ACCESS TO THE PROMISE will primarily : To honor those who contribute gifts of

help students from diverse backgrounds to % cash, appreciated securities or matching gifts, 2

become better i Coastline’s WALL OF RECOGNITION serves as v
SO g o E TN R ST o a visible testimony to the generosity and involve- “#

PR B AR TP R R e e R U ent of our supporters. We look forward ;
to addig your name to those who appreciate

the hunger for learning.

SENIORS SERVING SOCIETY will encourage
the growing number of active retirees to

participate in the solutions of corn.munity prob-

lems and to be personally involved.

L 2 e e

Categories include:

Benefactors:Willed or other planned gifts.
A BETTER TOMORROW wil assist adults facing r other pranned gitis

radical life changes such as divorce, widow- . President’s Club:$1,000 Annually or $10,000
hood, technological displacement or physical : lifetime,. ’ =
handicap through an accident.

Innovator’s Club:$500 to $999 annually of
$5,000 lifetime,
INTERNATIONAL VISTAS will foster increased

understanding of languages, cultures and . Coastliners:$250 to $499 annually.
business practices of other countries, and pro-

mote world trade. - Centurions:$100 to $249 annually.

THE COMPETITIVE EDGE will add new instruc- *_, ..
tional programs and facilities to train and L
update employment skills.

COMMUNITY NETWORKING will heighten
interaction among all segments of the eleven

northe:ivest Orange County communities *Coastline Community College Foundation contribu-
served by the college. tions are tax deductible under 501-C3 of the Internal

Revenue Service Code.

RIC
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GROWTH. Coastline
Community College
is proud of its rec-
ord during the past
decade. It has lived
up to its mission to
- serve the area’s adults
through innovative,
= accessible and afford-
able programs of
higher education. But
now our students
- have expanding aspir-
= ations which cannot
be met by regular
funds. And so, the new

=
E A NEW DECADE OF

~ AruliText Provided by ERIC

LIVING UP TO THE PROMISE

Coastline Comm
College Foundation
(CCCF)has been formed
to meet these needs.
You can be a partner
in bringing new edu-
cational programs of
quality to area resi-
dents by contributing
to CCCE

Since 1976, Coast-
line has offered
skill-enhancing, mind-
satisfying and soul-
rewarding programs
which have benefited
both individuals and

the community in

W' which the students

work, live and grow.
Coastline has won
recognition and loy-
alty from diverse seg-
ments of the northwest
Orange County com-
munity and elsewhere
for its broad range
of general education
courses and its valu-
able contributions in
the areas of career
training, basic skills,
older adult training,
international business

BEST COPY AVAILABLE

training and rehabili-
tation. Additional
benefits have been
gained from the empha-
sis on professional
instruction. Telecourses, |
developed because
of the emphasis on
off-hours scheduling
to increase accessi-
bility, have reached
extraordinary levels.
Nearly 1,000,000
people in the United
States each day view
telecourses produced
at Coastline Coliege




over public

The emphasis
on commun-

ity network-
ing has also
yielded

prestige beyond expec-
tations with the enor-
= mous importance of
the annual Conference
for Women.

Loyalty, recognition
and a healthy dose

* PAFuliToxt Provided by ERIC L
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television stations.

of commitment
have nourished
past growth, and
the citizens of
our dynamic commu-
nity are looking ahead
to a future bright
with opportunities.

A community - wide
survey has revealed
the breadth of these
opportunities.

For instance, Coast-
line has already served
nearly 50,000 seniors
through its Emeritus
Program. The college

inaugurated the
nation’s first Ombuds-
man Program through
which seniors have
been trained in the art
of negotiating for
improved health care
for our aging citizens.
The survey further
revealed that many
more active retirees
are eager to participate
in the community and
would like to receive
additional training to
assist adult literacy
programs, to work as

BEST COPY AVAILABLE

teaching aides and
with “latch-key” kids.
Six*“people-oriented”
programs have been
identified by the col-
lege from information
gathered from the
community, but addi-
tional funds must
be raised in order to
develop these new
educational opportun-
ities. Your help is
needed to activate the
program areas listed
on the back of this
brochure.



“At age 40 1 found myself divorced
and living on the street in my car.
Finally, when I had not eaten in four
days...”

" BEST COPY AVAILABLE
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ear the end of “Gone with the Wind,

Scarlett O'Hara is seen standing, filthy,
in a war-torn part of Tara. She is holding a sweet
potato and vowing, “I'll never go hungry again.”

That was a movie, but I've experienced it in real
life. My name is Carolyn Brenner.

I took an achievement
test in the fifth grade and
scored the highest in my -
state. My grandparents
were told 1 was very gifted
and that 1 needed to have
special education. But they
just laughed and said, “If
she were a boy, we could
understand, but she’s just -
going to grow up, fallin love
and get married.”

I heard it. 1 believed it,
and that's exactly what
happened. So at age 16
I met my knight in shining
armor. We had five children.

Then, at age 40, 1 found
myself divorced and living
on the street in my car.
I went from feast to famine
overnight. No one would
hire me. I could not even get
a job washing dishes. I had
washed dishes all my life.
Nobody cared that 1 made
great chocolate chip
cookies, cleaned bathrooms
or did car pooling. They
wanted job skills I did not
have.

I was terrified. Finally, when I had not eaten in
four days, 1 prayed. 1 said, 1 know there is such
athing as scholarships. If 1 can only figure out how
t0 do it So ! took a deep breath and walked into

Scottsdale Community College.

I went to a counselor and said, “Look, I don't
know how this works, but I can do anything if
somebody will just. help me. I promise you if some-
body will help me, I will help other people.”

I got into college. Eighty percent of my tuiticn

; was paid through student
assistance. Books, too. My
books were $250 one se-
mester. That's a lot of
money when you've been
livingon $2,600 a year.

I earned an Associate in
Applied Science degree in
general business manage-
ment. I have a micro com-
puter accounting certificate
of proficiency. With a 3.7
grade point average I be-
came a member of the
National Honor Society.
I found employment and
received promotions —
thanks to people such as
you.

If you have given one dol-
lar or encouraged someone
to give a dollar for student
scholarships, 1 thank you
from the bottom of my
heart, and I pray that God
will bless you.

There are a lot of people
like me out there. I hope you
will continue to help them.
[ will.

L -

Carolyn Brenner

Programmer Analyst for Information
Manggement Unit

Arizona Deparement of Education
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Carolyn Brenner's story is a dramatic and
comEelling profile from a program that is
working — a program that has been

responsible for the funding of more than

4,000 scholarships over the past six years

as well as the development of other finan-
cial supﬁort for the teaching-learning pro-
cess at the Maricopa Community Colieges.

it was for the hundreds upon hundreds of
students such as Carolyn that the Maricopa

Colleges’ Development Program was

formed in 1977. The program’s prime objec-

tive is to supplement the financial needs of
the community colleges in areas where
public support is not adequate. The pro-
gram was founded with the generous do-
nations of individuals, community minded
corporations, small businesses, employees,
alumni and friends. Their continued sup-
port has made it possible for the program to
. prosper and grow.
; 4 But each fyear the need for scholarships
T ' "\ﬁ and other forms of financial assistance
' : ' "7 grows. Eachyearthe Hrogram's challenge is
greater. And, unfortunately, each year capable students as well as dedicated faculty
dream dreams that cannot be, simply because of the lack of money.

A few such as Carolyn escape their economic trap. Many more see their dreams fade
and die. On the following pages is a brief explanation of the process of giving and
several profiles of those such as Carolyn who sought help and found it, thanks to the
support of concerned volunteers and donors.

The Maricopa Community Colleges offer more than 6,000 credit courses:
close to 2,000 academic courses and more than 4,000 occupational
courses. At least 10 percent of the County's adult population attends
within an academic year. A special Maricopa Community Colleges
“Quantum Quality” commission insists that, while the customer (stu-
dent) base is huge, the emphasis remains on quality. First and foremost,
Maricopa is a teaching institution with more than 900 full-time facuity
and some 2,500 part-time instructors, experts selected from the com-
munity as specialists in their respective fields. BEST COPY AVAILABLE

&=




Aaron Messner was student body president
at a Valley high school and had graduated
magna cum laude and in the top two percent
of his class. He was captain of the varsity bas-
ketball team, played varsity baseball and was
a member of the National Honor Society. He was
sought after by top colleges throughout the
country and was ultimately accepted by a num-
ber of those institutions with scholarships that,
unfortunately, fell short of the full tuition and
other required costs.

Wwith inadequate scholarship funds, it
appeared that Aaron would be forced to aban-
don his hopes for a college education. Then, just
when his future seemed the bleakest, Aarondis-
covered the Classics Program at Phoenix College.
With family encouragement, he enrolled. He
continued to demonstrate his scholastic ability,
maintained a 3.8 GPA, took leadership roles and
his acceptance at a major university now
appears sure. Aaron plans to teach at the college
level. Support from a number of individuals for
this and other programs has made the first two
years of college a reality for many students such
as Aaron,

Bessie Pewamo wanted to give up. A divorce had
left her alone to raise two children. She was forced to
depend on public assistance. Bessie remembers the
bad times: “Most of the time Ijust wanted to give up.

1 was so miserable. 1 felt 1 couldn’t accomplish
athing” Then her social worker introduced her to the
POWER (Parents On Welfare Experiencing
Renewal) program at GateWay Community College.
After an orientation and introductory program, she |
started working for her Clerical Support Certificate. = |
“With my tuition and books paid for, all I needed to
dowasbe there”

Today Bessie feels differently about life and her
family’s future. She has the skills, the motivation
and the heart to move into the work world. Support
from community leadership firms such as Bank One
made it possible for Bessie to complete her
education.




Dusty Curry is an articulate, highly moti-
vated, successful student at Phoenix College,
well on his way to a career in medicine or gov-
ernment. But things were not always so great for
Dusty. Self-supporting since he was 14, he
dropped out of high school in his junior year and
joined a street gang. During that time eight of
his close friends died violent deaths. Dusty
watched a 15-year-old friend die from a crack
heart attack. Then, vowing “to fight for my com-
munity with words rather than guns,” Dusty dis-
covered the Genesis program at the Maricopa
Community Colleges.

Today he is a member of the Phoenix Mayor’s
committee on juvenile violence. At Phoenix Col-
le%e, he has received the equivalent of a high
school diploma and will soon be the first of the
seven children in his family to earn a college
degree. And while he studies, he works as
a recruiter for the college, inspiring other youth
to join him in renewing their lives.

The Genesis program has been supported by
a number of contributors including major gifts
from such firms as US West, Bank America,
Charter Title Agency, the Arizona Community
Foundation, the Phoenix Newspapers and the
ARCO Foundation. Philanthropic support
changed Dusty’s life.

The hopes and dreams of students such as Carolyn, Dusty, Aaron,
Bessie and thousands more are meaningless if there isn’t staff
present, ready to respond with inspired teaching and quality
education. Alberto Sanchez is Dean of Educational Services at Glen-
dale Community College and, in a strong sense, symbolizes the level of
quality at the Maricopa Community Colleges. Alberto received his
Ph.D. at Stanford University and his Master’s Degree at the University
of Oxford in England. He has received a National Research Fellowship
Award, a National Science Foundation Grant, a graduate, fellowship
from the Ford Foundation, the General George C. Marshall Scholarship,
a Fulbright Fellowship and was named Arizona State University’s
“Scholar of the Year.” Alberto supervises Glendale Community Col-
lege’s Literary Center which is supporte¢ by Chase Bank and individ-
ual contributors. The Center has servec more than 5,000 peopie in the
past several years, reducing illiteracy in Maricopa County by 5 percent
in just two years, a remarkable achievement. Again, generous support
from the private sector has made a very real difference in our
' community.




Why does a public, tax-supported school
need private financial assistance?

Despite modest tuition and low fees, many Maricopa
Community College students must depend on financial
aid to remain in school, and many have needs which
cannot be met with tax dollars. Af roximately one-haif
of the students work full-time in a c?ition to the time they
spend at school. Yet, there still is a need for additional
support for tuition and books. With limited funds and an
increasing demand for post-secondary education, we are
able to meet less than one-half of the financial needs of
our students.

The total role of financial assistance also extends
beyond student aid and covers a number of instruction-
related activities which the Colleges can neither afford nor
accommodate with budgeted funds such as learning
materials, computers, specialized equipment for teaching
and opportunities for the professional development of
faculty.

Who gives to the Maricopa
Community Colleges?

Community %hilanthropists, individuals, large corpora-
tions, small businesses, alumni and friends are among
our contributors, including many members of the Mari-
copa Community Colleges’ faculty and staff. Over the past
four years, facuity and staff contributions alone have
reached $780,000. /

Contributions come from those who understand educa-
tion's vital role and from those who believe America’s
future and even its economic survival depend on an edu-
cated work force. Contributors with limited means are as
welcome as those more financially secure.

What is the Maricopa Community
Colleges Foundation?

The Maricopa Foundation is a private, non-profit
501 (c) (3) tax-exempt organization. Its mission is to sup-
plement the financial needs of the Maricopa Community
Colleges. The Foundation is designated to receive gifts on
behalf of the Colleges from individuals, corporations and
foundations. Pdlicy decisions relating to the management
« of funds and property which have been acquired are
made by a volunteer board of directors according to the
wishes of the donors. Board members who are asked to
serve have a wide range of business skills and, without
exception, are distinguished members of the community.
Their diversity and talents are utilized in such Founda-
tion efforts as the Investment Committee, the Fund Rais-
ing Committee and the Gift Allocations Committee.

Contributions are managed by the Foundation’s Execu-
tive Director, working with the Board which consists of
up to 40 members including the Chancellor of the Mari-
copa Community Colleges and two members of the Dis-
trict’s Governing Board as ex-officio members.




Foundation Past Presidents

Donald K. Chambers (1982-83), Presi-
dent and CEO, Chambers-Mayflower
Company. Donald E. Ruff (1992), Senior
Vice President, Bank One; Ralph W.
Elsner (1986), Retired Vice President and
Deputy to the President, Motorola; Paul
M. Pair (1985), Retired Senior Edqucation
Consuitant, Control Data Corporation;
Robert R. Evans (1990), Managing Part-
ner, The Evans Management Company;

John V. Berry (1989), Attorney, Beus,
Gilbert & Morrill; Marianne Fannin
(1988), Chemical Dependency Counselor,
Salvation Army Rehabilitation Center and
Past Chairman of the Board, Republic
National Bank; Richard P. Tillack
(1987), Retired Senior Vice President,
Northern Trust Company of Arizona.

Not pictured: Dennis E. Mitchem (1991),

Arthur Anderson and Company.
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What makes the Maricopa
Community Colleﬁes unique and

why is giving to them so worthwhile?
The Maricopa Community Colleges are responding
to a community-wide need as is no other educa-
tional facilit in the state. In fact, student enroll-
ment among the ten colleges is growing faster than
the county’s population rate. Four out of every ten
county residents have attend~d one of the colleges.
Today, the Maricopa Community College District is
the second largest and the fastest growing commu-
nity college district in the nation with almost
200,000 students.

Approximately 45 percent of Maricopa County’s
high school graduates enter one of the Maricopa
Community Colleges within one year of their grad-
uation. Fifty-one percent of Arizona State Univer-
sity’s upper division enrollment are transfers from
the Maricopa Community Colleges. And 40 percent
of the University’s total undergraduates are former
MCCD students.

The Maricopa Community Colleges provide
excellent educational opportunities at a per-student
cost lower than any college in Arizona and a tuition
rate far lower than the national average. And the
Colleges train and educate more local company
employees than any other educational institu-
tion in Arizona. In the last six years, employee
training programs have been developed for more

than 150,000 employees representing more than
700 employers from business, industry and
governmerit.

Finally, recent studies predict more than one-
half of all future new jobs will require an education
beyond high school and that 75 percent of the cur-
rent U.S. work force will need significant retrainisg
in the next ten years. Obviously, an affordable post-
secondary educatior: such as that offered at MCCD
is vital to our comm:if.¥tv, our state and our nation.

How does an ir: y'vidual or
organization make a contribution?

Gifts can be made in a number of ways — cash,
securities, real estate, paid-up life insurance,
insurance benefits, art o%‘ects and collections or
throug trusts, wills and bequests. A gift can be
made outright or in a multi-year pledge.

In some cases such as wills, trusts and life insur-
ance, consultation with your atiorney is recom-
mended. And to determine the tax consequences
and benefits of your gift, the services of a tax con-
sultant are advised. The Foundation is a qualified
(501 %c) (3) nonprofit organization in accordance
with federal regulations.

Please remember, no gift is too small. Some
donors choose to fund special programs or proj-
ects. Others provide for a memorial or tribute to
a loved one through scholarship funds. Please
write or call us for complete information.

AA

MARICOPA
COMMUNITY
COLLEGES

Maricopa Community Colleges Development Office

PO. Box 13349
Phoenix, Arizona 85002-3349
Phone (602) 731-8400




Board of Directors
Maricopa Colleg¢s Foundation

Officers 199152
President, Dennis Mitchem
1st Vice-President, Donald E. Ruff
2nd Vice-President, LeRoy Gaintner
Secretary, Napoleon Homnbuckle
Treasurer, George Leonard
Immediate Past President, Robert R. Evans

Directors
Elden Barmore, Rio Salado Bank
Barbara McConnell Barrett
Gerry L. Bedore
John V. Berry, Beus, Gilbert, Wake and Morrill
William P. Brown, Retired, McDonnell Douglas Helicopter Co.
Dr. Donald R. Campbell*
George Campbell
Don K. Chambers
Dan Cracchiolo
Pam Del Duca, Delstar Group
0. Mark DeMichele, Arizona Public Service
John Driggs
Dr. John Eckstein, Mayo Clinic
Paul A. Elsner, Maricopa Community Colleges*
Ralph W. Elsner, Retired, Motorola GEG
Marianne Fannin
Steve Forister
David R. Frazer, Frazer, Ryan & Goldberg
Barbara Hitchcock®
Rose Marie Lopez, Arizona Department of Education
Jerry Mayer, Deloitte & Touche
Hamilton E. McRae IlI, Republic Companies
James E. Miller, Retired, Arco Corporation
Pau!l M. Pair, Control Data Corporation
Edwin Petrazzolo, Digital Equipment Corporation
Lincoln Ragsdale, Universal Memorial Center
Donald Reck, 1BM
J.L. Refsnes, Rauscher-Pierce-Refsnes, Inc.
Steve Robson, Sun Lakes Marketing
Willlam Schrader, Salt River Project
Susan Schwartz, Channel 3
James P. Simmons, Retired, Valley National Bank

G.M. Sollenberger, Sollenberger-Sechler Realty Investment Co.

Dr. Warren Stewart, First Institutional Baptist Church
Richard P. Tillack, Retired, Northern Trust
Ted Valdez, Valdez Transfer Company

*Ex Officio

Executive Director
Rea B. Drennen

MARICOPA
COMMUNITY
COLLEGE Si

The Colleges

Estrella Mountain Community College Center
Chandler-Gilbert Community College Center
GateWay Community College
Glendale Community College
Mesa Community College
Paradise Valley Community College
Phoenix College
Rio Salado Community College
Scottsdale Community College
South Mountain Community College

Your gift, in whatever amount, for whatever
purpose — restricted or unrestricted - is truly
a Legacy for Learning

2411 West 14th Street
Tempe, Arizona 85281-6941
602/731-8400




The Foundation is a private, nonprofit Arizona corporation,
established in 1977 to supplement the financial needs of
the Maricopa Community Colleges.

A volunteer board of directors assists in the acquisition
and management of funds and/ or property derived from
bequests, corporate contributions, foundation grants,
enidowments, memorials and annual individual giving,
These funds provide for needs not met by public funds
and tuition revenue.

Why does a public, tax-supported
school need private support?

Our students have needs which cannot be met with tax
dollars and wition. Many of our students must depend on
financial aid to remain in school, despite modest tuition
and fees. In addition, public funds cannot provide
resources required to meet the demands for adult
education brought on by rapid social and technological
change.

Who gives to the Foundation?

Those who value education. Contributors with modest
means are just as welcome as those who are financially
secure. Individuals, corporations, small businesses,
alumni, friends and supporters are among our contributors.

How are such gifts used?

Funds provide for scholarships, staff/faculty development,
endowments, acquisition of learning aids, technical
equipment, and support of special educational programs.
Unrestricted contributions are especially helpful because
they may be applied to several programs. This means the
Foundation can fund programs with the greatest needs
or respond to unexpected opportunities.

What amount is required to
make a gift?

No gift is too small! All contributions are welcomed from
individuals, corporations and foundations. A complete
list of gift opportunities and college needs are available
from the Foundation office. Some donors choose to fund

special programs or projects while others provide for a

memorial or tribute to a loved one through scholarship
funds.

How much money is needed by
the Foundation to meet its

objectives?
The Scholarship Program calls for $1,150,000 over the
next five years.

The Endowment Program calls for $2.25 million in
ultimate endowment to sustain the capacity to generate
quality into the future. This income will support
programs primarily in the areas of student scholarships
and faculty development and renewal.

Who is responsible for the
management and allocation
of gifts?

The executive director, working with a volunteer board,
acquires and manages funds and/or property.

Policy decisions governing expenditures or allocations
are made by the board of directors, on behalf of the
Foundation.

The board consists of up to 40 members, including the
Chancellor of the Maricopa Community College District,
and two members of the governing board, who serve as
ex officio members.

How may I make a gift?

Donations are received in several different ways. A

L

simple, easy way is to contact the Foundation office to

find out about gift opportunities. Then select the way you
wish your gift to be used, and mail your check to the
Foundation. Givers may also designate securities, real
estate, paid-up life insurance or insurance benefits,
trusts, wills, bequests, art objects and collections. These
are all important sources of Foundation support. For
those interested in deferred gifts, such as wills, trusts and
life insurance, consultation with an attorney is
recommended. To determine the tax consequences and
benefits of your gift, the services of a tax consultant are
advised. The Foundation is a qualified 501(c)(3)
organization in accordance with federal regulations.
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"§ enizred Cuesta-College as a
42-year-old returning student.
To my surprise, 1 discovered a
number of other middle-aged
people were students also. The
caliber of instructors was
impressive; moreover, they
understood why I wes there. 1
was inspired to continue on ard
with pride was awarded a B.S.
and an M.P.A. as my grown
children cheered wildly. Cuesta
has remained important in my
life: as a member of the staff, as
a regular at the Library, asa
teacherand JREAN ’
student of short

courses,

Senior’s Day

and the Writers'

Conference, as

an appreciative

participant of

the fine and

performing

arts.”

Mary Moses

Class of 1978

Director of Personnel
San Luis Obispo County
Office of Education
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promise to achieve the
community's vision ...

The vear was 1964,
The magic number was 163.

Cuesta College was little more than
a vision. There was no campus.
Class offerings were sparse. But
the promise of educational excel-
lence was enough to attract 463
students for evening classes held in
San Luis Obispo and Atascadero
high schools that first fall semester.
it would be another vear betore a
full-time schedule of day and
evening classes was established in
the temporary, refurbished bar-
racks and mess halls of Camp San
Luis Obispo. Five more vears
would pass before work on a per-

manent campus would begin.

Today, the concept of a community
college has been achieved. The
enrollment is in excess of 8,200 full-
time and part-time students, and
the College has broadened its hori-
zons and its vision for the future.
Today's leaders take pride in the

Cuesta College
Foundaton ' 2 9

knowledge that the College has
made a difterence in the hives of
close to a half-million individuals:
half 1n college credit classes, and
half in continuing education, con-
tract education and community
service programs. The campus is
readily identified as a place where

people of all ages and from all
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walks of life find programs and
activities to meet their needs . . . to

realize their dreams.

Cuesta College’s primary mission
is two-fold: first, to provide lower
division transfer curricula in the
arts and sciences; and second, to

provide occupational/technical

7

- G ar

education for students seeking spe-
cific career skills. Residents of San
Luis Obispo County have invari-
ably turned to Cuesta College to
acquire the training and education
needed to maintain licensing and
professional advancement. The
campus is an extraordinary com-
munity resource which provides
cultural, public service and civic
benefits. Impressive opportunities
in performance and visual arts,
community recreation, lifelong
learning programs, and health and
wellness programs are examples of
the College’s contribution to the

quality of life on the Central Coast.

As the county's fifth largest
emplover, the College makes a
substantial contribution to the local
economyv as well. Cuesta College
often serves as a catalyst for com-
munitv planning to address com-
munity concerns, and more than
1,000 local residents return the
favor every year by volunteering
services as diverse as working in
the library, helping with registra-
tion or providing career mentoring
for students.

Cuesta College
Foundation

"I was a returning student after
a ten year absence from college,
who was accepted into Cuesta’s
excellent nursing program. The
attitude and support of the
instructors
enabled me to
dL‘UC’IUP the selt
discipline and
study habits
necessary to meet
the rigorous
academic
requirentents of

the program,

Jon DeMorales

Class of 1972

Executive Director,
Atascadero State Hospital
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“Itis with tremendous pride
that | can say that all four of
my children attended and
graduated from Cuesta College.
[ knew that my children’s first
two years of college would be
the best they could get-—right
here at home.

“A plus 1n my job was the
opportunity to
observe and
evaluate in the
classroom. |
can speak with
certainty about
the superior
quality of
teaching and
fearning  at
Cuesta College.”

- .

Ernest G. Cementina, Ed.D.
Dean of Instruction,
Emteritus

uilding on our vision, what
youcando...

The vision of Cuesta College has
been defined over the last three
decades largely through public
funding, but the innovation, exper-
imentation and special attention
associated with quality education
continue to exact a heavy price.
Through private gitt support, vou
can help the College fulfill its mis-
sion to benefit all San Luis Obispo

County citizens.

One of the most important ways
vou can help Cuesta College is by
making a general purpose contri-
bution for use where the needs are
greatest. General support allows
the College the flexibility to imple-
ment new programs in a timely
manner. Private gift support helps
the College guard against state
funding cutbacks. Unrestricted gitt
support permits the College to
maintain essential campus and
community service programs that

cannot be funded otherwise.

You mav choose to allocate vour
contributions to specific programs
or to specific scholarship areas.
Named and endowed scholarships
may be appropriate for gifts of a
certain level. Contributions to the
Cuesta College Foundation may be
one-time only gifts or pledges
payable over a period up to five

years.

Cuesta College 3 1

Foundation

Cuesta College is meeting toda)o

challenges and planning for th

future through 16 separate funding
initiatives. Developed through the
extensive College and community
needs assessment process, these
mitiatives directly address the
challenges facing Cuesta College.
Your support for any of these pro-
jects is an investment in the future
of what has become a dynamic
educational, intellectual and cul-
tural center in San Luis Obispo

County.

In 1964, the magic number for

Cuesta College was 463. Today,

the magic number is just 1. You.
In the spirit of giving, you have .

opportunity to make a significant
difference to the future of Cuesta
College.

PAFullToxt Provided by ERIC '
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0 elp us continue the

commitment...

Increasing demand for College
resources and declining tunds
have led Cuesta College to identity
16 separate funding initiatives for
essential support to programs vital
to academic excellence, student
success and community service.
Your private gift supporting one
or more of these funding
initiatives is an investment in the

future of Cuesta College.

Establish a Faculty Grants Program,
o advance facuhy innovation in
the classroom and to recognize the
relationship of innovation and
scholarly pursui{ to superior
teaching.

"y

Expand the Classroom Based
Research program, to improve the
student learning process across the
curriculum.

Increase the campus-wide use of
the Facilitator Assigted Learning pro-
gram, to provide an increasingly
diverse student population with
special lectures, small group ses-
sions and individualized educa-
tional opportunities.

—

Create an Equipment Endowment
Fund, to supply state-ot-the-art
equipment and sufficient library
resources for student, faculty and

community use.

Establish Teaching and Serviee Excel-
lence Awards, to spotlight exem-
plary work and dedication to
teaching and service by Cuesta
College faculty and staff.

Build a comprehensive College
Readiness Program, to increase
access to Cuesta College's acade-
mic and technical training pro-
grams by students who are at risk

of not furthering their educations.

BEST copy AVAILABLE
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“As a re-entry student at
Cuesta College, | had already
completed four years of college
(the last two years at U.C.
Santa Cruz) majoring in the
humanities and social sciences.
So, at the age of 26, I was a full-
time student again. najoring in
nutrition and facing the
dreaded chemistry. Mucit to
my surprise, [ excelled in math
and chemistry duc to the
personal encouragement aind
outstanding teaching of Dr.
Brundage, Dr. Fischer and Dr.
McKeague. 1 finished with e’
only a B.S. in nutrition but a
master's degree in public heal*h
and finally medical scheol and
my M.D.

“The Latin word
for doctor is
docere wich
means to teach.
It's the part of
medicue thygt |
enjoy the nest,
Cuesta College
nurtured this
part of me and |
am thankful.”

Karen Roberts, M.D.
Class of 1977

Family Medical Center
San Luis Obispo




“No other mlh‘gc

I ltave cover

attended can

compare weith the
overall quality of
tnstruction at

Cuesta College.”

Grace Hayes-Romero, Pharm.D.

Class of 1983

Clinical Pharmacist

Atascadero

“Two years ago | was given a

chance to live here. In Hong

Kong. I never thought about

studying in a foreign country

or enjoying the American life.

“If I had missed
the opportunity,
maybe it would
never happen

agair

“Being at Cuesta
College is a
chance to study
and enrich my

life.”

Wai-Han Fung

Class of 1993
Hong Kong

—s

Augment the Women's Re-entry
Program, to meet the burgeoning
demand of re-entry women as they
return to school with specialized

support system needs.

Establish the College Grant Fund, to
provide scholarship support tor
students with the greatest need
during a time of severe cutbacks in

federal financial aid.

Py

Automate the College Library. to
offer a fully implemented, interac-
tive, computerized system provid-
ing readily accessible, immediate
information retrieval for student

and community use.

-©

Create a Teaching Resource Center,
to provide enhanced professional
development opportunities for fac-
ulty and staff and to house
resource material for study or

research.

Cuesta College
Foundation

- s ]

Launch a Semwor hututive, to estab-
lish an Emeritus College which
promotes intergenerational acts
ties and offers classes of interest to
senior adults, and to support a "Sil-
ver Series ol public events for
senior adults.

2

Create an Encrronmental Education
Program, to consider topics includ-
ing growth, land use planning,
marine habitat and recvcling tech-
nologies, and to house the AMarro
Bay Estuarv and Marine Resources

Collection.

Create a Snull Business Development
Center, to provide seminars, work-
shops and assistance for indivi-

duals establishing and operating

- _

Create a Performing Arts Division, to

small businesses.

bring together student produc-
tions, public events, and classes in
drama, music and dance, provid-
ing a comprehensive program for

students and the community.

Support completion of the College’s
Fine Arts Complex, to provide mod-
ern facilities, including classrooms,
laboratories, an art gallery, and per-
formance spaces for teaching and

participating in the fine arts.

Py

Establish an on-campus Health Fit-
ness Lab, to assess the health and
fitness of students, faculty and
staff, to aid research, and to serve
as a resource for both instructic

and community use.
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‘For all that Lam.
for all that | have
achieved, tor all of
my life, I wili
remember that
Cuesta College was
my anchor as a 26
year-old just out of
the service.”

Rod Tarrer

Class of 1966
Dean,

Student Services
Chancellor’s Office
California
Community
Colleges

\,«{ hat is the Cuesta College Foundation?

The Cuesta College Foundation is a tax-exempt,
nonprofit organization established in 1973 for the purpose of
providing essential financial support for College programs,
services, scholarships, and capital campaigns.

The Cuesta College Foundation is the focus of
community support with thousands of caring citizens giving
time and money to the Foundation, thus ensuring that
quality education and community programs are available to
everyone in the San Luis Obispo County community.

A volunteer Board of Directors made up of local business
and professional leaders as well as College staff, faculty and
students directs the acquisition and management of funds

and donations.
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W hy does a public, tax-supported schoocl need
private support?

Cuesta College is an increasingly important community educational
center, yet nublic tax support has not kept pace with escalating demands
on its resources and services. And like California's universities,
community colleges need charitable gifts to endow scholarships and to
support educational programs and capital improvements. Philanthropy
can mean the difference between ordinary and extraordinary programs
and services for student success, and provides a necessary cushion in

—————— times cf budget crisis. You can provide the gift of opportunity. Every
dollar you give represents your endorsement of the importance of

"Destiny is not
a matter of education.
chance, it isa
matter of choice;
it 1s not a thing

. . s
to be watted for, Who gives to the Cuesta College Foundation?

ttisa thing to : :

be ac,,,mi : Those who value education and the special resources of a local
William community college. Local residents, parents of our students and
Jenmngs students themselves, alumni, friends, corporations, and small businesses
Bryan

are among our contributors.

How are gifts to the Foundation used?

Private gifts, donations, and other non-tax sources provide
) for scholarships, endowments, learning aids, technical
4‘ equipment and educational programs and services.
Unrestricted gifts are especially welcome because they
provide funds for use where the need is greatest or to allow

| the College to respond to unexpected opportunities.




Can I restrict my gift to specific programs or scholarship funds?

Yes. While unrestricted gift support gives the College
flexibility to implement new programs in a timely manner, you
may elect to restrict your gift to a particular program or scholarship
area. Named and endowed scholarships may be appropriate for

gifts of a certain level.

What amount is required to make a gift?

No gift is too small! All contributions are welcomed from
individuals, corporations and foundations. A complete list of gift
opportunities and College needs is available from the Foundation
office. Some donors choose to fund special programs or projects,
while others provide for a memorial or tribute to a loved one

through scholarship funds.

“Education i3 not to make the vouny
How can I make my gift to the Foundation? perfect, but to open fht’;r h"";_"fsl-\"
oMt LOCKe

Contributions to the Cuesta College Foundation are accepted in ’

the form of outright gifts, bequests, life income gifts, or life estate gifts. You may wish to donate

equipment, or to name the Foundation as the beneficiary of a lite insurance policy.

A simple, easy way to get heip in making your decision is to contact the Cuesta College
Foundation office to find out more about ways of giving to the College. For help with bequests
or deferred gifts, consultation with an attorney is recommended, and for help determining tax

benefits, the services of a tax advisor are suggested.

How can I get more information?

For more information or to help support the
Cuesta Coliege Foundation, contact Barbara George,
Executive Director, Cuesta College Foundation, P.O.
Box 8106, San Luis Obispo, CA 93403-8106. Or call
805.546.3279.




Legal Process

Creating an IRS-approved 501(c)(3) community college foundation with tax-deductible
status is not difficuli. It is essential to use the services of legal counsel and a Certified
Public Accountant experienced in establishing not-for-profit corporations.

Let’s assume no foundation currently exists or a new foundation is needed. Why might
a new foundation need to be created? Some older community college foundations oniy
solicit funds for scholarships or specific programs. These foundations generate limited
funding using the devoted volunteers on their boards of directors. However, these
volunteers sometimes resist broadening the scope or altering the purpose of the
foundations they serve. They particularly balk at assuming the responsibility for
raising funds for other than the foundation’s original purposes. So college administra-
tors may prefer to leave such a foundation in place and create a new foundation with a
much broader mission.

Follow these steps to create a new community college foundation:
1. Develop a committee of at least three to serve as the incorporators.

2. Work with legal counsel to create and file the appropriate state documents,
including the Articles of Incorporation, to become a not-for-profit corpora-
tion. These filing fees are usually quite reasonable.

. Form a larger group to write the corporate bylaws. The key volunteer
leadership for the new foundation should be included in this group. Accom-
plish this task while waiting for the state to approve of the new foundation.

. Draft bylaws which provide the foundation with maximum flexibility to
generate additional financial support for the college.

. Hold the corporation’s first annual meeting to officially adopt the bylaws
and elect its directors. Who may attend and vote at the first annual meeting
depends on what is stated in the Articles of Incorporation. As a rule, anyone
with an interest in the foundation can attend and vote at the legally required
annual meeting. All college employees should be invited to attend.

. Conduct the first meeting of the newly elected board of directors immedi-
ately following the annual meeting. At the meeting, the first item of busi-
ness is to elect the board’s leadership for the coming year. One voting
member who should never stand for election is the college president. He or
she should always be a voting member of the Board of Directors and the
Executive Committee. At board meetings, only duly elected directors and
the president can vote.




Some community college foundations find it helpful for an elected or
appointed member of the college Board of Trustees to serve as a director.
However, most believe the college president will reflect the attitudes and
concerns of the Board of Trustees and will advise the trustees of foundation
activities and the concerns of volunteers.

. Adopt appropriate policies and procedures to meet IRS requirements for a
501(c)(3) organization with tax-deductible status. The atiorney and CPA
should draft these documents for the approval of the board.

. File the forms requesting designation as a tax-deductible foundation under
Section 501(c)(3) of the Internal Revenue Code with the nearest IRS region-
al office.

. Celebrate when the IRS numbered designation letter is received. The letter
will also include the foundation’s federal employer identification number.
Both numbers should be listed on all foundation stationery, acknowledge-
ment cards, case statements, and most fund appeals. Lock this very impor-
tant original designation letter from the IRS in the safe after making about
100 copies. ' .

Compile a list of forms and reports (and due dates) which must be filed with
federal and state agencies to maintain the foundation’s newly acquired legal 0
status, One slipup on a required report and the foundation could lose its

corporate tax-deductible status. (See Policies and Procedures for a partial
listing.)

Go raise funds.
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THE COASTLINE COMHMUNITY COLLEGE FOUNDATION Deputy
ARTICLE I
Name

The name of this Corporation is:

THE COASTLINE COMMUNITY COLLEGE FOUNDATION

ARTICLE 11

Purposes
This Corporation is a nonprofit public benefit corporation and is not
organized for the private gain of any person. It is organized under
the Nonprofit Public Benefit Corporation Law for charitable purposes.
The charitable purposes of this Corporation are to promote and assist
the educational program of the Coastline Community College, in accord-~
ance with the mission, policies, and priorities of the College as ad-

ministered by its President.

ARTICLE IIl
Conformity with Regulations
This Corporation shall conduct its operations in conformity with gener-
al regulations established by the Board of Governors of The California
Community Colleges and the implementing regulations established by the

Coast Community College District as required by the Education Code,

Section 72672(c)




ARTICLE IV
Exempt Status and Limitations on Activities
This Corporation.is organized and operated exclusively for charitable
purposes within the meaning of Section 501(c)(3) of the Internal Reve-

nue Code.

Notwithstanding any other provision of these Articles, this Corporation
shall not carry on any other activities not permitted to be carried on
(1) by a corporation exempt from Federal income tax under Section
501(c)(3) of the Internal Revenue Code, or(2) by a corporation, contri-
butions to which are deductible under Section 170(c)(2) of the Internal

Revenue Code.

No substantial part of the activities of this Corporation shall con-
sist of the carrying on of propaganda or otherwise attempting to in-
fluence legislation, and this Corporation shall not participate in, or
intervene in {including the publishing or distribution of statements),

any political campaign on behalf of any candidate for public office.

ARTICLE V

Direcﬁors
The number of directors, the method of their selection and the terms of
their office shall be as specified by the Bylaws of this Corporation.
The President of the College or his or her designated representative
shall be a member of the Board of Directors of this Corporation to
insure that this Corporation operates in conformity with College
policy. This Corporation shall have no members other than the persons
constituting its Board of Directors. The persons constituting its

Board of Directors shall, for the purpose of any statutory provision or
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rule of law relating to nonprofit corporations or otherwise, be taken
to be the members of such Corporation and exercise all the rights and‘

powers of members thereof.

ARTICLE VI
Dedication and Dissolution
The property of this Corporation is irrevocably dedicated to charitable
purposes and no part of the net income or assets of this Corporation
shall ever inure to the benefit of any director, officer, or member
thereof or to the benefit of any private individual. Upon the dissolu-
tion of this Corporation, net assets, other than trust funds, shall be
distributed to the Coast Community College District to be used exclu-

sively for charitable purposes.

ARTICLE VII

Initial Agent for Service of Process O

The name and address in the State of California of this Corporation's
initial agent for service of process is:

John W. PFrancis

1703 Via Palomares

San Dimas, CA 91773

ARTICLE VIII

Amendment of Articles

The Articles of Incorporation of this Corporation shall not be amended
except with the vote of three-fifths (3/5) of the total voting member-

ship of the Board of Directors.




IN WITNESS WHEREOF, for the purpose of forming this nonprofat
corporation under the laws of the State of Calilfornia, I, the under-
signed, constituting the incorporator of this corporation, have exe-

cuted these Articles of Incorporation this 2lstday of May . 1984.

hn| W. Frawgis/
ncgrporator

DECLARATION
I am the person whose name is subscribed below. I am the incorporator
of the Coastline Community college Foundation and I have executed
these Articles of Incorporation. The foregoing Articles of Incorpora-

tion are my act and deed.

Executed on May 21 , 1984, at San Dimas, California.

I declare that the foregoing is true and correct.

Jo W] Francis /

Igcorpprator




Coastline Community College Foundation

BYLAWS
(As amended in September, 1992)

ARTICLE I
Name

The name of this corporation shall be The Coastline Community College Foundation.

ARTICLE I
Principal Office

The principal office for the transaction of business of the corporation is hereby fixed
and located in the city of Fountain Valley, Count of Orange, State of California. The
Board of Directors may at any time, or, from time to time, change the location of the
principal office from one location to another in said county.

ARTICLE I
Seal

The corporation shall have a common seal consisting of a circle having on its circum-
ference the words “Coastline Community College Foundation, Incorporated” and
within the circle the words “Incorporated October 3, 1984, California.”

ARTICLE IV
Purpose

The primary purpose of this corporation shall be to assist Coastline Community
College in the achievement and maintenance of a quality program of public education
and community participation, with Coastline Community College receiving contribu-
tions from the public, raising funds, and making contributions to educational and
community, programs of the Coast Community College District, by developing,
conducting, contacting, and financing supplementary programs and projects designed
to benefit the students and programs of Coastline Community College.

ARTICLE V
Membership

The directors of the corporation, during their time in office, shall constitute the
members of the corporation.




ARTICLE VI
Board of Directors

Number, The Board of Directors shall consist of no fewer than four members,
with the exact number thereof to be determined by resolution of the Board of
Directors. Coastline’s President is a non-elected, voting member of the Board
of Directors.

Powers, Subject to limitations imposed by law, the Articles of Incorporation, or
these bylaws, all corporate powers shall be exercised by or under the authority
of, and the business and affairs of this corporation shall be controlied by, the
Board of Directors. Without limiting any such power or authority, the Board of
Directors shall have the following powers:

(a) To determine this corporation’s objectives and formulate plans
designed to meet them;

(b) To establish policies for administering the affairs of this corporation;

(c) To adopt and control the operation, budget, and financial plan of this
corporation and assure the conduct of the financial affairs on a responsi-
ble basis, in accordance with established policies;

(d) To control, manage, and maintain the property of this corporation,
borrow money for corporate purposes, and to cause to be executed and
delivered therefore, in the corporate name, promissory notes, bonds,
debentures, deeds of trust, indebtedness, and security therefore;

(e) To sell any property, real, personal, or mixed, owned by this corpo-
ration at any time upon such terms as deemed advisable, at public or
private sale, for cash or on credit;

(f) To employ or retain individuals or other corporations as agents or
representatives of the corporations and to describe their role or duties;

(g) To retain uninvested sums received by this corporation, when, by the
discretion of the Board of Directors, such sums cannot be invested
advantageously,;

(h) To retain all or any part of any securities or property acquired by this
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corporation in whatever manner, and to invest and to reinvest any funds
held by the corporation, according to the judgment of the Board of
Directors;

(i) To invest funds received by this corporation in such stocks, bonds,
mortgages, loans, secured or unsecured, or other investments as the
Board of Directors shall deem advisable;

(j) To appoint such committees as it deems necessary, and to prescribe
powers and duties for them;

(k) To select and remove officers of this corporation and prescribe
powers and duties for them;

() To enter into and execute contracts or letters-of-agreement with
individuals, companies, or corporations where the rzsulting product or
activities will contribute to the achievement or maintenance of a superior
program of public education or community participation within the
geographic area served by Coastline Community College;

(m) To control, manage, and maintain programs assigned to the corpora-
tion by the Coast Community College District or other entities which
would result in the achievement or maintenance of superior public
education or community participation within the service area of Coastline
Community College.

Compensation, Members of the Board of Directors shall serve without
compensation, but shall be entitled to reimbursement for expenses in
accordance with corporate policy.

Liability, No director shall be personally liable for the debts, iiabilities,
or obligations of this corporation.

Election and Term of Office. The initial Board of Directors, at its
annual meeting, shall elect a Board of Directors from among the nomi-
nees selected by the board, which shall be divided into three classes in
respect to term of office, each class to contain as near as may be to
one-third of the total number of directors. The directors of one class
shall serve until the annual meeting of the Board of Directors held in the
calendar year following their election, the members of the second class
shall serve until the annual meeting of the Board of Directors held in the




second calendar year following their election, anc the members of the
third class shall serve until the annual mecting of the Board of Directors
held in the third calendar year following their election, provided, howev-
er, that, in each case, directors shall continue to serve until their succes-
sors shall be elected. At each annual meeting of the Board of Directors
following the election of the first Board of Directors, one class of direc-
tors shall be elected from among the nominees selected by the Board of
Directors to serve until the annual meeting of the Board of Directors to
be held in the third calendar year next following and until their succes-
sors shall be elected. All directors will be elected to serve three-year
terms unless they are removed for cause, resign, or are granted a special
exception term of office. Directors may be elected to succeed themselves
in that office for a subsequent term or terms.

Special Exception Term of Office. The Board of Directors may elect

individuals to one-year terms of office. These individuals may, but do
not have to, represent affiliate organizations of the Foundation. The
number of these one year term positions shall not exceed the number of
affiliates, plus three individuals not representing affiliate organizations.

Vacancies. Any vacancy or vacancies in the Board of Directors resulting
from death, incapacity, resignation, expiration of term of office, remov-
al, or otherwise, shall be filled by a vote of the majority of the remain-
ing directors then in office, present and voting, even though less than a
quorum.

Removal, A director may be removed from office, for cause, by the
vote of a majority of the directors.

ARTICLE VII
Meetings

Regular Meeting, Regular meetings of the Board of Directors shall be
held without call on the third Tuesday in the months of January, Febru-
ary, March, April, May, June, September, October, and November, of
said day; provided, however, should said day fall upon a legal holiday,
then said meeting shall be held at the same time on the next day thereaf-
ter ensuing which is not a legal holiday. Notice of all such regular
meetings of the Board of Directors is hereby dispensed with.

Quorum, A simple majority of the total number of elected directors
A
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shall constitute a quorum for the transaction of business at any meeting.

Annual Meetings. With the exception of the annual meeting for 1985-86
which will be called by the resolution of the Board of Directors, the June
meeting of the Board of Directors is designated as the annual meeting of
the corporation and it will serve as the principal organizational meeting
for the purpose of election of directors, election of officers, and the
transaction of other business. Notice of the annual meeting is hereby
dispensed with.

_Meetings. Special meetings of the Board of Directors for any purpose
or purposes shall be called at any time by the president or by any two
directors. Written notice of the time and place of special meetings shall
be delivered personally to each director or sent to each director by mail
or by other form of written communication, charges prepaid, addressed
to him or her at his or her address as it is shown upon the records of the
corporation, or if it is not so shown on such records or is not readily
ascertainable, at the place in which the meetings of the directors are
regularly held. Such notice shall be mailed at least forty-eight hours prior
to the time of the holding of the meeting. The transactions of any meet-
ing of the Board of Directors. however called and noticed and wherever
held, shall be as valid as though made at a meeting duly held after
regular call and notice, if a quorum be present and if either before or
after the meeting or on approval of the minutes thereof. All such waiv-
ers, consents, or approvals shall be filed with the corporate records or
made a part of the minutes of the meeting.

Place of Meeting, Regular meetings of the Board of Directors shall be
held at any place, within or without the State of California, which has
been designated from time-to-time by resolution of the board or the
consent of a majority of directors. In the absence of such designation,
regular meetings shall be held at the principal office of the corporation.
Special meetings of the board may be held either at a place so designated
or at the principal office.

Adjournment, In the absence of a quorum at any meeting of the Board
of Directors, the majority of the directors present may adjourn the
meeting until the time fixed for the next regular meeting of the board.

Attendance. Attendance at all board meetings is required, A director
missing three consecutive meetings may be required to resign.

4




ARTICLE VIII
Officers

Officers. The elected officers of this corporation shall be a President, a
Vice President for Public Relations, & Vice President for Finance, a Vice
President for Legal Affairs, a Vice President for Fundraising, a Vice-
President for Planning, and a Secretary. The Board of Directors, on the
recommendation of the College president, shall also elect an Executive
Director and Treasurer. The Board of Directors may appoint other
officers as they deem appropriate. All officers shall be either ex-officio
(non-voting) or voting members of the Board of Directors.

Election. The Board of Directors shall be nominated in May, and elected
in June. Their terms shall begin with the start of the fiscal year. All
officers of the corporation shall serve for terms of one year, or until
their successors are elected and qualified.

Vacancies. A vacancy in any office because of the death, resignation,
removal, disqualification, or otherwise shall be filled by the Board of
Directors.

President. Subject to the control of the Board of Directors, the President
shall have general supervision, direction, and control of the business and
affairs of the corporation. The president shall preside at all meetings of
the members and directors, and shall have such other powers and duties
as may be prescribed from time to time by the Board of Directors.

Election of President. A President may be chosen at any regular board
meeting six months before the end of the Foundation’s fiscal year.
Whenever possible, for a person to serve as President, he or she should
have previously served on the Foundation Executive Committee. The
Board of Directors shall be nominated in May, and elected in June.
Their terms shall begin with the start of the fiscal vear. All officers of
the corporation shall serve for terms of one year, or until their succes-
sors are elected and qualified.

Vice President for Public Relatigns. Chairs the Public Relations Com-
mittee which plans and carries out the “friendraising” activities of the
Foundation. This may include subcommittees on friendraising events,
donor cultivation, potential board member cultivation, meetings, newslet-
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ters, and other communications, and issues of concern to the Foundation.

Requests for funding allocations from the Foundation’s general fund must
be submitted to this committee, and then taken by the Senior Vice Presi-
dent of Programming to the Executive Committee.

The Public Relations Committee. Plans and carries out the "friendrai-
sing" activities of the Foundation. This may include subcommittees on

friendraising events, donor cultivation, potential board member cultiva-
tion, meetings, newsletters and other communications, as well as issues
of concern to the Foundation. A subcommittee of this committee is the
Advocacy Committee.

The Fundraising Committee, approves the annual fundraising plan of
each affiliate and program supported by the Foundation, calendars all
events in consultation with the Foundation staff, assigns a member to
assist and track each approved fundraising activity conducted under the
auspices of the Foundation, analyzes the effectiveness of each fundraising
activity, and markets and publicizes each fundraising activity of the
Foundation and the College.

Vice-President for Legal Affairs, Chairs the Legal Affairs Committee
which reviews all legal matters and contracts for the Foundation, coordi-
nates the services provided to the Coastline Legal Clinic, establishes,
promotes, and maintains an active Planned Giving program, prepares
bylaw amendments, and establishes policies for keeping official records
of proceedings, donations and other activities.

The Finance and Planning Committee, Is charged with maintaining the
operation of the Foundation, with more successful results each year. It
identifies critical skills and kinfs of knowledge needed for the Board of
Directors, secks potential board members with these needed qualities,
conducts orientation sessions for new board members, plans the annual
board retreat, develops short-term and long-term plans, reviews the
resources of the Foundation staff, evaluates the effectiveness of the
organizational structure and operational procedures, and keeps abreast of
external developments that could have an impact on Foundation opera-
tions. This committee prepares the annual budget, monitors expenditures,
reviews audit reports, establishes fiscal policies, determines investment
strategies, makes recommendations on accepting or rejecting gifts of
property or services, and makes sure all filings are completed on time to




local, state, and federal government agencies.

The Advisory Committee, Collectively or individually shall advise and
assist the Foundation Board of Directors on matters within the Advisory
Committee members’ fields of expertise. Advisory Committee members
shall be sent the agendas and minutes of the Board of Directors and are
encouraged to attend meetings when possible. Advisory Committee mem-
bers may serve as independent contractors to the Foundation.

This committee shall consist of no fewer than five people and shall have
a chair appointed by the President of the Foundation. The committee
shall meet when called by its chair or by the President of the Foundation
or by the President of Coastline Community College.

Members of the Advisory Committee shall be appointed by a two-thirds
vote of the Board of Directors and shall serve at the pleasure of the
President of the Foundation.

Secretary. The Secretary shall take the minutes at the annual meeting
and at the meetings of the Board of Directors. Further, the Secretary
shall sign all documents requiring the official signature of the corpora-
tion’s Secretary.

Executive Director. The Executive Director s! ' keep a full and com-
plete record of the proceedings of the Board or virectors, and keep the
seal of the corporation and affix the same to such papers and instruments
as may be required in the regular course of business, shall make service
of such notices as may be necessary or proper, shall supervise the
keeping of the books of the corporation, and shall discharge such other
duties as pertain to the office or as prescribed by the Board of Directors.
The Executive Director shall serve as an ex-officio (non-voting) member
and as the Secretary for the meetings of the Executive Committee.

Treasurer, The treasurer shall receive and safely keep all funds of the
corporation and deposit or invest the same as may be designated by the
Board of Directors. In accordance with board of director-approved or
-ratified financial transactions, any two of the said officers who have
been duly elected and/or appointed are hereby authorized to withdraw
funds from depository on the check (or draft) of the corporation; and the
said officers authorized to withdraw funds are hereby authorized to
endorse and receive payments of bills and notes payable to the corpora-
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tion. The authority hereby conferred shall remain in full force until
revocation by the Board of Directors of this corporation. The treasurer
shall have such other powers and perform such other duties as may be
prescribed from time to time by the Board of Directors.

ARTICLE IX
Executive Committee

Powers of the Executive Committee, This Corporation shall have an
Executive Committee. The Executive Committee shall have and may
exercise all powers and authority of the Board of Directors when said
board is not in session, subject only to such restrictions or limitations as
the Board of Directors may from time to time specify; provided, howev-
er, the Executive Committee shall not have authority to alter, amend, or
repeal the articles of incorporation or bylaws, or to appoint directors.
Written reports of the actions of the Executive Committee shall be
submitted to the Board of Directors at its next meeting following the
actions of the Executive Committee.

Composition. The voting members of the Executive Committee shall be
the Foundation Board President, Vice President for Public Relations,

Vice President for Finance, Vice President for Fundraising, Vice Presi-
dent for Legal affairs, Vice President for Planniug, the Secretary of the

Foundation, Coastline’s President, and the immediate Past President of
the Foundation, if in attendance. The Foundation Treasurer and the
Foundation Executive Dire~tor shall be non-voting members. The Execu-
tive Director shall act as Secretary for the Executive Committee.

Removal and Vacancies. A member of the Executive Committee, elect-
ed or appointed, may be removed from such committee at any time for
cause by a majority vote of all members of the Board of Directors. If
any vacancy on the Executive Committee exists by reason of death,
resignation, removal, or otherwise, the Board of Directors may elect a
successor member to serve until the next annual meeting of the Board of
Directors.

Meetings. The Executive Committee shall meet once a month, prior to
the regularly scheduled board meetings. Other meetings of the Executive
Committee may be called upon the request of the President of the Foun-
dation or two of the members of the Executive Committee. Motice of any
such meeting shall be given by sending via ordinary mail or by telegram
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to each member at his last known post office address at least two days
prior to such meeting, a notice signed by the Secretary of the Executive
Committee setting forth the purpose, place, and ime of such meeting.
Notice of such meeting may be waived in writing by any member of the
Executive Committee before or after the meetiiig. In addition, the
presence of any member at any such meeting shall be held to be a waiver
of the required notice unless the member makes ‘imely objection.

Quorum. The presence of fifty percent of all of the members of the
Executive Committee shall constitute a quorum for the transaction of
business at any meeting of the Executive Committee.

ARTICLE X
Miscellaneous

Budget. The Board of Directors shall adopt a corporate budget for each
year, which may be reviewed as necessary during the course of the year.
Expenditures for items not provided for in the adopted budget shall
require approval of the Board of Directors. Expenditures provided in the
adopted budget may be disbursed without specific authorization.

Fiscal Year. This corporation’s fiscal period for financial and accounting
purposes shall commence July 1st and end June 30th.

Financial Audit, The financial books and transactions of the corporation
shall be audited within three months following the close of each budget
reporting period, and the results of such will be presented to the Board
of Directors at the first board meeting following the issuance of said
report. The authority hereby conferred shall remain in full force until
revocation by the Board of Directors.

Indemnification. Every person who is or was a director, officer, or
employee of this corporation, or of any other corporation in which he or
she served as such at the request of this corporation, shall be indemnified
by this corporation against any and all liability and reasonable expense
that may be incurred by him or her in connection with or resulting from
any claim, action, suit, or proceeding (whether brought by or in the right
of this corporation or such other corporation or otherwise), civil or
criminal, or in connection with an appeal relating thereto, in which he or
she may be involved as a party or otherwise, by reason of being or
having been a director, officer, or employee of this corporation or such
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other corporation, or by reason of any action taken or not taken in his or
her capacity as such director, officer, or employee, whether or not he or
she continues to be such at the time such liability or expense shall have
been incurred, provided such person acted in good faith, in a manner he
or she reasonably believed to be in or not opposed to the best interests of
this corporation or such other corporation, as the case may be, and, in
addition in any criminal action or proceedings, where there is no reason-
able cause to believe that his or her conduct was unlawful.

As used in the section above, the terms “liability” and “expense” shall
include, but shall not be limited to, counsel fees and disbursements and
amounts of judgments, fines, or penalties against, and amounts paid in
settlement by a director, officer, or employee. The termination of any
claim, action, suit, or proceeding, civil or criminal, or its equivalent,
shall not create a presumption that a director, officer, or employee did
not meet the standard of conduct set forth in this section.

Expenses incurred with the respect to any claim, action, suit, or proceed-
ing of the character described in the section may be advanced by this
corperation prior to the final disposition thereof, upon receipt of an
undertaking by or on behalf of the recipient to repay such amount unless
it shall ultimately be determined that he or she is entitled to indemnifica-
tion hereunder.

The rights of indemnification provided in this section shall be in addition
to any other rights to which any such director, officer, or employee may
otherwise be entitled by contract or as a matter of law, and, in the event
of any such person’s death, such rights shall extend to his or her heirs
and legal representatives. The provisions of the section are separable,
and if ary provision be held invalid, all other provisions are fully in
effect and such invalid provision enforceable, it being the intent of this
section that this corporation indemnify each of the directors, officers,
and employees of this corporation to the maximum extent permitted by
law.

Execution of Contracts. The Board of Directors authorizes the Execu-
tive Committee to enter into any contract or execute any instrument in
the name of and on behalf of this corporation, and such authority may be
general or confined tc specific instances, as determined by the Board of
Directo:s.




ARTICLE XI
Amendment of Bylaws

These bylaws may be amended or repealed and new bylaws adopted by the vote
of a majority of the Board of Directors present at any directors’ meeting, except
that a bylaw fixing or changing the number of directors may be adopted,
amended, or repealed only by the vote or written consent of a majority of the
directors of the corporation.

ARTICLE XI
Agent and Principals Office

The principal office and agent of this corporation for service of process is:

1/dw <faodtn> bylaws.693




ARTICLES OF INCORPORATION

oF ENDORSED

BUTTE COMMUNITY COLLEGE FOUNDATION o FIEED o

" s Stzts of Cafifamia

FEB 31932

“1£RUH FONG £U, Seugtuy of Shte

ARTICLE I
® The name cf the ccrporation is:
BUTTE COMMUNITY COLLEGE FOUNDATION

ARTICLE II

This corpcration 1is a non-profit public benefit corporation
apd is not organized for the private gain of any person. It is
crcanized under the Nenprofit Public Benefit Ccrporaticn Law for
charitable purposes. This corporation is nct organized, nor
chall it be operated, for pecuniary gain or profit, and it does
not cecntemplate the dictributicn of gains, profits cr dividends
ro the members thereof or to &ny private shareholder or
individual.  The property., assets, profits and net income of this
corpcraticn are irrevocably dedicated to charitable, scientific
and educational purposes, and no part of the profits or net
income of this corperaticn shall ever incur to the penefit cf any
director, officer or member thereof or to the benefit of any
private sharehclder or individual. Upon the liguidation oI
dissolution of this corpcration, the assets of this corporation
remaining after payment of, or provision fecr payment of, all
debts and liabilities of this corporation shall not inurs to the
benefit of any private perscn, but shall be distributed and paid
cver to such fund, foundation or corporation organized and
operated for charitable, scientific, or educaticnal purposes &as
trhe Bcard c¢f Directors shall be gualified for exemption from
Federal Inccme tax under Section 501(c) (3) of the Internal
Revenue Code cf 1954 as now in effect or as subsequently amended.

ARTICLE III

The specific and primary purposes fcr which this corporation
is fcrmed are:

To previde an inetrumentality for financing and undertaking
activities, projects, and functions cf an educaticnal, charitatle
and/or scientific nature which will benefit the students and
penefit and augment the educational and ccientific programs of
Buytte Community Ccllege District of Butte.and Glenn Counties and
such District as it may subsecuently be knpown by a gifferent rame
through annexation, reorganization or other action which results
in a change in its name.
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ARTICLE IV L

The general purposes for which this corporation is formed

N (a) To accumulate funds for the purpose of awarding
Q;scholarships to assist students attending Butte College so that
¢ chey may cbtain education beycnd the secondary or high school
@level. Such scholarships shall be awarded on the basis of 1)
f the donor's criteria, 2) merit, and 3) need of the applicants.

(b) To afford and encourage cpportunities for the
establishment of permanent collections, art endowments, research
and educational projects and otherwise provide aids to educaticn
supplementary to State and local tax means.

(¢) To solicit, cocllect, receive, acgquire, hold and invest
money and property, both real and personal, received by gifct,
contribution, beguest, devise cr otherwise; to sell and convert
property, both real and personal, into cash and to use the funds
of this corporaticon and the proceeds, income, rents, issues, and
profits derived from any property of this corporation for any of
& the purpcses for which this corporation is formed. :

i (3) To purchase or otherwise acquire, own, hold, sell,
#¥ assign, transfer, cr otherwise dispose of, mortgage, pledge, or
Ml otherwise hypcthecate or encumber, and to deal in and with
8 <nhares, bonds, notes, debentures cr other securities or evidences
i3 of indebtedness of any person, firm, corporation cor association
2% =2nd, while the owner cr holder thereof, to exercise all rights,
¥ powers and privileges of ownership. -
; !
S (e) To purchase or otherwise acguire, own, hold, use, sell,
M exchange, assign, convey, lease or otherwise hypothecate oOr

s encumber real and personal property.

. (f) To becrrow money, incur indebtedness, and to secure the
M8 repayment of the same by mortgage, pledge, deed of trust, or
S other hypothecaticn of preperty, both real and personal.

S (g) To sgonsor expeditions or explorations of scientific
| quest; to subsidize scientific research; to publish repcrts,
B proceedings, bulletins cr journals of science, education cr ar<,
B .- divisions thereof; and in general to do any Cr all thingcs

Bl conducive to dissemination of Xnowledge of the.sciences and the
B arts, or necessary OrL incidental to the realization cf the
B purposes aforementioned.




.........

(h) To own, manageé, finance and/or operate a student
dormitcry used by the students attending Butte College.

(i) To carry into effect any cne or more of the objectives
or purposes contained in articles 1I and III of these articles of
incorporation and to that end to do any one Or mOIE€ of the acts
and things mertioned therein, and likewise any and all acts ¢r
things necessary or jncidental thereto; and, 1in conducting Or
carrying on its sctivities, and for the purpose of promoting OT
furthering any one OI more of its said objects oOr Ppurposes, to
exercise any CT all of the powers hereinabove set forth in
Articles II and 111 of these articles of incorporation, and any
other CIX additional pcwer DNoOwW or hereafter authorized by law,
either alone Or in conjunction with others, 2as principal, agent
or otherwise; crovicded, nowever that this corporation shall not
have the pcwer to, and shall not, ‘carry on propaganda, ©OT
otherwise attempt, tO influence legislation or to participate in,
or intervene in (incluéing the publishing or distributing of
ctztements), &any political campaign on behalf of any candidate

fcr public office.

The statements of purpose contained in articles II znd 111
of these articles o©of incorporation shall be construed 2as
ctatements of both purposes and powers, and the purposes and
powers stated in each clause, except where otherwise expressed,
shall be in no way limited or restricted by reference to OI
inference from the terms pendent purposes and powers.

ARTICLE V

The name of the initial agent of the corporation for service

cf process is Nancy Griswold whose complete business adcéress is
3536 Butte Campus prive, Oroville, CA 95965.

ARTICLE VI

The name of the uninccrporated association which is bheing
jncorporated 1is BUTTE COMMUMITY COLLEGE FOUNDATION.

ARTICLE VII

The unincorporated association whose name is set forth 1in
Article VI of these Articles of Incorporation is beinj
jncorporated DY the filing of these Articles.

ARTICLE VIII

[

This corporaticn is not authorized to issue shares of stock.
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ARTICLE IX

The powers of this corporation shall be exercised, its properties
controlled, and its affairs conducted by a bcard of no less than fifteen
(15) and no more than twenty-five (25) directors. The number of directors
herein provided for may change by a duly adopted by-law.

The names and addresses of the persons who are appointed to act as the
first directors of this corporation who are to serve until the election and,
qualificaticn of their successors are as follows: :

Mrs. Yvonne Hobbie Mr. Ted Cleveland

97 Pine Oaks Road, Oroville, CA 95966 1622 Louie Lane, Paradise, CA 95969
Mr. Robert Bramlage Mr. Thomas Wilson

49 Rockridge Ct., Oroville, CA 95366 6686 Brook Way, Paradise, CA 958966
Mrs. Janice Clay Mr. Ray Gollnick

3 Beverly Drive, Oroville, CA 95366 Rt. 4, Box 4290, Orland, CA 95963
Mr. Marvin Davidson Mrs. Myrna Hunt

1090 E. 20th, Chicc, Ca 385928 Rt. 1, Box 1046, Orland, CA 95963
Mr. Jeff Stover Mrs. Yvonne Koehnen

260 Cohasset Road, Chico, CA 55926 Rt. 1, Box 242, Glenn, CA 95943
Mr. Gerald Schuller Mrs. Rowena Hoever

489 Country Drive, Chico, CA 95828 262 S. Enright, Willows, CA 95988
Mr. Richard Eiselt : Mr. Dean Stoulil [
30 Independence Circle, Chico, CA 95926 Rt. 2, 255, Wwillows, CA 95988 \
Mr. Ken Baker Mrs. Claire Rumiano

1276 Hooker Oak Ave., Chico, CA 95926 Rt. 1, Box 235, Willows, CA 95988
Mr. Greg Correa Mrs. Marcaret Hughes

308 Ord Ranch Road, Gridley, CA 953948 166 Blue Bird Ln. Gridley, CA 95948
Mr. Lowell King Mr. Lou Cecchi

279 Obermeyer Ave., Gridley, CA 95948 233 ward Blvd., Oroville, CA 95966
Mr. James Graff Dr. Betty Dean

P.O. Box 265, Gridley, CA 935943 758 westmont Ct., Chico, CA 95926
Mrs. Cornstance Barnes

P.0. Box 90, Chico, CA 95927

ARTICLE X

The original by-laws of this corporation shall be made and adopted by
the Board of Directors, and may thereafter be amended or repealed by any
means provided in the by-laws.

ARTICLE XI

Upon the dissolution of this corporation, after paying or adeqguately
providing for the debts and obligations of this corporation, the directcrs
or persons in charge of the liquidation shall distribute or apply all
remaining assets, in such manner as they shall determine, for the benefit

of one or

N ("
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more non-profit, charitable ox educational institutions to be
selected by them, operated for the benefit of the Butte Community
College District or the students or the students and faculty at
Butte College; provided, however, that at the time of such
distribution, the institution or institutions to which such
distribution is made shall be an organization or organizations
exempt from taxation under Section 23701(38) of the Revenue and
Taxation Code of the State of California, or exempt under Section
50l(c) (3) of the Internal Revenue Code Section of 1954 or the
corresponding provision of any future United States Internal
Revenue Law.

ARTICLE XII

This corporation reserves the right to amend, alter, change,
add to or repeal any provisions contained in these Articles of
Inccrperation, in the manner now Cr hereafter prescribed in law,
and all rights and powers conferre)] by these Articles of
Incorporation on members, directors, and officers are cranted
subject to this reservation.

IN WITNESS WHEREOF, for the purpose of forming this
nonprofit corporation uncer the laws of the State of California,
we, the undersigned, constituting the incorporators and the
persons hereinzbove named as the first directors thereof, have
executed these Articles of Incorporation this 23rd day
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DECLARATION

Wwe are the persons whose names are subscribed below. We O

collectively are all of the incorporators of Butte Community

College Foundation and all of the initial directors named in the

Articles of Incorporation,
Articles of Incorporation.

Incorporation are our act and deed, joint and severally.

and we all have executed these

The foregoing Articles of

o .
Executed on ! /ﬁ , 19 9L , at C)(Cnthkx. , California.

We, and each of_ us, declare that the foregoing is true and

%WVQ;LW

Y»onﬂe Hobbie, Director

RN /Awé

BQ?ert Bramlag\ 51rector

W,{,

u:rv1q Dav{asoﬁ Director”

(gi%ézijf\izg:Dlrector
0A.

“@Enald Schuller, Director

Constance Barnes, cirector

Ted CLé 1ang ector

\;? Wl.le ;M
R34 q;llnlck, S irector

m\-’“’u o = o

Mi;ﬁf gunt, Director

\\
[P reens
i%j71e Koehnen, "Director
-7
Bt . %{}(/’/ﬁ—

owena Hoever, Director
7

Ay, . YU DD

Zijire Rumiano\ Director 3
LEAN Aéggr— B

E; Stoulllwe

Marg esizgﬁrector

gﬁ A?c S

Lou Cecchi, Directcr

Betty Dean, Director
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. . 7<= ARTICLES OF INCORPORATION i ) R
it commamy Saizzer roommere[AALA Tog b

. " BUTTE COMMUNITY COLLEGE FOUNDATIO et - .

oo- e TITTT TS TTRISTT ST A MARCH FONG EU, Secretert of State

T YQonﬁe;qubie énd‘éonéféﬁce Bq;neS.cértify-that}'ff-; -

1.  They are thé'president and the secretary, respectively,
of BUTTE COMMUNITY COLLEGE FOUNDATION, a California corporation.
- 20 'Article XIII is added to the articles of incorporation

- and reads as_follows: . - - ' e o -

ARTICLE XIII
- Notwithstanding any ' other .provision of these
Articles the corporation shall not carry on any - other
activities not permitted to be carried on (a) by a
corporation exempt from Federal income tax under section
501(c) (3) of the Internal Revenue Code of 1986 {or the
corresponding provision of any future United States
Internal Revenue "law) or (b) by a corporation
contributions to which are deductible under section
170(c) (2) of the Internal Revenue Code of 1986 (or the
corresponding provision of any future United States
Internal Revenue law).

3. The foregoing amendment of articles of incorporation has
duly approved by the board of directors.

4. The corporation has no members.
We further declare under penalty of perjury under the laws of

the State of California that the matters set forth in this
-gertiﬁicate are true and correct of our own knowledge. . L

/W%WW%
vénne Hobble, President .
&L@Zﬁ% @77\&0 )

Constance Barnes, Secretary

R T CAPR 081992




STATEMENT BY GOVERNING
BOARD MEMBERS OF APPROVAL OF
INCORPORATION OF BUTTE COMMUNITY
COLLEGE FOUNDATION
BY THE ASSOCIATION
The undersigned, being Governing Board Members of BUTTE

COMMUNITY COLLEGE FOUNDATION, the unipcorporated association
specified in the foregoing Articles of Incorporation, state that
the incorporation of said association by means of the foregoing
Articles of .Incorporation to which this Statement is attached has
been approved by the association in accordance with its rules and

procedures.

(11415acb 1232$14J _
CONSTANCE BARNES, DIRECTOR

%}«%_

MARVIN Davifscy, DIRECTOR

DECLARATION
Each of the undersigned declares under penalty of perjury
that the statements contained in the foregoing statement are true
of his or her own knowledge and that this declaration was

executed on October 29, 1991, at Chico, CA
(;1411u~ua 6803*4Lf

CONSTANCE BARNES, DIRECTOR

o y

MARVIN DAVIZSON, DIRECTOR
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STATEMENT BY GOVERNING BOARD MEMBERS OF APPROVAL OF
INCORPORATION OF BUTTE COMMUNITY COLLEGE FOUNDATION

The undersigned, being Governing Board Members of Butte
Community Collége Foundation the unincorporated association
specified in the foregoing Articles of Incorporation, state that
the incorporation of said association by means of the foregoing
Articles of Incorporation to which this Statement 1s attached has
been approved by the association in accordance with its rules and

procedures.

C Ao, Carey Db ML,
Il ganc )
4;7’ Boafd Member <J

AFFIDAVIT

State of California )

)
County of G AlTT )

c £ A i Lone Larnes , /’/Lrga-ur' Des e d /A-q,(a.sl bnd Cobert W. ﬁfgﬁ?/‘,?e’
being duly sworn, each for himself/herself, “depose and say:

ss.

That they have read the foregoing statement and know the
contents thereof.

That the matters set forth therein are true of their own

knowledge. r///’

C. Linda Barnes é/// Robert W. Bramlage
(Typed Name) (Typed Name)

L

Margaret Desmond Hughes
(Typed Name)

lﬁh
Subscribed and sworn to before me this 23 day of /@9 51,

1991.
zﬁbuéu»J7ﬁ.%%L¢¢4°

Notary Public

I N S RS S N e Pl e e e e e g
=, OFFICIAL SEAL |

& TTh3 BAREARA M GRAVES t

WD Site W N TTARY BUBLIC ¢ CALIFORNIA |

ST BUTTE COUNTY '
\kﬁ//
HE My comm. expires MAR 22, 1982 /f

S >
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CORPORATION DIVISION

1. MARCH FONG EU, Secretary of State of the
State of California, hereby certity:

2 I That the annexed transcript has been compared with
B the corporate record on file in this office, of which it
| purports to be a copy. and that same is full, true and

correct.

IN WITNESS WHEREOQOF, 1 execute
this certificate and affix the Great
Seal of the State of California this

FEB 10 187

‘A &5 A Wandh Foe

; Secretary of State

" L BTATL FOau CL.1OY et » oout
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ENDORSED

FILED
. in the office of the Sacretory of Siole ‘
ol the State of Cohlorrwa .
ARTICLES OF INCORPORATION S
OF FEB O 1967

CHAFFEY COLLEGE FOUNDATION MARCH FONG EU, Secretary of State

ARTICLE T

The name of this corporation is CHAFFEY COLLEGE
FOUNDATION.,

ARTICLE 1
A. This corporation is a nonprofit public benefit corporation

and Is not organized for the private galn of any person. It Is organized ‘

under the Nonprofit Public Benefit Corporaticn Law for charitable purposes.

B. The specific and primary purposes of this corporation are to
engage In the solicitation, recelpt, and administration of property and, from
time to time, to disburse such property and the income therefrom, to, or for
the benefit of, Chaffey College for cultﬁral, educational, and community

service purposes.

ARTICLE Il

The name and address in the State of Californla of this .
initial
corporation's agent for service of process s
A




State of California
March Hong T Seammachsser
ﬁgm-gtm.g of State Phone: (916) 4452020

STATEMENT BY DOMESTIC NOMPROFIT CORPORATION

THIS STATEMENT MUST BE FILED WITH
CALIFORNIA SECRETARY OF STATE (SECTIONS 6210, 8210. .S60 CORPORATIONS CODE)

o TE: 5-5-87 1398887

CHAFFEY COLLEGE FOUNDATION

E

DO NOT ALTER PREPRINTED NAME. If ITEM 1 1S BLANK. PLEASE ENTER CORPORATE NAME DO NOT WRITE IN THIS SPACE

SEREAD' INSTRUCTION

BUITE OR ROOM | 24, .i2n.
(IF NONIE, COMPLETE 3-38) :
5885 Haven, Rancho Cucamonga, California 97101
= (DO NOT USE ».0. BOX NO.} CITY AND STATE Z1» CODE
B3. MAILING ADDRESS (OPTIONAL) SUITE OR ROOM | 3A. 38 i 3
B § 5885 Haven Rancho Cucamonga, California 91701 R
- CITY AND STATE Zip CODE
NAMES OF THE FOLLOWING OFFiCERS ARE:
4, 4A. 48. AC.
Paula Grigsby 5885 Haven Rancho Cucarwonga, CA 91701
CHIEF EXECUTIVE OFFICER BUSINESS OR RESIDENCE ADDRESS (DO NOT USE ».O. BOX) CITY AND STAYTE Zip CODE
‘B Sa. Sa. sC.
Andrea Dutton 5885 Haven Rancho Cucamonga, CA 91701
. SECRETARY BUSINESS OR RESIOENCE ADDRESS (DO NOT USE p.O. BOX) CITY AND STATE . Zip CODE
- - 8. SA. 68 6C.
Leonard Mather 5885 Haven Rancho Cuca~onga, CA 91701
- CHIEP FINANCIAL OFMCER BUSINESS OR RESIOENCE ADDRESS (DO NOT USE P O. BOX) CITY AND STATE P CODE
- 7

AGEMT FOR SERVICE OF PROCESS:

Paula Grigsby, 8480 Utica Avenue, Rancho Cucamonga, CA 91730

CALIFORNIA BUSWIIS OX RESIOENCE ADDRESS IF AN INOIVIOUAL (DO NOT USE P O. pOX) ONLY ONE AGENT CAN B& NAH‘V‘DO\NOT INCLUDE AODRESS I# AQENT
1S A CORRORATION. -

8. 1 DECLARE THAT luﬁl.gé(fumeo THIS STATEMENTY AND TO THE BEST OF MY KNOWLEDGE AND SELIEE. (T 1S

_ P yd
-/ -P7  Exacutive officer PAYLA GRIGSBY o] T%Z\ /ézga)é 55/

-

]

oate nru TYPE O SHINT NANME OF SKINING LPPCER OR AGER® sranarLst
R AT o
roees 3§ © 100

R 2 41N

PAruntext providea by enic || *
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IERIC

PAFullToxt Provided by ERIC

SECRETARY OfF STATE
P O BOX 2830. SACRAMENTO 95812

INSTRUCTIONS FOR COMPLETING STATEMENT BY DOMESTIC NON-PROFIT CORPORATION

FILING PERIOD:

FILING FEE:

ITEMS 2-2B:

ITEMS 3-3B:

ITEMS 4-6C:

ITEM 8:

(NOTE) ITEM 1:

All Nonprofit Corporations must tile within 30 days after filing articles of incorporation. Thereatter,
corporations must file annually by the end of the calendar month of the anniversary date of its
incorporation, orwhenthe agent for service of process or his'her addressis changed.

All Nonprofit Corporations must submit a TWO DOLLAR-FIFTY CENT (8$2.50) filing fee with this
statement. (Section 12210(B) Government Code.) Check or money order should be made
payable to Secretary of State. PLEASE DO NOT SEND CASH.

The address to be entered is the STREET address of the corporation's principai office. Enter
room or suite number and zip ccde. Do not use post office box number.

The address to be entered is the MAILING ADDRESS for the corporation.

Complete by entering the names and complete business or residence addresses of the cor-
poration’s chief executive officer (i.e., president, chairperson or other title), secretary, and
chief financial officer (i.e., treasurer, chairperson or other title). No list of additional officers
should be submitted. Do not use post office box numbers.

Sections 6210, 8210 of the Corporations Code, makes it mandatory that domestic Nonprofit
Corporations designate an agent for service of process. An agent for service of process is one
who may accept papers in case of a law suit against the corporation. The agent may be an in-
dividual who is an officer or director of the corporation, or any other person. The person named
as agent must be a resident of California. Only one individual may be named as agent for ser-
vice of process. Or, the agent may be another corporation. However, a corporation named as
agent for service of process for another corporation must have on file in this office, a certificate
pursuant to Section 1505, Corporations Code. The certificate is required ONLY if a corporation
is named as agent for service of process for other corporations. A CORPORATION CANNOT BE
NAMED AS AGENT FOR SERVICE OF PROCESS FOR ITSELF. (For example, ABC Corporation
cannot name ABC Corporation as its agent for service of process.)

If the agent is a person, enter name and complete business or residence address It agent is
another corporation, erter name of corporation only, and do not complete address portion.
Only one agent for service of process is to be named.

Signature of corporate officer or agent is required to complete the form. Enter hitle and date signed.

Do not alter the preprinted corporate name. If corporation name is not correct, please attach
note of explanation. If space is blank enter exact corporate name and number. do not include
your DBA name.

FAILURE TO FILE THIS FORM BY THE DUE DATE IN ITEM 1 WILL RESULT IN THE ASSESS-
MENT OF A PENALTY. (Sections 6810, 8810, Corporations Code, and Section 25936, Revenue
and Taxation Code.)

NOTE: Your canceled check is your receipt of filing. We suggest that you make a copy of this torm before mailing. if
you wish one for your files.




The California Options

It is against the law for a public, tax-supported institution to make a gift of
equipment, services, or facility usage to another organization or individual not
under the control of the institution’s governing board. Any governing board or
college administrator that, in fact, does make a gift of public funds as described
above, may be held liable. Even in-kind services such as staff and/or phones, are
covered by this principle.

This principle poses a great dilemma for community colleges across the nation who
want to organize and help foundations through their formative years. Trustees and
administrators at colleges outside of California have looked the other way during the
initial organization and first years of operation.

In the early 1980s, enlightened California leadership recognized these legal and ethical
problems. Because of the impact of Proposition 13, the legislature thought each
community college would probably need and want its own active foundation. The
legislation adopted allows a community college district to make a gift of public funds
to an organization governed by an independent board of directors. However, a master
agreement must be signed by both the foundation board of directors and the elected
trustees. This agreement must state that foundation activities are limited to those listed

in the Title V regulations for auxiliary foundations/organizations. This list includes:

Student association or organiza- Bookstores
tion activities

Facilities and equipment
Loans, scholarships, grants-in-

aids
Public relations programs

Workshops, conferences, insti-
tutes, and federal projects

Gifts, bequests, devises, endow-
ments, and trusts

Campus food and other services
Alumni activities

Student union programs

Supplementary health services




The following comparison of independent and auxiliary foundations will be helpful:

Independent/No master agreement w/trustees

Must be incorporated in the State of Cali-
fornia as a not-for-profit crganization.

Must apply for and receive designation
from the IRS showing that the incorporat-
ed organization qualifies as a 501(c)(3)
corporation to which contributors can
make tax deductible donations.

May have a board of directors limited only
by its charter.

May support any program or activity that
does not technically violate its charter or
jeopardize its not-for-profit or tax-deduct-
ibility status.

Must generate revenues to cover all costs.

Must have an audit to meet IRS standards.

May hire employees or independent con-
tractors.

May receive, operate, develop, or sell
property and equipment. However, they
may nor receive campus property for
development.

Does not have to make reports except to
the State of California and the IRS.

. Financial statements for the previous year
must be on file with the Board of Trust-

Auxiliary/Master agreement w/trustees

. Same as independent

. Same as independent

. Same as independent.

. May only support or operate those pro-

grams listed in Title 5 of the California
higher education codes.

. District may cover all or part of the costs

of operating the foundation when both
boards have signed a master agreement.

. Must have an audit to meet Title 5 regula-

tions and those of the State Department of
Finance and the IRS.

. May hire employees or independent con-

tractors.

. Depending on the terms of the master

agreement, may receive, operate, develop,
or sell property.

A typical proviso states that the college
president can determine whether property
should be accepted.

. Per master agreement, may provide trustees

with reports and seek board approval for
foundation activities to make sure they are
covered by district master insurance policy.

10. Same as the independent.




This is the process for becoming an auxiliary foundation:.

‘ 1. The elected board of trustees must. adopt regulations for governing an auxiliary
foundation.

2. The adopted regulations must be reviewed and approved by the State Chancell-
or’s office.

3. The board of trustees must negotiate and draft a Master Agreement with the
directors of the college foundation.

4. The board of trustees then adopts the Master Agreement as an offer to the
college foundation.

5. The foundation board of directors votes to accept and signs the Master Agree-
ment.

If the board of trustees and the board of directors fail to enact a Master Agreement,
the status of the college’s foundation reverts to or remains that of an independent
foundation, meaning it must raise all of the funds required to cover staff, office space,
phone service, supplies, and other costs of operation.

Within a master agreement, terms could be established for the repayment of services,

‘ staff, facilities, etc., provided by the district. The \Jistrict could offer to include the
foundation and its board of directors under the district’s liability insurance coverage,
and also include the foundation in the annual audit of the district and its organizations.
Both of these benefits greatly assist a foundation in attracting qualified board members
and donations from the private sector.

Legally, every community college foundation in California which does not have a
master agreement must raise sufficient funds to pay for its entire operation,
including the cost of its office space, staff, and use of equipment.

Problems

To my knowledge, there have been few if any problems associated with the activities
and operations of any auxiliary foundation. Many auxiliary foundations have both
faculty and classified representatives on their boards of directors, and such interaction
frequently puts an end to rumors and misunderstandings among college employees.
Unfortunately, this can’t be said about the operation of some independent foundations.

The most frequently cited example of abuse by a community college foundation
occurred several years ago in San Diego. In that case, the independent foundation

’ literally became a competitor with its district for a number of profitable contract
education opportunities. The foundation was more competitive because it paid its
employees less than they would have received as district employees.

, -
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At the same time, faculty positions in the district were being reduced. The district
employees felt helpless in their efforts to stop these obviously counter-productive
activities by the foundation. With help from their friends, a bill abolishing community
college foundations found significant support within the legislature. Only a hue and
cry from those attempting to organize auxiliary foundations kept this bill from
becoming law,

Recently, there have been other examples of administrators and trustees making gifts
of public cash, iand, or property to independent foundations, most frequently without
the knowledge of the elected board of trustees. Many of these transactions have caused
serious concern among the faculty and classified staffs.

Legislation to address faculty and staff concerns about independent foundations
developing campus property has been adopted. Also, foundations which support a
college or its programs must file a copy of their most recent audited financial reports
with the college board of trustees. In California, there continues to be some commu-
nity college employee distrust of community college foundations.




TITLE S CALIFORNIA COMMUNITY COLLECES § Se2s1
(Rogiater §1. Ne. 1934881} (p- 884.12.1)

CHAPTER 435. AUXILIARY ORCANIZATIONS

Article 1. Scopr and Definitions
. S$8250. Scope. .

(a) The governing body of & community college district may establish auxil-
iary organizations for the p;rsoae c:;‘provxdmg supportive services and special-
ized programs for the general benefit of its college or colleges, as determined
by the governing board. Such organizations shall be estabiished ind mamtained
in sccordance with the provisions of Article 6 (commencing with Section 72670)
of Qxc;;:ter 6, Part 43 of the Education Code, and the regulations contzined in

1 pter. :

(b) Other organizations which provide supportive W
programs for the general benefit of colleges, which are aythorized by other
provisions of law, aeed not be established a3 an auxliary organization pursuant
to this chapter. If, however, an organization is Aot mbm an auxiliary

organizadon in accordance with the provisions of this chapter, its powers and
duties will continue to be defined by the other provisions of 12w which provide

- for its establishment and operation.
(¢) An auxliary organization whicl. was in existence on or before August 31,

1980, may continue to operate under the provisions of Article § (commencing
with Section 72670) of Chapter 6, Part 45 of the Education Code, as it read on
August 30, 1980. Such organizations, however, shall operate only in accordance
with the provisions of former Article & and shall not, unless established and
. maintained in accordance with the provisions of this chapter, be vested with
any additional authority or flexibility that may be provided by this chapter and
the current Article § (commencing with Section 72670) of éhnpter 6, Part 45
of the Education Code.
NOTE: Authonty cited: Sections 71020. 72672 Education Code. Reference: Article 8
(commenaing with Section 72570), Chapter & Part 45, Education Code. :
HISTORY: )
1. New Chapter 4.5 (Articles 1-J, Sections $9250-39276, not consecutive) filed 3-4-81;
effective thirtieth day thereafter (Reguster 81, No. 19).

59251. Definitions. .

For thueniu:pom of this chapter, the following definitions shall be applied:

(a) Auxliary organization: An “auxiliary organization” is an eatity author-
ized by Section 72670 of the Education Code which is established by the govern-
ing board in accordance with the provisions of this chapter and Article 6
(commencing with Section 72670) of Chapter 6, Part 45 of the Education Code.

(t; Written agreement: A “written agreement” is an agreement between a
community college district and an auxliary organization which may implement
g{x:therwise address the requirements of subdivision (j) of Section $9257 of this

pter.

NOTE: Authonty cited: Sections 71020, 72672, Education Code. Reference: Sections




-12670-72682 of the Education Code, district
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Article & District Responsibilities

39235, Conditions for Establishment.
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(e) istri must at such time as it recognizes an auxliary orgenizztion,

submit to the Chaneellor any written agreemeat with an ausiliary organization,

as well as the articles of incorporation, bylaws, or other governing instrument

of the particular auxilisry crganization.

NOTE: Authority eited: Sections 71020, 72672, Education Code. Reference: Section T2:B7L,

Educatica Code.

39257. Implementing Bcﬁ:rﬁom. '
Each district governing d wishing to establich an auxiliary organization

must adopt implemenﬁn&r:g\ﬂaﬁom. and submit such regulations to the

Chancellor for approval. implementing regulations must contain pron-

sions which address at least the owing subjects:

. (a) Provisions which set forth the district's wethod for recognizing an auxil-

1ary organization, which procedure must inelude & public hearing prior to such .

recognition;

(b) Provisions which Limit authorized auxiliary organizations to those per-
formin;rreoognized functions described in Section 9;

(¢) Provisions which implement Section 72674 of the Education Code, re-
garding compesition and meetings of boards of directors of auxiliary organiza-
tons; '3
(d) Provisions which implement subdivision (a) of Section 72672 of the Edu-
cation Code, regarding the audit of auxiliary organizations;

(e) Provisions which implement subdivision (c) of Section 72572 of the Edu-
cation Code, regarding salaries, working conditions, and benefits for full-time
employees of auxiliary organizations;

(t) Provisions which img:nement Section 72675 of the Education Code, re-

ing expenditures and fund appropriations by auxiliary organizations;

(g) Provisions which establish recordkeeping responsibilities of auxiliary or-
ganizations;

(h) Provisions which establish a procedure for periodic review of each suxil-
iary organization by the district to insure that it is complying with Sections

ict implementing regulations, any
wr;tten agreement with the district, and its articles of incorporation or bylaws;
an
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TITLE 3 CALIFGANIA COMMUNITY COLLECES { ST
(Rogiewmes TL No. W—4-081] (p. 684.12.3)

(i) Provisions which rohibit the district from transferring any of its funds
other than funds or resources derived from gifts or bequests, to any

i u%orgmnﬁom. when the purpose of such transfer is either to avoid
laws3 of regulations which constrain community college districts or to provide
the district with an unfair advantage with mgntshe application of any state
funding mechanism. Such state funding mechani include, but are not lim-
ited to, general apportioarneat funding, « pital outlay funding, Extended Op-
ity Programs and Services funding, and funding for programs and

(j) Provisions whi Mspeofythefoﬂowmg. :
(1) The function or functions which the suxiliary organization is to mansge,
operate of inister; e
4

the college;

(4) The facilities to be made available, if any, by the district to permit the
suxiliary organization to perform the functions specified in the implemeating
regulations or written sgreement; i

{5) The charge or rental to be paid to the district by the auxiliary crganiza-
ton for any district facilities used in connection with the performance of its

i e char eorrentzlspeciﬁedshzlluotteqtﬁreinvolvedmetbodsd
computation, and should be identified in sufficient time before its incurrence
Ee thae;o the auxiliary organization may determine to what extent it shail be lisble

refor; :

(6) Full reimbursement to the district for services performed by district
employees under the direction of the auxiliary organization. Methods of prors-
tion where services are performed by district employees for the suxiliary orga-
nization shall be simple and equitable: . .

(7) A simple and equitable method of determining in advance to what ex/
tent the au:dfiary organization sha!l be liable for indirect costs relating to fedes-
ally-sponsored proﬁuns;

(8) The responsibility for maintenance and payment of operating expenses;

(3} The proposed expenditures for public relations or other purposes which
would serve to augment district appro&iations for operation of the college.
With respect to expsnditures for public relations or other pu;?oses which
would serve to augment district appropriation for the operation of the college,
the auxiliary orgminﬁmmyexpmdﬁmdshmchamomtandfotm
%::pmauueapproved the board of directors of the suziliary arganization.

'collegef president file with the district’s chuxl:ftl ex:c&ﬁve g‘ﬂicegh:
statement of auxiliary organizations’ policies oa accurnulation and use 3
relations funds. The statement will incdlude the policy and procedure oa :ﬂ:itz-
tion of funds, source of funds, amounn.andpm'poseforwhichtheﬁmdswin
be used. allowable expenditures, and procedures of control;

(10) The disposition to be made of net earnings derived from the operation
of facilities owned or leased by the suxiliary organizaticn and provisions for
reserves:

(11) The disposition to be made of pet assets oa cessation of the operations
rnder the agreement;

(s




§ 39299 CALIFORNIA COMMUNITY COLLECES TITLE &
(p. 684.124) (Regiater 31, Ko, Bttty

(12) Provisions which require a covenant of the suxilisry organization to
maintain its existence throughout the period of the agreement and to operate
in accordance with Sections 1267072682 of the Education Code, and with the
regulations contained in this chapter as well as district implementing regula-
tions.

In addrming the requirements of this subdivision in its district implementing

tions, a district may provide for such requirements in a written agree-
ment or agreements with an auxliary organization. The agreement pro-
vide for all requirements of this subdivision which have not been addressed in
the district implementing regulations. '
NOTE: Authority cited: Sections 71020, 73572, Education Code. Reference: Article 8
(mmmwith&qﬁmﬂﬁ&).mm&?m&&iww%
39259. Recognized Functions. '

The functions to he undertaken by auxiliary organizations are for the
of pr .siding activities which are an integral part of the community eome
edur.itional programs. The foliowin supportive services and specialized pro-

ams which may be developed an operated by auxiliary organizations have
n determined by the Board of Governors to be appropriate:
(a) Student association or organization activities;
(b) Bookstores;
(¢) Food and campus services;
(d) Student union programs;
(e) Facilities and equipment;
(f) Loans, scholarships, grants-in-aids:
(g) Workshops, conferences, institutes, and federal projects;
() Suppiatentans alth
i plementary services;
{) CiRs, bequests, devises, endowments and trusts; and
(k) Public relations programs.
The Chancellor shall periodically report to the Board of Governors on the
extent to which auxliary organizations formed pursuant to this chapter are
performing each of the functions recognized in this section.
NOTE: Authority cited: Sections 71020, 72672, Educztion Code. Reference: Sections 72670
and 72672, Education .

592683. Aunilisry Organizations in Good Standing.

(a) Each district which establishes one or more auxiliary organizations shall
prepare and keep current a list of auxiliary organizations in good standing. All
auxliary or?nizatiom which, after periodic review in the manner specified by
district implementing regulations, are found to be in compliance with applica-
ble laws and regulations, shall be included on this list.

{b) When the chief executive officer of a district has reason to believe that
a particular organization should be removed from this list, he or she shail give
the board of directors of such Otg:t:iation reasonable notice that a conference
will be held to determine whe grounds for removal do in fact exist, and
representatives of said board shall be entitled %o be present at such conference
and to be heard. Based upon such conference, the chi executive officer
recuinmend to the district governing board whether a particular organization
should be removed from the list. The district governing botrd may, in ity sole
discretion, remove such an auxiliary organization from said list, an may make
such other providons consistent with law as may be appropriate with respect
to an awxliary organization not included oa said list
NOTE: Authority cited: Sections 71020, 72672, Education Code. Reference: Section T26T2
Educstion Code,
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TITLE 3 CALIFORNIA COMMUNITY COLLECES § 8774
{Regiator SL. fa H—i-4a1) (p. 684.12.9)

$926%.  Ongoing Responsibilities.

Each district governing board which establishes one or mare auxliary organi-
2ations shall:

(s) lnsure that an audit on each suxliary organization is performed annually
in the manner prescribed by subdivision (a) of Section 72672 of the Education
Code; and that a copy of sid sudit is submitted to.the Chancellor;

(b) Submit any changes in district implementing regulations to the Chancel-

lor for an:rovﬂ: :

(¢) Submit to the Chancellor any changes made in any written agreement,
articles of incorporation, bylaws or other governing instrurnent pertaining to
any established auxliary organizaticas. . _

{d) Periodically seview esch auxiliary organization for compliance with
Education Code Sections 7267072682, the regulations coatained in this chapter
and district implementing ;‘eguhnons. any \g-ﬂgeﬂ ngx;&eoment, and the auxil-
iary ization’s articles of inco ion, WS ot r governing instru-
ment. g:ch review shall be conm in accordance witg the procedure
specified in the district implementing regulations;

(¢) Prepare and keep current a list of auxibary organizations in good stand-
ing in the manner pmvid%tidfotinSecﬁonssl%&.Acogﬁaofﬁd:eim&d}iﬁg '
aurliary organizations in g standm& as well as any updated version ot su
mbe forwarded to the Chancellor; and

(f) Report to the Chancellor, as may be required from time to time, on the
operations of its auxiliary organizaticns.

NOTE: Authority cited: Sections 71020, 72672, Education Code. Reference: Article §
{commencing with Section T2670), Chapter €, Part 43, Educadon Code.

Article 3. Board of Governors and Chancellor's Office Responsibilities .

53270. Procedures for Annual Audits and Financial Reporting.

The Chanceilor shall have the authority to prescribe the reporting and audit-'
ing procedures for auxiliary organizations. Such procedures are contained in
the document, California Comm umclg Colleges Auxliary—Organization Ac-
counting and Reporting System, which shall be maintained by the Chancellor.
Districts and auxiliary organizations shall 2pply and comply with the provisions
of this document.

NOTE: Authority cited: Sections 71020, 71081, 72672, 72673, Education Code. Reference
Sections 72672, 72673, Education Code.
59272 Review of District Implementing Regulations. ‘

The Chancellor shall review and approve or disapprove district implement-
ing regulations no later than 60 days after receipt. plementing regulations
which satisfactorily address the minimum contents specified in Section 39257
shall be approved. Implementing regulations which are disapproved shall be
returned with 2 statement of reasons as to why they were rej
NOTE: Authority cited: Sections 71020, 79672, Educatioa Code. Reference: Sectioq 72672
Education Code. '
$9274. Retention of Documentation.

eyt ———

aintain a copy ap imp ting tions and any
approved amendments thereto submitted by community college districts;

(2) Maintain a copy of the articles of incorporation and bylaws and any
amendments thereto submitted by community college districts;
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{9 Mninuinacopyo{uchwrimnmeanembetweenmauziﬁarywms.
zation and & college district;

(4) Maintain s copy of the snnual sudit of each suxiliary organization; and

(3) Maintain a copy of each district’s list of organizations in good standing,
mdmpﬂenmtewsdeﬁno(mgindomingoodm\dm.

(b) The Chancellor shall make this information accessible to interested pas-
ties, and may charge a resscnable fee to0 cover the actual cost of di
requested copies. _
NOTE: Authority cited: Sections 71090, 73872, Educstion Code. Reference: Article 8
{commencing with Section T3870), Chapter &, Part 43, Educatoa Coda. .
55776, Aanusl to Legislature. :

The Chancellor subrmit an annual report to the Legislsture which shall
describe the development and activities of the suxiliary organizstions suthor-
ized by Article 6 (commencing with Section 72670) of Chapter 6, Part 45 of the
Education Code. The report also account for the cost to the Chancellor's
Office of administering the provisions of this article.

NOTE: Authority cited: Sections 71620, 72572 Educstion Code. Reference: Section 79631,
Education Code.

50

0.




POLICY REPORT NO. 4.17
Approval of Implementing Regulations for the Establishment of Three New

Nonprofit Foundations

Background

i This report constitutes the District's final report of the Board on the task
e of establishing District auxiliary organizations. As Karen Klammer of the
R {nter—College task force explained to the Board on March 7, 1984, auxiliary
i organizations are authorized by the Education Code and are entities that provide
supportive services and specialized programs for the benefit of the District
§ or the Colleges. Title 5 of the California Administrative Code, adopted by
f; the Board of Governors of the California Community Colleges, requires each
o community college to adopt implementing regulations for these entities. The
ity regulations below were presented to the Board as an informational item on
March 7, 1984 and have been made available to all interested groups. They
have reviewed and approved by the inter-College task force responsible for
their development and approved by the District's General Counsel as to legal
N requirements.

The regulations are now presented for adoption. After approval by the District
Board, the regulatioas must be reviewed and approved by the State Chancellor’'s
Office. Based upon approvals given to other districts, the task force believes
the regulations prepared below will be approved by the State Chancellor's O0ffice
with no difficulties. The task force recommends these Regulations be adopted.

‘ REGULATIONS

OF THE
2 COAST COMMUNITY COLLEGE DISTRICT
=, FOR
AUXILIARY ORGANIZATIONS

1.1 £COGNITION AND ESTABLISHMENT OF AUXILIARY ORGANIZATIONS

- Recognition of the establishment of an auxiliary organization by the
Board of Trustees pursuant to Education Code Section 72672(c) and
California Administrative Code, Title 5 Sections 59255 and 59257(a)
shall require:

a. That, when an organization will serve the District, a recommenda-
tion of Board recognition be submitted to the Board of Trustees
by the Chancellor; or that, when an organization will primarily
serve a College, a recommendation of Board recognition be sub-
mitted to the Board of Trustees by the Chancellor on behalf of
a College President.

b. Prior to the recognition of an auxiliary organizatiom, & public
hearing on the recommendation will be held at a time, place and
{n the manner determined by the Board of Trustees;

’ c. The approval by the Board of Trustees of the establishment of

the auxiliary organization. Approval by the Board of Trustees
shall include a designation of the recognized services, programs
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POLICY REPORT NO. 4.17, continued

1.2

1.3

and functions and an identification of the number and category
or categories of members of the Board of Directors of the
auxiliary organization; and

d. The approval of a written agreement between the District and the
auxiliary organizatior under which one or more of the services, pro-
grams or functions described in California Administrative Code,
Title 5, Sectjon 59259 are to be performed.

RECOGNIZED SERVICES, PROGRAMS AND FUNCTIONS

Auxiliary organizations
of providing supportive

may be recognized and established for the purpose
services and specialized programs for the benefit

of the Coast Community College District. The services, programs and func-
tions which may be undertaxen by auxiliary organizations and which have
been determined by the Board of lrustees and the Board of Governors to be

appropriate include:

Student association
Bookstores;

or organization activities;

Food and campus services;
Student union programs;
Facilities and equipmeat, including parking;

Loans, scholarships,

grants-in-aid;

Wworkshops, conferences, institutes and federal projects;

Alumni activities;

Supplementary health services; o

Gifts, bequests, devises, endowments and trusts;
Public relations programs.

No auxiliary organization shall be authorized by the Board of Trustees to
engage in any other function unless the Board of Governors amends Section

59259 of Title 5 by addi
of auxiliary organizatio

ng said function to the list of approved functions
ns.

In accordance with Education Code Section 72671 the services, programs and
functions may be perforaed by an auxiliary organization as part of a joint

powers agreement.

COMPOSITION AND SIZE OF BCARDS OF DIRECTORS

The Board of Directors o
ing composition:

a. The Board of Directo
consist primarily of
shall attend and par
order to advise on p
required by Educatio

b. Any other District-a
pursuant to Educatio
Diraectors appointed

f each auxiliary organization shall have the follow-

rs of student associations or organizations shall
students. The President or his/her representative
ticipate in meetings of the Board of Directors imn
olicy and to provide for the control and regulation
n Code Section 76060.

pprovad auxiliary organization that is established

o Code Section 72670 er seq., shall have a Board of .

{n sccordance with the organization's articles of
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POLICY REPORT NO, 4.17, continued

‘ incorporation or bylaws and consisting of voting sembership from one
or more of the follow!1g categories:

Administration and staff
Faculty
Members of the community
Students

c. The size of the Board of Directors of an auxiliary organization shall
be at least large enough to accomnmodate the one or more categories
from which board members are selected.

d. Each nonprofit corporation that existed prior to the effective date of
these Regulations, and that is subsequently reorganized and established
as an auxiliary organization under these Regulations, may continue to be
governed by the Board of Directors existing at the time of recognition.

e. Each auxiliary organization formed pursuant to Section 72670 et seq. of
the Education Code shall have the benefit of the advice and counsel of
at least one attoruney admitted to practice in the State of California
and at least one licensed certified public accountant; however, neither
the attorney nor the public accountant need be a member of the Board of

Directors.

1.4 BUSINESS MEETINGS

' The Board of Directors of each auxiliary organization shall conduct its
business meetings in public in accordance with Section 54940 et seq. of
the Government Code, and shall, during each fiscal year, hold at least
one business meeting each quarter.

1.5 SALARIES, WORKING CONDITIONS AND BENEFITS OF FULL-TIME EMPLOYEES

a. Except as othervise provided in this Board Rule, the Board of Direc-
tors of each auxiliary organization shall, pursuant to Education Code
Section 72672, provide salaries, working conditions and benefits for
its full-time employees that are comparable to those provided District
employees performing substantially similar services. For those full-
time employees who perform services that are not substantially gimilar
to the services performed by District employees, the salaries estab-
1ished shall be comparable to the salaries prevailing in other educa-
tional institutions in the area or commercial operations of like nature
in the area.

b. The Board of Directors of each auxiliary organization may provide re-
tirement benefits different from those provided comparable District
employees and may withhold retirement benefits or permanent status
benefits or both from temporary employees. For the purpose of this
Rule, a temporary employee is:

(1) An employee employed for a specific research project, workshop,
{nstitute or other special project funded by any grant, contract
or gift; or
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POLICY REPORT NO. 4.17, continued

(2) An_employee whose contract of employment is for a fixed term not
exceeding three years.

The Board of Directors of each auxiliary organization may withhold
permanent status benefits from executive employees. For the purposes
of this regulation, an executive employee is any management employee
with responsibility for the development and execution of the awdliary
organization's policies and includes, but is not limited to, gemeral
managers, managers, directors, and the like, as determined by the Board
of Directors of each auxiliary organization.

Should retirement benefits be provided, they may, but need not, be pro-
vided by the Public Employees' Retirement System. Any newly created
auxiliary organization is exempted from the requirement of providing
retirement benefits for a period not to exceed three years from the
date on which the Board of 1lcustees recognizes the establishment of
such auxiliary organization.

EXPENDITURES AND FUND APPROPRIATION

The Board of Directors of am auxiliary orgunization shall approve all ex-
penditure authorizations. Appropriations of funds for use outside of the
normal business operations of the auxiliary organization shall be
approved in accordance with Board of Trustee policy and further con-=
sistent regulations adopted by the Chancellor.

ACCOUNTING AND REPCRTING

The Board of Directors of all auxiliary organizations, except those
exempted in Section 72673 of the Education Code, shall

a. Utilize a standard accounting and reporting system established by
the Chancellor of the California Community Colleges in consultation
with representatives of the Board of Governors.

Implement financial standards which will assure the fiscal viability
of such various auxiliary organizations. Such standards shall in-
clude proper provision for professional management, adequate working
capital, adequate reserve funds for current operations, capital
replacements, contingencies and adequate provisions for new business
requirements.

Each District-wide auxiliary organization shall submit its programs
and budgets for review at a time and in a manner specified by the
Chancellor. Programs and budgets for auxiliary organizations pri-
marily serving a College shall be submitted to that College President
for review, and to the Chancellor.
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Should the President deé;rmine that any program or appropriation
planned by an auxiliary organization is not consistent with District
or College policy, the program or appropriation shall not be imple-
mented. Further, should a program or appropriation which has received
approval, upon review be determined to be operating outside the
acceptable policy of the Board of Governors, the District, or the
College, then that program or appropriation shall be discontinued

by direction of the President until further review is accomplished
and an appropriate adjustment is made.

1.8 FUNDS

a.

All money collected by or on behalf of a student body auxiliary organi-
zation shall be deposited in trust by the chief fiscal officer of the
College. All such money shall be accounted for properly and, subject
to the approval of the College President or designee and the appro-
priate of ficer of said organization, be deposited or invested in any
one or more of the ways specified in Sectioms 76063 and 76064 of the
Education Code.

The chief fiscal officer of the College shall be custodian of all
unexpended funds and wmoney collected by or ca ’ .half of a student

body auxiliary organization and shall provide the necessary accounting
records and controis for such funds. These funds may be expended by
the custodian only upon the submission of an appropriate claim sched-

ule by officers of said organization.

Trust funds shall be used specifically for the purpose designated
in the instrument creating the trust.

Funds of an auxiliary organization shall be used for purpcses consis-
tent with District and College policy vhere applicable, and shall not
be used:

(1) To support or oppose any candidate for public of fice, whether
partisan or not, or to support or oppose any issue before the
voters of this State or any subdivision thereof or any city,
municipality, or local governmental entity of any kinds,

(2) To make personal loans for non-educationally related purposes,
except that such loans be made when specifically authorized by
a trust instrument under which the funds were received.

An indemnity bond shall be obtained by an auxiliary organization for
{ts fiscal officer who is responsible for handling funds of the aux~
iltary organization.

Crants, bequests, trusts, donations and gifts accepted by an auxiliary
organization shall be maintained in accordance with policies and regu-
lations estabiished by the College and the District, With respect

to proposed gifts to the District, the Chancellor ghall decide,

after consulting with the donor, whether a donor's propcsed gift
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POLICY REPORT NO. 4.17, continued

should be accepted by the District or referred to any auxiliary
organization. Gifts to the District or any college thereof shall e
be accepted under the provisions of Education Code Section 72241.

Funds derived by an auxiliary organization from indirect cost payments
and which are not needed to provide adequate working capital, reserve
funds for current operations, capital replacements, contingencies and
adequate provisions for new business requirements shall be appropriated
in a manner consistent with policies established by the District; uses
of such funds shall be regularly reported to the Board of Trustees
through the Chancellor.

No District funds or resources, other than those funds or resources
derived from gifts or bequests to the District, shall be transferred

by the District, or by any College within the District, to any of

its auxiliary organizations for the purpose of either avoiding laws

oT regulations which constrain community college districts or providing
the District with an unfair advantage with respect to the application
of any State funding mechanism. Such State funding mechanisms include,
but are not limited to, general apportionment funding, capital

outlay funding, Extended Opportunity Programs and Services funding,

and funding for programs and services for handicapped students.

1.9  AUTHORITY AND RESPONSIBILITY OF AUXILIARY ORGANIZATIONS

is received.

a. Auxiliary organizations shall not of fer courses for which State funding Q N

b. All services, programs and activities that may be undertaken by an
auxiliary organization shall be maintained for the general benefit of
the educational program of the District and its colleges. Upon Board
of Trustee approval, an auxiliary organization may assume any of the
services, programs and activities listed in Board Regulations 1.2 in
order:

(1) To provide the fiscal means and the management procedures that
allow the College and/or District to carry on educationally
related activities not normally funded by the State;

To provide fiscal procedures and managemeat systems that allow
effective coordination of the guxiliary activities with the
College and/or District in accordance with sound business prac-
tices.

An auxiliary organization may not enter into any contract or other
business arrangement involving real property, either by lease or by
purchase, without the prior approval of the College President.

The District shall maintain a list of all auxiliary organizations in
good standing.
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’ (1) All suxiliary organizations which, after periodic review in the
manner specified by Board Regulation 1.10(c), are fou.d to be in
compliance with applicable laws and regulations shall be included

in this list.

(2) When the Chancellor has reason to believe that a particular or-
ganization should be removed from this list, he or she shall give
the Board of Directors of such organization reasonable notice that
a conference will be held to determine whether grounds for removal
do, in fact, exist, and representatives of said board shall be en-
titled to be present at such conference and to be heard. Based
upon such conference, the Chancellor shall decide whether a parti-
cular organization should be removed from the list. The Chancellor
may remove such an auxiliary organization from said list, and
may make such other provisions consistent with law as may be
appropriate with respect to an auxiliary organization not included
on said list. Such actions shall be reported to the Board of
Trustees.

1.10 RECORD KEEPING

a. Records and Annual Audit

An auxiliary organization shall maintain adequate records and shall

,' prepare an annual report showing its operations and financial status
as may be required by the Board of Governors, District or College
President.

PN W1 B W) ¢
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b. Compliance Review by Chancellor

For 2 District-wide auxiliary organization, the Chancellor's designee
shall inspect and review all auxiliary organization procedures and
prictices to determine compliance with policies, rules and regula-
tions of the Board of Governors and the District, and make his/her
recommendations to the Chancellor and the Board of Directors of the
auxiliary organization regarding said procedures and practices. This
shall be done at the end of the first complete year after approval
and at least every three years thereafter. The decision of the Chan-
cellor shall be made after he/she has invited comments from the Board
of Directors of the auxiliary organization. Reports and statements
shall cover all activities of the organization.

c. Compliance Review by College

For an auxiliary organization which primarily serves a single College,
the President's designee shall inspect and review all procedures and
policies to determine compliance with Education Code Sections 7267C
through 72682 and with policies, rules and regulations of the Board
of Trustees and policies of the College, and to make his/hexr recommen-

- dations to the President and the governing board of the auxiliary
o organization regarding said procedures and policies. The decision of
the President on the recommendations of the President's designee shall
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1.11

be made after he/she has invited comments from the governing board of
the auxiliary organization. This review shall also determine compli-

ance with any written agreement with the District and with the auxiliary

organization's articles of incorporation and bylaws and shall be con-
ducted on an annual basis.

d. Audit

Each auxiliary organization shall have an annual fiscal audit of any
and all funds. The audit shall be performed by a certified public
accountant in accordance with procedures prescribed by the Board of
Governors, as contained in the California Community College Auxiliary
Organization Accounting and Reporting System. Copies of the annual
audit report shall be submitted to the Board of Trustees and to the
Board of Governors' Office within 30 days after it is received by the
auxiliary organization. Thereafter, it shall be a public record, ex-
cept as otherwise provided by law. Such audit may be conducted as
part of a fiscal audit of the District itself.

Auxiliary organizations shall annually publish an audited statement
of their financial condition which shall be .isseminated as widely
as feasible and be available to any person on request. A reasonable
fee may be charged to cover the costs of providing a copy. When an
auxiliary organization primarily serves a single college of the Dis~
trict, the auxiliary organization shall comply with this requirement

by:

(a) Publishing the audited financial statement in a campus newspaper;
or

(b) Publishing a notice in a campus newspaper indicating the on-
campus location where copies of the financial statement may be
obtained or reviewed; or

(¢) Publishing or noticing the audited statement in accordance with
Board Regulations 1.10(a) and (b) in a campus bulletin or other
appropriate medium if a campus newspaper 1is unavailable.

WRITTEN AGREEMENT

A written agreement between the Coast Community College District and each
auxiliary organization is required for the performance by such auxiliary
organization of any of the services, programs and functions liste 1in
Roard Regulation 1l.2. If any auxiliary organization performs more than a
single service, program or function, then the written agreement may cover
any number of the functions it performs or a separate agreement may cover
each function performed.
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The written agreement shall, among other things, provide for the following:

f;f (a) The services, programs, or functions the auxiliary organization is to
i manage, operate or administer.

'Tgf (b) A statement of the reasons for administration of the functions by the
7 auxiliary organization instead of by District or College under usual
District procedures.

R (c) The areas of authority and responsibility of the auxiliary organiza-
- tion and the District or College.

(d) The facilities and services to be made available by the District or
College to permit the auxiliary organization to perform services,
programs or functions specified in the written agreement.

T (e) The charge or rental to be paid to the District by the auxiliary

3 organization for the facilities used or services provided in connec=
tion with the performance of its function. The charge or rental
specified shall not require involved methods of computation, and
should be identified in sufficient time before it is incurred so
that the organization may determine to what extent it shall be
liable therefor.

- (f) Full reimbursement to the District for services performed by the
- ’ District or by District employees under the direction of or in
' support of the auxiliary organization. Student body auxiliary or-
ganizations may be exempt from reimbursing all or any portion of the
costs for such services. Methods of proration where services are
performed by District employees for the organization shall be simple
and equitable.

(g) A simple but equitable method of determining in advance to what
extent the organizatlon shall be liable for indirect costs relating
to federally-sponsored programs.

(h) The responsibility for maintenance and payment of operating expenses.

(1) A statement that, with respect to expenditures for public relations
or other purposes which would serve to augment District appropriations
for operation of the District, the auxiliary organization may expend
funds in such amount and for such purposes as are approved by the
Board of Directors of the auxiliary organization.

The Board of Directors shall file with the Chancellor a statement of

such policy on accumulation and use of public relation funds for all

auxiliary organizations. The statement shall include the policy and

procedure on solicitation of funds, source of funds, expenditures,

and procedures of control. In the case of an auxiliary organization

serving a College of the pistrict, the College President shall file
‘ such a statement with the Chancellor.

0
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1.12

1.13

1.14

7~
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(3) The disposition to be made of net earnings derived from facilities
owned or leased by the auxiliary organizationm, including earnings
derived from facilities owned or leased by the auxiliary organizatior,
and provisions for reserves.

(k) The disposition to be made of net assets and liabilities on dissolu-
tion of the auxiliary organization or cessation of operations under
the agreement.

(1) The covenant of the auxiliary organization to maintain its organiza-
tion and to operate in accordance with Sections 72670 through 72682
of the Education Code and with the regulations ccntained in Chapter
5 (commencing with Section 59250) of Division 10, Part 1V of Title 5
of the California Administrative Code, as well as DPistrict Board
Rules.

USE OF COLLEGE OR DISTRICT NAME

Except for student body associations organized and operating under Educa-
tion Code Section 76060 et seq., no organization may use the name of the
Coast Community College District or a community college of the District

or otherwise represent a relationship with Coast Community College District
or a College of the District except pursuant to written license of the
District or unless the organization has been recognized and established

as an auxiliary organization by the Board of Trustees and is in good stand-

ing with the District.

ADMINISTRATIVE AUTHORITY

The Chancellor or his/her designee shall provide and n'y from time to time
revise procedures for the administration of these Regulations.

DEFINITIONS

a. Auxiliary Organization

The phrase “Auxiliary Organization” as used herein means the enti-
ties specified in Education Code Subsections 72670(a)-(e) and no
other entities or organizations.

b. Board of Directors

The phrase "Board of Directors” as used hercin means the governing
board of an auxiliary organization.

c. Board of Trustees

The phrase "Board of Trustees” as used herein means the Board of
Trustees of the Coast Community College District.

O
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d.

Board of Governors

The phrase "Board of Governors” as used herein means the Board of
Governors of the California Community Colleges.

Chancellor

The term "“Chancellor” as used herein means the Chancellor of the
Coast Community College District or designee.

District

The term "District” as used herein means the Coast Community College
District.
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MASTER AGREEMENT

Goast Comem. Coat Dest

Cuacator’s Ofce BY AND BETWEEN THE
COAST COMMUNITY COLLEGE DISTRICT
AND

THE COASTLINE COMMUNITY COLLEGE FOUNDATION

This agreement is made and entered into this  sixth day of
November 1985, by and between the Coast Community College
District, hereinafter referred to as "District," on behalf of
the Coastline Commnity College, hereinafter collectively referred to
as College," and the Coastline Cammnity College Poundation
hereinafter referred to as "Foundation," an auxiliary organi-
zation established and operated as an integral part of the
District.

I. PURPOSE

Administration by the Poundation of the functions and activi-
ties described herein, instead of administration by and
through the College under the usual District procedure, is
deemed to be in the public interest in accomplishing these
functions and activities than would be possible under usual
governmental budgetary, purchasing and other fiscal proced-
ures.

IXI. AREAS OF SERVICE

The Foundation, throug. amendments to this agreement, may ad-
minister functions or activities defined in Section 59259 of
Title 5, California Administrative Code. Other services may
be provided if first approved by the Board of Governors of
the California Community Colleges.

III. USE OF FACILITIES .
The Fou.dation may occupy, operate, and use College facili-~
ties and property separately or jointly with the College as
identified by amendments to the agreement.

The Foundation shall use the facililties and property only
for those services and functiors that are consistent with the
policies, rules, and regulations, which have been or may be
adopted by the Board of Trustees of tne Coast Community Col-
lege District.

The right to use any of the College facilities or equipment
included in this agreement or amendments shall cease upon

written notice by the President that the facilities are need-
ed by the College.
9%




IV. REIMBURSEMENT FOR SERVICES AMD PACILITIRES

The Foundation shall, by prior agreement, reimburse the ‘I’
College for expenditures incurred by the College as a result

of the activities of the Foundation. The College shall in-
voice the Poundation for such expenditures, indicating items
charged and method of determining costs.

The cost of District employees on loan or providing profes-
sion~l services to the Foundation shall be reimbursed by the
Poundation as identified in amendments to this agreement.

The Foundation may provide services to the District for which
the College shall reimburse the Foundation, Such service
areas shall be identified in amendments to this agreement.

Accounting and recordkeeping services provided to the Founda-
tion shall be reimbursed by the Foundation.

The independent CPA firm retained to audit the College will
also audit the Foundation; with the costs of that additional
service paid by the Foundation.

V. COVENANT

During the term of this agreement, the Foundation agrees to
maintain its existence and to operate in accordance with Sec-
tions 72670-72682 of the California Education Code and with ‘
the regulations of Sections 59250-59276 of the California Ad-
ministrative Code, Title 5, as well as the Coast Community
College District Implementing Regulations.

¥I. SIGRS, FIXTURES ARD BQUIPMENT

During the term of this agreement, the Foundation shall have

the right to place and attach fixtures, signs, and equipment

in or upon facilities as authorized by the College President

in writing as to number, size, and location. Fixturee, signs

or equipment so erected, placed or attached by the Foundation
shall be and remain the property of the Foundation and be re-

moved therefrom by the Foundation upon the termination of

this agreement.

VII. RIGHT OF ENTRY

It is understood and agreed that at arny wime the College and
its agents shalil have the right to enter Jlescribed facilities

or any part thereof for the purpose of examination or super-
vision.

.

VIII. INDIRECT COSTS .

If the Foundation administers a federally-sponsored program,
it shall reimburse the Colleye for indirect costs associated
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with the performance of services by the College for the Poun-
dation relating to the federally-sponsored project. Such re-
imbursement will take into consideration the District's
federal indirect cost rate and the approved indirect cost al-
location, if any, of the federal program award.

IX. DISPENSATIOH OF RARNINGS

Income generated by the Foundation in excess of costs and
provisions for equipment, maintenance, reserves, ind working
capital shall be used to benefit the College. Capital pro-
visions shall be established by the Board of Directors of the

Foundation to insure fulfillment by the Foundation of this
agreement.

X. DISTRIBUTION OF ASSBTS UPOR CESSATION

Upon cessation of operations of the Foundation under this
agreement, unless extended or renewed, the net assets of the
Poundation resulting or arising from this agreement shall be
either transferred to the College or expended for the benefit
of the College.

XI. PUBLIC RELATIORS

With respect to expenditures for public relations or other
purposes which would serve to augment District appropriations
fcr the operation of the College, the Foundation may expend
funds in such amount and for such purposes as are approved by
the Board of Directors of the Foundation. The Foundation
shall file with the District Chancellor, through the College
President a statement of its policy on accumulation and use
of public relations funds. The statement will include the
policy and procedure on solicitation of funds, source of
funds, purposes for which the funds will be used, allowable
expenditures, and procedures of control.

XI1. THIRD PARTY AGREEMENTS BY FOURDATION

The Foundation shall not enter into any contract that would
obligate designated College facilities or equipment without
the prior approval of the College President.

XIII. INSURANCE, INDEMNIPICATION, AND RESTORATION

The Poundation shall be included in the District's insurance
policies for all of its regular functions. When special
events are sponsored by the Foundation, separate insurance
coverage may be required by the District.

The Foundation agrees to indemnify, defend, and save harmless
the District, the College, their officers, agents, and
employees from any and all loss, damage, or liability that
may be suffered or incurred by the District, the College,
their officers, agents and employees, caused by, arising out

3 94
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of, or in any way connected with the use of the described

tacilities by the foundation in connection with this agree-
ment.

Upon termination of this agreement,District shall have the
option to require Foundation, at Poundation's own expense and
risk, to restore the facilities as nearly as possible to the
condition existing prior to the execution of the agreement.
But if the Poundation shall fail to do so within ninety (90)
days after District exercises said option, District may re-
store the property at the risk of FPoundation and all costs
and expenses of such removal or restoration shall be paid by
FPoundation upon demand of District. District shall have the
right to exercise this option within thirty (30) days after
the expiration of this agreement, but not thereafter.

XIV. REAL PROPERTY

The Foundation shall not enter into any transaction concern-

ing real property without the prior approval of the College
President.

XV. RONASSIGHABILITY

This agreement is not assignable by the Poundation, either in
whole or in part, nor shall the Foundation permit anyone else
to use the described facilities or any part thereof without
written permission of the College President.

XVI. TERMS OF AGREEMENT

This agreement is for the term beginning on the sixth day of
November 1985, and ending on the first day of
January 2010 , unless sooner terminated as herein

provided. This agreement may be terminated by either party

giving sixty (60) days written notice, subject to the

provisions of this agreement entitled Distribution of Assets
Upon Cessation. -

The Poundation must remain in good standing with the Dis-
trict. Otherwise, this agreement will immediately terminate
and the Foundation will terminate any contracts with third
parties and meet the provisions of this agreement entitled
Distribution of Assets Upon Cessation.

NOTICES

All notices herein required to be given, or which may be
given by either party to the other, shall be deemed to have
been fully given when made in writing and received by the
Foundation's Executive Director or the District Chancellor.

4l




Notice to the Poundation ghall 'be addressed as follows:

Executive Director
Coastline Cammunity College Fomdatmn
11460 Wamer Avenue
P. 0. Bax 8210
Fountain Valley, CA 92708
Notice to the District shall be addressed as follows:

Coast_ Camunity College District
1370 2dams Avenue
Costa Mesa, CA 92626

AMENDMENT TO MASTER AGREEMENT FOR THE USE OF FACILITIES

The Foundation may occury, operate, and use those College facilities
as determined by the College President.

TERM QF THIS AMENDMENT

This Amendment shall provide for the stated purpose and the use of
facilities for the Foundation to operate for three years, commencing
November 6, 1985, through November 6, 1988. Unless a successor amend-
ment to the Master Contract is agreed to by the District and the Founda-

tion, the performance by the Foundation shall cease ard all facilities
will automatically revert to the College.

IN WITNESS WHERECE', this agreement has been executed in quadruplicate
by the parties hereto as of the date first above written.

COAST €OMMUNITY COLLEGE DISTRICT CONﬂIJNEGJJ@ﬂRUKY'COLUKE)RJDE%THJQ

(. dmz/ & wé«@f Lpparde/

avid A. Brownell Shlrley . %ymo ds
Chancellor Secretary of the Coastline
Community College Foundation
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AMENDMENT TO MASTER AGREEMENT
BY AND BETWEEN THE
COAST COMMUNITY COLLEGE DISTRICT
AND
COASTLINE COMMUNITY COLLEGE FOUNDATION
This amendment is made and entered into this twenty-sixth day of June, 1991, by and between the Coast

Community College District, hereinafter referred to as the "District,” on behalf of Coastline Community College,

hereafter referred as "College," and the Coastline Community College Foundation, hereinafter referred to as
"Fouad-tion."

PURPOSE

The purpose of this amendment is to establish the relationship between the College and the Fovndation for the
use of college facilities and to designate District paid personnel support for the Foundation.

RELATICNSHIP
The relationship between the College and the Foundation is for the Foundation solicitation and administration
of loans, scholarships, grants, contracts, gifts, bequests, devises, endowmeats and trusts, on behalf of the College.

The Foundation may also develop alumni activities, workshops, conferences, institutes, and federal projects, whick
relate to the initial purpose as stated above.

USE OF FACILITIES
The Foundation may occupy, operate, and use those College facilities as determined by the College President.
TERM OF THIS AMENDMENT
This Amendment shall provide for the stated purpose, use of facilities, and District paid personnel support, for
one year commencing July 1, 1991, through June 30, 1992. Unless a successor amendment to the Master
Agreement is agreed to by the District and the Foundation, the performance by the Foundation shall cease and
all facilities occupied, operated, and used by the Foundation will automatically revert to the College.
IN WITNESS WHEREOF, this amendment has been executed by the parties hereto as of the date first written

above.

COAST COMMUNITY COLLEGE DISTRICT COASTLINE COLLEGE FOUNDATION

o et . L

ernandez
Chancellor

37

S
A
s




Board Development

Warning! The first board of directors of a new community college foundation tends to
be weak. This condition results from failure to initially recruit and develop highly
effective and productive volunteers. Community colleges closely associated with a
single community have better luck the first time around. For most other new founda-
tions, the first st of directors is limited in fundraising skills and lacking in desire.

Reasons usually cited for this negative condition:

1. College staff perception that a community college foundation board lacks
sufficient prestige to attract the best leaders and fundraisers in the communi-

ty.

. Infrequent contact by the college staff with the best potential board mem-
bers.

. Historically, fundraising has not been viewed as a major role for community
college presidents. 1%ey concentrate their efforts on maintaining enrollments
and lobbying for state funding. 'Until recently, fundraising was rarely men-
tioned in the job description for a community college president.

. College officials starting a foundation limit their board recruitment for the
original board to those the staff knows personally.

. To kesp peace in the college family, the board is overloaded with college
employees. They generally view themselves as advocates for their programs
and constituencies, not as fundraisers. Therefore, when an executive director
is finally chosen, he or she usually faces the difficult prospect of having to
improve the quality of the board of directors.

Most community college foundation board members are recruited without being asked
to generate a financial contribution to the foundation. That’s mistake #1! Regardless of
whether a potential board member is the president of the college or the CEO of a local
Fortune 500 company, each person asked to serve on the board of directors must be
willing to generate a minimum financial commitment. Typically, each board member
agrees to generate $1,000 in contributions. That does not mean he or she will person-
ally donate $1,000. It does mean that, through his or her company, or through special
events and other fundraising sctivities each person will chair or serve on a committee
for an activity which generates $1,000 per committee member. Individuals unwilling
to make the minimum financial commitment should probably not be elected to the
board. Many other charitable organizations ask for a $5,000 commitment from their
board members.




Next is the contribution of time. Yes, potential board members should be requested to
reguiarly attend board meetings. Their attendance will be greatly enhanced if the
board establishes meeting dates and times for an entire year. An example might be
4:00 to 6:00 p.m. on the third Tuesday of each month from September through June.
Board members should attend regularly scheduled board meetings and agree to serve

on at least one committee. Many boards complete much of the actual work at the
commitiee level.

Where does a new community college foundation find its most productive board
members? One strategy advocated by some consultants is to look at potential donors.
Cultivate candidates identified as leaders within their social or professional groups
who are comfortable raising funds. Remember, people give to people.

Remember also that over 80 percent of all donations to community college foundations
come from individuals, not from companies, corporations, or private foundations.
That is not to say that some large gifts can’t be obtained from these sources. Howev-
er, many college staff members believe that most contributions to the foundation will
come from the charitable giving of the business community.

Strategies for Developing a New Board of Directors

The ideal situation occurs when the college has the luxury of establishing a new board
of directors. The college staff must identify and recruit the right chairperson. A
candidate may be more willing to serve if he or she knows that social and professional
colleagues caa be brought on as board members.

Let’s review some reasons people join boards:

. Friends ask them to serve

. Business relationships offer opportunities

. People respond to the sense of being needed
. They have a desire to belong

. It is a company requirement

. Chance for recognition and prestige

Board membership also results from people needing to give something back to the
community, the need for their special knowledge and skills, and the importance of the
cause.




Criteria for Board Members

They must:

O0000C0CO0DO0

Be highly regarded in the community and/or the college service area

Have recognized leadership abilities

Be secure in their own profession or have established financial strength

Be knowledgeable of the college mission and goals

Understand the role of a Foundation boara member

Be able to make new friends

Be willing to ask for a donation

Be able to act as representative of the college in a variety of settings within
the community

Personal Characteristics

Your community college foundation board should reflect the demographics of your
college service area. However, it sometimes takes additional time to find the right
person to meet your criteria:

1.
2.
3.
4.
5.
6.
7.
8.

Interest in the college and its students
Leadership skills

Ability to work with others
Willingness to generate funds
Available time

Communication skills

Influence in the community

Integrity




BCARD DEVELCPMENT

The development of a productive, fully functioning nonprofit board of
directors should be seen as a continuum that starts with the recruitment of
each new board member. Opportunities for development should continue
throughout the individual's term on the board and hopefully culminate in a
life-long association with the organization after retirement from the board.
Board development is a full-time activity. An active, committ. d, and
successful board does not just happen: it is the result of day-to-day effort,
the investment of staff and volunteer time, and work.

Your college foundation needs a board of directors to provide: 1) a
broad base of resources; 2) credibility; 3) public relations and fund raising;
and 4) to satisfy legal requirements.

When developing both the structure and the constituency of your
board, keep in mind the special mission of your college, its unique style and
programs, and the individual personalities of key college administrators,
foundation staff, and other board members. .,

RECRUITMENT. Recruitment begins with an active nominating
committee. A "proactive" nominating committee is constantly searching for
new board members. Recruitment is never a last minute search to fill
vacancies about to occur. A nominating committee cannot begin its search
until the foundation has determined the areas of expertise and skills needed
on the board and the "spheres of influence" that need to be broached. A
constantly updated card file on "potential board members" is recommended.
An exceptionally proactive nominating committee will scan the business
section of newspapers to target personnel of new organizations or
corporations planning to locate in the community.

Once a board candidate is identified, be sure to have mechanisms in
place to "lock" him or her into your organization until a board vacancy
occurs. Consider developing a "front-end" category of board membership.
One example is an "Associate Board Member" category in which members
are invited, but not required, to attend all board meetings and events. They
receive all board mailings, and become acquainted with the staff and other
board members. Once a board vacancy occurs, Associate Board Members are
educated and ready to move into full, active board membership.

THE INITIAL CALL. Never make a recruitment call alone. It's toc
tempting to make all kinds of promises, or downplay the requirements of
board membership just to get the candidate to agree to serve. Remember,
once recruited, the candidate will do exactly what he/she promised when
recruited. If you say you just need their name on your letterhead, that's
exactly what you will get!




The best combination of people to make the call includes someone
who either knows the candidate personally or has some connection with the
candidate, accompanied by a staif or board member who knows the college
and the programs well. The PRIMARY recruiter does not have to be a board
or staff member. It may be some other prestigious person likely to influence
your candidate. The best recruiter is someone "they can't say no to." This
recruiting technique is called "The Clout Route.”

The primary recruiter needs to know basic information about your
college and the requirements of board membership in terms of time,
commitment, and financial support. It also helps if the recruiter is a great
salesperson. The staff or board member is along to answer technical or
detailed questions.

Tell the candidate why he/she has been targeted for board
membership. If you need specific skiils or experience represented on your
board, be direct about it. If you need access to a specific population or
community, and your candidate has influence with that group, tell your
candidate. It is very flattering to be targeted as a leader in your particular
"sphere of influence" and as a person who can prov.de access.

While you start at the top, you may have to settle for less. For example,
if a chief rxecutive indicates interest in your organization and would like to
appoint someone else in the corporation to represent them on the board,
jump at the chance! Frequently, this second-in-command type will have

more time available to you and have just as much influence in terms of (G
distribution of charitable dollars.

Some nonprofits target the "rising stars” in a business or industry.
Frequently, only the chief executive in a corporation is asked to serve on
nonprofit boards, while a young, executive in the company is dying for a
"cause" in which to become involved. If community involvement is part of
the image needed to rise in the corporate ranks, this person can have a dual
reason for performing as an exemplary board member. Finally, when this
person rises to the top of the corporation, he/she is already committed to
your college.

THE ROLE OF MARKETING AND PUBLIC RELATIONS IN BOARD
RECRUITMENT. Your college's public relations program will have
significant impact on your ability to recruit the board members you want.
The more often your college name appears in the loral newspaper and is
mentioned on the radio, the easier your recruitment task will be. The
public has to know what your cullege is doing, the impact you are having on
students, and the importance of your programs to the community. If your
image is of "being on the leading edge," with impact and influence in your
community, board recruitment will be easy. .




Foundation staff should also plan a public relations campaign around
their board members. Issue press releases concerning board appointments,
board elections, annual meetings, and luncueons. When large donations are
received, have the donor present the check to a board member with a
photographer present. Send the photograph to local newsnapers along with
a story on how the donation is to be used and how stu *cunly will benefit. The
story can also be used in the student newspaper or your own newsletter.
Remember, your board members are volunteers, and should be given
recognition whenever possible.

BOARD ORIENTATION. It is the job of the foundation director and the
board president to provide new board members with the information and
education to operate effectively. New board members should be provided
with a binder of materials that acquaints them with the purpose and goals,
history, staffing, programs, and financing of the organization.

Don't rely on the new board members to read the materials. Schedule
an orientation session away from offices and ringing telephones. The
director of the foundation, the board president and other members of the
board can participate. The orientation session accomplishes several goals:
1) it provides the opportunity for board members to review the materials,
make sure they understand it, and ask questions; 2) it provides the
opportunity for board members to get to know one another and begin a
working relationship; and 3) it provides the same opportunity for new board
members and staff.

BOARD TRAINING. Provide ongoing, in-service training for your board
members, and don't assume knowledge because they have served on boards
before. Part of each board meeting (15 minutes or so} can be used to train
and update board members concerning your programs and activities.
Consider sending the appropriate board committee chair along with a staff
member to workshops. For example, the chair of your finance committee
might benefit from attending a workshop on financial management for
nonprofit organizations along with your staff financial rnanager. Every board
can benefit from a fund-raising workshop early in the board year. This is
one area where the entire board can become involved. Select a specific list
of board responsibilities to include in your orientation materials, then use
this list to plan appropriate training activities.

RETIREMENT TIME. Most boards are structured so that a portion of
the board memberships expire each year. Many have three year board terms
with one-third expiring each year, thus insuring continuity. Bylaws should
contain a clause limiting the number of term renewals, even if a board
member has served in an exemplary manner. New board members bring in
new ideas, new perspectives on old problems, and new energy. You must
make room for new members by making "board retirement” appealing, while
retlaining these retired board members as a resource and an asset for your
college.




First, make sure that whatever you call your retirement group, it is an
honored position. Maintain contact with retired board members by issuing
special invitations to annual meetings and events, and make sure they are
acknowledged at these events. They should receive routine mailings and
have an open invitation to attend any board functions. It should be clear that
this group has the "perks" of board membership without the day-to-day
responsibilities.

The retirement group is comprised of your fully trained, fully educated
supporters. If they are nearing career retirement, they may have even more
time to devote to your college. Assuming they have been consistent donors

io your college, they are a prime target group for your Planned Giving
Program.

A SUCCESSFUL BOARD EXPERIENCE. It is no accident that most of
your board members will be over age 45. Individuals with successful careers
frequently see board membership as a way of contributing back to their
commurnity. Your board members identify with your goals and have
determined that your organization is an important part of the community.
They will feel that their board experience is successful if you have: 1) clearly
defined their roles and responsibilities; 2) facilitated their ability (through
training and education if necessary) to fulfill those roles and responsibilities
effectively; and 3) given them credit for being an important part of the
organization and a part of the organization's success. Nothing motivates
board members more than a sense of time well spent and a sense of
accomplishment.

SOURCE: The Community College Foundation
Sacramento, California




THE ROLE OF THE BOARD OF DIRECTORS

The primary responsibility of the Board of Directors is to govern the corporation
consistent with Federal and State laws and the Articles of Incorporation and
Bylaws. Operationally, the Board of Directors sits as a corporate oversight body and
provides general direction for the organization: through the development of policy.
The Board of Directors is not involved in the normal ongoing operations or
administration of the organization. The Board employs an Executive Director to
implement its policies and administer services and programs. The Board of
Directors' responsibilities and duties can be divided into four general areas:
Administration, Planning, Resource Development, and Public Information. The
following is a description of each with some specific duties listed.
1. ADMINISTRATION
Administrative responsibilities are primarily directed at compliance with law
and maintaining effective operations.
A. Executive Director
Duties tnclude:

1. Establishing, maintaining. and complying with a formal contract with
the Executive Director.

2. Supervising and evaluating the Executive Director's performance.
3. Providing guidance and policy direction to the Executive Director.

4, Setting Executive Director's compensation and benefits.

B. Corporate Bylaws and Articles of Incorporation
Duties include:
1. Periodic review.

2. Amendment as necessary.

C. Board of Directors
Duties include:

1. Orientation of new Board members appointed by the Board of
Governors, California Community Colleges.

. Nominate and elect the officers of the corporation annually.

. Establish and appoint committees of the Board.

2
3
4. Meet on a regular basis to transact business.
5

. Maintain Board communications and coopeiation.

-
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I. ADMINISTRATION (Continued)

D. Fiscal
Duties include:

1. Approve an annual operating budget for the corporation and any
subsequent revisions.

2. Approve an annual financial audit.
3. Periodic review of financial status.

E. Foundation Employees
Duties include:

1. Approve Foundation Personnel Policies.

F. Grants and Contracts
Duties include:
1. Approve all contracts.

II. PLANNING

Planning responsibilities are directed at setting the short and long term
direction of the corporation consistent with corporate purpose and status as a

nonprofit public benefit organization.
Duties include:
1. Approve an annual plan for the Foundation.
2. Review .nformation regarding Foundation programs and services.

3. Authorize the establishment of new programs and services or major
modification to existing programs and services.

II. RESOURCE DEVELOPMENT

Resource development responsibilities are directed specifically at ensuring
that the Foundation has adequate resources to operate effectively.

A. Private Funds

Duties include:

1. Assist in the identification and solicitation of corporate and
individual support for the Foundation.

. Assist in development activities.

. Appear on behalf of the Foundation to support requests for funds.
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III. RESOURCE DEVELOPMENT (Continued)

B. Public Funds

Duties include:

1. Advise the Executive Director of available sources of public

support.
2. Assist the Executive Director with obtaining public funds.

IV. PUBLIC INFORMATION
Duties include:

1. Assist in identifying resources useful to developing and cenducting

an effective public informnation program.

Provide funds, where appropriate, to support public information
programs.

Provide direct support via the board or committees for public
information programs.

SOURCE: The Community College Foundation

Sacramento, California -
Uy
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There is a relationship between attendance and owneiship.
There is a relationship between size and function.

Given & large board, committees and good committee work are of great importance in
developing a sense of ownership.

*Representativeness” is useful only when the other goals of board constituencies are
achieved.

There must be a balance between staff and volunteer input and involvement.

Board members must clearly understand their role in policy development and execution.




FOUNDATION BOARD OF DIRECTORS

Central Concept

The Board of Dirsctors of any institution is responsible for the establishment of overall goals

and basic policy, for Insuring that adequate resources are available to carry out its directions

and policies and monitoring the achievement of the goals.

Specific Functions of the Board

1. Formulate and approve long-range goals. Actively participate in the formulation and final
authorization of the organization's long-range dirsction. approve or delegate approval of
annual objectives and priorities established to achieve long-range direction. Approve or
delegate approval of annual objectives and priorities @stablished to achieve long-range
goals.

Formulate and adopt policies and operating procedures.

Select, employ, and provide periodic performance appraisals, provide for salary review.
and it necessary, dismiss the chief executive.

Devslop financial resources for achieving goals. the organization's financial development
strategy must be formulated and board members must actively participate in generating the
necessary funding.

Adopt and monitor the organization's operating and fiscal management procedures.

Moniior the achievement of goals and objeclives. The board must keep itself informed and
insure the kind of evaluation, measurement, and performance reporting necessary 10 assess
the achievemen! of goals and objectives.

Perform its legal responsibilities. The board must act for the corporation as set forth in
the articles of incorporation and bylaws.

Protect the assets of the organization.

Form finkages with other community erganizations, both public and private, to meet needs
that are greater than those that can be met by the organization acting aione.

10. Interpret the organization to the community.

Tenets

1. There is a relétionship betwsen involvement, knowledge, and therefore gwnership and
frequency of meetings.
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The Role of the
Board

By Andrew Swanson

4ion has sufficientfunds is a vital board re-

g4 ive. get. or getoffi” How often
have you heard that one?
Too simplistic? Of course it |

is. for while seeing Yo itthatthe organiza-

sponsibility, board members have several
other equally important responsibiliies,
Typically there are eight-fundamental
areas for which any governing board of di-
rectors is responsible. There will be other

responsibilities which relate to specific | &) Leadership development. The qu—:ifz
(4

felds of service, butthese eight may be re-

rded as univ:rsa:é " | '

(1) Achieving the stated purpose and ob- |
jectives o%fhc organizgﬁor?s

:9) Making policies and plans. Only the |
board of directors can make final policy
decisions. and most of the organiza-
tion's plans will requirethe board's ap-
proval.

(9 Raising and managing the organiza-
tion’s funds. 1t is the board's responsi-
bility to see to it that there is enough.
money to achievethe purpose (regard-
less of who does the actual raising of
funds) and that those funds are then
prudently managed and expended.

9) Employing-the staff. While the board is

b) Approp

é)exccuﬁ‘wlc director.

1) Holding property. Whatever the or-

given this list to you in quiz form, would

that few boards will name them ail. Yet | |
every board is respansible. morally as well
‘a8 legally. for every item on-this list..

sponsibilides which relate to your specific
feld of service. Being responsible to see
thatthe organi

notinvolved in actual hiring below the
level of executive director, it-does ap~
prove personnel policies and salary
scales and functions as a grievance
committee. S

Andrew Swanson is president of Communify
Services Consultants. :P.O Box 4744, Rum-
. Rhodr Island 02916). a consulfing firm
created to assist altfypes of nonprofif organi-
aafions. He is the author of Building a Bet-
-ter Board: A Guide to Effective Leader-
ship. as well as a number of other bovks and
mong’graphx. Mr. Suanson has over 30 years
of active involvement with a wide variety of

community service o, anizations at the com-

‘, with the necessary. 2lbett latent. commit=
\ mentare cuttherc. After all, this country’s

| night back'l’oiurootS.Bu{:ikdocs‘fakc e

mittee. board. and officer lgvel,

A el

riately supervising and annu-
ally evaluating the performance of the.

Appoinung committees. No boeard can
deal in detail with all of the issues on
which it must make decisions. Thus.
there must be 3 well thought outfamily
of committees to which the board can
delegate issues for study, review. evalu-
ation, and. finally, for recommenda-

4Hon.

ganizaton owns, leases. or has free use
of.the board is ultimately responsible
for the well being of that prope.ty. be it
land and buildings. investment portfc-
lio.or cquipmenﬁ

of the board of directors is the uiff
determinant astothe success of the or-
ganization. Ongoing leadership devel-
opment is a must for any board to as-
sure quaén? of leadership in the future.
Be honest with yourself now. Had 1

you have thought of all eight: My experi-
ence m manry board workshaps suggests

~ As stated earlier, there will be other re-

zation’s clients or constitu-
ents are properly served or cared for. or
interpreting the organization's mission
and work Tothe community, are b
possible examples. Think hard about your
field of service and name some others.
Living up ‘o these res oosibilities
comes rightback-to that old familiar word
commitment. Board service is a commit=
ment, and when new members are soug
for the board. they must be asked for com-
mitment. You can be cerain thatthose

strong tradition of votuntary service goes

4o find commitfed board members, and,
‘ for +his reason, your leadership develop-
! ment musfbcon%:in | will have more {0
i say about thy viral Eabd acﬁvit] in mz

Nne plumn,

U




CHAFFEY COLLEGE FOUNDATION
March 1990

WHAT IS MY RESPONSIBILITY
AS A BOARD MEMBER?

(Brief Job Description)

Regular attendance at board meetings is the first
responsibility of a board member.

. Asking discerning questions, constructively
participating in deliberations, and voting according to
your convictions.

Assuming leadership of board groups and events as
requested.

Assume a major (leadership) responsibility on at least one
committee and a supportive role on another.

e  Working in an area where your skill and background
would be of value to the committee—assisting in moic
detailed study of the committee's commission of work.

Assist in getting donations and/or personally donating
according to your own means to the financing of the
organization and the projects it supports.

Willingness and ability to act as interpreter of the college and
the foundation at public events and/or within your own
networks and by attending foundation events and selected
college functions.

With other members of the board and with staff, make sure
that the budget, policies, procedures, and program efforts are
consistent with the objectives of the organization.




GOLDEN WEST COLLEGE FOUNDATION
BOARD SURVEY

NAME DATE

What do you perceive the role of the Board of Directors
to be?

“Why are you involved with the Foundation?

How do you perceive the GWC Foundation in comparison to
other community college foundations?

What would you consider to be the most urgent area of
concern for the Foundation?

How would you like to see the board's efforts utilized?

Do you feel your role as a board member is meaningful?

/
How do you feel about the Foundation's board of
directors?

Do you think the board is effective?
How would you change the board structurally?

Do you feel the board is responsible for the Foundation's
income?

In your judgement, what is the Foundation's greatest
strength?

Weakness?

If it were left entirely to you, what changes would you
make in the Foundation's operation?




Board Survey
Page 2

14.

15.

le.

17.

18I

19.

20,

21.

22,

Where would you like to see the Foundation in five years?

What do you consider to be the first step in moving
fcrward as far as the koard is concerned?

Who do you admire the most awong the business people of
Orange County?

If we launched a gifts' campaign requiring a leadership
team of top-level business people in our community, who
would you choose to see involved to insure success?

of all possible participants who might be involved in a
gifts campaign effort, who has the leadership
characteristics of influence, affluence, credibility and

respect that could lead the effort to a successful
conclusion?

If we launched a gifts campaign, could the Foundation count

on you for a special gift?
(If no) Why not?

(If yes) Would you take a look at the sheet of categories
and gift levels and tell me which reflects your sense ot
what you might do if we had a gifts campaign?

Category = §

Hypothetically, would you be willing to talk with a few
of your friends and/or business associates about
supporting the Foundation if there was a campaign?

Do you know of anyone else that fits the leadership
criteria that would be willing to participate in this
survey?
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ASSESS YOUR BCOARD
(BOARD LEADERSHIP CHECKLIST AND WORKSHEET)

ACTIVITY YES NO SUGGESTIONS
FOR IMPROVEMENT

Boerd operates under a clear and up-to-date set of bylaws with (
which all members are familiar.

Board has an elected Executive Committee which reports fully (
to the board on all actions taken.

Board has standing committees which meet regularly a.d (
report back.

80% of board members attend meeting. (

Every board member serves on at least one committee. (

Board has diversity of experience, skills, ethnic, racial,
male-female and age groups.
Nominating Committee uses established criteria to recruit
board members based on the objectives of the organization.
Newly elected board members are fully oriented to what is
expected.
Boeard includes in each meeting some educational or
interpretation time.

. Board members are elected for a specific term.

. Board has completed both long-range and short-range
planning.
. Board meets at least 9 times yearly.

. Board receives their agenda in advance.

. Staff participates in committee and board meetings as
appropriate.

. There is an orderly procedure for decision-making at board
meetings.

. Board conducts an annual review of its work and operating
procedures.

. Board reviews, approves, and monitors the budget. Members
understand the reports.

. Board has formal executive appraisal method.

. there is a trustful and harmonious relationship between board
and staff.

. Board members receive all appropriate information (positive
and negative) necessary to make policy decisions.

. Board discussions are free with full participation and respect
for divergent opinions.

_ All board members contribute annually to the fund reising
campaign.

. All board members provide some leadership to the annual
campaign.

. Board works with other organizations in the community and
is familiar with their goals and activities.
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CORPORATIONS CODE

§ 5280, Porecnal Hadility ef voluntsor direcior ot officer for negligence

() There shall bo wo porsonal lability to & third purty for monotary damages on the part of s
voluntoer diractor or voluntesr exocutive commities officar cf a BODprolLit coTporation subject ¢ © °
w Wis part, caused by the direceor's or offlcor’s acgligunt wot or umizsivn 1o the performance of thss
person’s duties an & director or officer, f all of the ollowing corditions sye mot:

; (1) The act or omission way within the 9cope of the director’s or executive committes officar's
utias.

{2) The act or ommsion was performed in good faith.
(5) The s¢t or omizsion was not ruckless, wanton, Intentional, or grossly negligent.

(4) Darangos esuscd by tho aot o¢ omlasion &9 covered gunuant to 8 Hability inaurnnes palicy
iwsued to the corporation, either in the form of & general Heblity policy or o dizoctor's and ofmu’o
Jwbliity poliey, er parannally 1o the diroctor or ssecutive (mmVitee officer. 1o the event thet the
damagns tre not envarnd by & Habilicy insurance policy, the voluataer diroctor or volunteer 6Xecutive
commities officer shall rot be personally liable for the damages U the board of directors of the
corporation end the pervon aed made all ressonsdle afforts in good faith to obtain available Hability
‘ASUrRIES.

() “Voluntecr” means the ~endaring of eervieen withnut companaation, “Componattion”’ mesns
remunarstion whather by way of aalery, fee, or other consideration for porvices ]eadered. However,
he paymont of por dlom, miloage, or other raimburseraent expanacs o 3 diractor or oxoontive
comraittes officer doer not sffect that prraon’s atatus &3 8 voluntetr Withis the maaing of this
soction.

(¢) “Exscutive committae oflicer’ moans the prosidont, vios president, secretary, o treasurer of s
cwrporstion wbo 88014t (n astablishing the pelicy of the corporation.

{d) Nothing ln this section shall limit the lability of the eo tion for sny darmages csused by
ole 4 Otalbilons of Mhe veluntcer dlrester 9P vOlURNIOr SXOWILYE sommittas offioor.

. go)w% eoction doss not eliminate or it the UadTity of o dlrector or oificer for say of the
(1) ]

1) Mwoﬂdodbwm’uw.

2) In any action or proceeding bronght by tha Avornsy Geoorul

(f) Nothung in this section crestes & duty of care or basla of Eadlity for damage or infury esusod
by the acts cr omisalons of a glretor or officer.

(g) This section 8 oply applicsble to causes of action based upon acts or omisslona occurring oa oF
aftar Junuery 3, 1988
(Added by BtaB.19F7, ¢. 1204, § 1. Amended by Stats.1688, ¢ 1204, § &)

Historiea) Nok Soction ¢ of L1917, & 1204, providan

Application of Sran 1987, & 1200, §§ % % @ U e *rhi st iball hecoms opwative otly ¥ Anedly BDs
MHistorical Nows wader CCP. § 8T20. 364, 1930, 1909, 1913, sné 2414 [Sam 1047, « 1204, 130,

acqivone in text are indiosied by wndwriing, delslune Ly séleisks * ¢ ¢
: 169
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CHAFFEY COLLEGE FOUNDATION
BOARD OF DIRECTORS
Q INFORMATION FORM

this exoctly the toy you want i on the joundation letterhead.

Name Business Title
(if applicatle)

Business Address

Business Telephone
FAX Number

Car Phone (if applicable)
Homa Address

Home Phone
Spouse's Name
Spouse's Business Address

Is there a secretary or other staff member that we might contact regarding scheduling of appointments or meetings, if
necessary? Yes El No D

Phone Number (

Plesse send foundation materials to my: Home Address . [:l
Business Address EI
Spousc's Busiuess Address [:]

Arethmnpedﬁcuusoftheeolhgehwmchmmpuucnhﬂymtemted? (Le-. the arts, theatre, re-
opening of the Planetarium, sclences, health, technology, etc.)

Are there any sreas of the college in which you have apuﬁcuhreoneunuintuutotwumukenwﬁmn
information?




Please list other businesses, or community affillations or networks in which you are now
or have been active in this area:

Terms of

Organization Capecity/Office Service

Please list other fund raising or grant writing organization with which you are currently o
affiliated.

Terms of
Organization Capacity/Office Service
FNDN 4/11/90 liy
14




Board Profile Grid
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BOARD CANDIDATE RECOMMENDATION

Name Title

Address Phone

Type of Business

Leadership
Qualities

Community
Activities

Special Expertise

Why you would recommend this candidate

Submitted by: Date

* k k Kk k %
The criteria for recruiting members for the Board of Directors is:

Influence, affluence, visibility, loyalty, generosity and
knowledge.

o
,'u :




BUTTE COLLEGE FOUNDATION

BOARD OF DIRECTORS JOB DESCRIPTION

The Board of Directors of the Butte Cellege Foundation will implement the mission
of the Foundation to raise supplemental funding to enhance and support
scholarships, programs, services developmental needs and Public understanding of
the Butte Community College District.

Bach member should be willing to make & financial contribution annually to the
program of their choice. (No minimum, but 100% participation is expected. )

Each member should shov a villingness toward giving their time to further the
goals of the Foundation.

BOARD RESPONSIBILITIES

Determining the Foundation Mission and setting policies for its operation
and to establish its general course from year to year.

Establishing fiscal policy, including budget and financial controls.

Providing adequate resources for the activities of the organization through
direct financial contributions and a commi tment .to fyndraising.

Developing and maintaining a communication link to. the community.

Ensuring state and federal laws and the provisions of the organization’s
Bylaws and the lawv are being followed.

Authorizing programs and evaluating results of the organizations operations.

DIRECTOR’S ROLE

Attendance at four (4) board meetings per year.

Support the Foundation’s program events with attendance and/or ticket
purchase.

Willingness to provide public speaking opportunities for Foundation
Directors or staff.

Willingness to present one scholarship award during the May/June high
school avards program.

Provide leadership to the Foundation by being involved as an officer or
serving on ore or more committees.




Provide annual updated list of persons or corporations who can be
contacted for support of Foundation programs.

Willingness to sign personal solicitation letters and/or make necessary
solicitations in support of the Foundation’s programs.

Be reasonably well informed about Butte College, and as appropriate,
represent the college and our Foundation as an Ambassador of Goodwill to
external constituencies.

TERM OF SERVICE

In accordance with the Butte College Foundation Bylaws, each board member serves
a three (3) year renewvable term (Article II, Section 2.03).




IRVINE VALLEY COLLEGE FOUNDATION
BOARD MEMBER DATA SHEET

' Name:

Home Address:

Home Phone:

Birthday:

Position Title:

Work Address:

Work Phone:

Spouse:

Spouse’s Birthday: Your Anniversary:

Children's Name(s) & Ages:

What types of things bring you great satisfaction?

O Sports O Family

O The Arts O Accomplishments (personal & family)
O Academics O Service to Others

O Other

What activities, actions, or things give you cause for concern?

Comments:




IRVINE VALLEY COLLEGE FOUNDATION
BOARD MEMBER NOMINATION FORM

Please complete and return to the Membership Committee, Irvine Valley College
Foundation, 5500 Irvine Center Drive, Irvine, CA 92720

Name of Nominee Date

Home Address

Work Address

A}

Telephone: Home

Nominee's Position or Title

Employer

What skills or abilities would this nominee bring to the foundation

Nominee's area(s) of expertise

What are the nominee's other volunteer activities

Does the nominee have any past relationship with IVC




Q:mmvide a brief outline of your suggestions of kow this nomince might be approached for
hip. Please indude board activities which you feel would be of interest to him/her.

Name of Nominaiing Board Member
Work" FAX

Telephone: Home

3/91




COLLEGE of the DESERT
FOUNDATION

BOARD OF DIRECTORS
BIOGRAPHICAL SKETCH

Name Name of Spouse

Residence/Mailing Address

Business Name

Business Address

Home Phone Busines Phone

Summer Address

SCHOOL AFFILIATIONS:

BUSINESS AFFILIATIONS (past and present):

PERSONAL HISTORY: (optional)
Date and place of birth

Anniversary date

Children

Hobbies

ADDITIONAL INFORMATION WE SHOULD KNOW:
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CITRUS COLLEZGE FOUNDATION

Director Nomination Form

Name of nominee

Home address

Home phone number (

Business phone number ( )

How long has this person lived in the community?

What philanthropic or community services groups does this person belong to?

What special talent, skills, or expertise does this person have that may be of help to the
Foundation?

Why would this person be a good director for the Foundation?

Please check the areas of interest this person has:
performing arts _____ instrumental music
athletics ___ child care
finance/investment ____ special events

disabled persons building renovation




PLEASE RATE THE NOMINEE IN THESE CATEGORIES:

5 excellent 4 good 3 unknownorn/a 2fair 10K

. How well is this person known throughout the community?
5 4 3 2 1

. How well is this person known within a specific circle of friends?
Indicate circle: (i.e. athletics, politics, church, service clubs, etc.)

5 4 3 2 1

. To what degree does this person have any relationship, directly or indirectly, to Citrus
College? '

5 4 3 2 1

. To what degree does this person support public education either financially or politically?
5 4 3 2 1

. To what degree does this person have the ability to seek out frieads for Citrus College?

5 4 3 2 1 | e

. To what degree does this person have the ability to raise funds for Citrus?
5 4 3 2 1

. To what degree does this person give financial support to charitable causes?
5 4 3 2 1

Additional comments:

Your name:

Date:

Please return this form to the Foundation Office. Thank you. nom.frm




NAPA VALLEY COLLEGE FOUNDATION
BOARD CANDIDATE RECOMMENDATION

NAME

ADDRESS

TYPE OF BUSINESS:

TITLE:

LEADERSHIP QUALITIES:

COMMUNITY ACTIVITIES:

SPECIAL EXPERTISE:

WHY YOU WOULD RECOMMEND THIS CANDIDATE:

SUBMITTED BY

oo gk gt e e

The criteria for recruiting members for the Board of Directors is: Influence, affluence,
visibility, loyalty, generosity, and knowledge.




NAME

NAPA VALLEY COLLEGE FOUNDATION
PROSPECTIVE MEMBER BIOGRAPHY

(First) (Last) ' (Middle Initial)

1. ADDRESS INFORMATION

A. Home Address:

B. Busiress Address:

Home Phone:

Business Phone:

2. BUSINESS/PROFESSIONAL INFORMATION

A.

. Employer:

. Type of Business:

Please Check One: Active Retired (If retired position held.
You may attach an additicnal sheet describing career history, if you wish.)

. Title/Position:

. Years with this Employer:

BUSINESS AND COMMUNITY AFFILIATIONS

Ab

Are you now, or have you ever been au officer or director of any businesses,
corporations or partnerships apart from your primary business? (Please list
organization, title and approximate dates. Attach additional sheet if
pecessary.) '

. Are you now, or have you ever been a trustee, director or volunteer for any

non-profit organization, foundation, college, university or museum? (Please
list organization, title and approximate dates.)

. What professional, civic or fraternal memberships do you hold?

(Organization, title and approximate dates.)

Do you have relatives associated with Napa Valley College?

** You may attach a resume, if you wish **

THANK YOU FOR YOUR TIME AND COOPERATION

129
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STERRA COLLEGE FOUNDATION
BOARD OF DIRECTORS
BIOGRAPHICAL INFORMATION FORM

Name Business Title

Business Address

Business Telephone

FAX Number

car Phone (if applicable )

Home Address/phone

Spouse's Name

Spouse's Business Address

Is there a secretary or other staff member that we might contact

regarding scheduling of appointments ox meetings, if necessary?
- yes no

Phone Number ( )

Nane

Home Address
Business

|

Please send Foundation materials to my:

Are there specific areas of the College in which you are
particularly interested? (i.e., the arts, theater, agriculture,

pusiness, physical education, sciences, health, computers, etc.)

Are there any areas of the College in which you would like
additional information?

comments:




Q

IERIC

PAFullToxt Provided by ERIC

Board Information Form
Page Two

Please list other businesses, community affiliations, or networks
in this area in which you are now or have been active:

Terms of
Organization capacity/Office Service

please list awards or honors from organizations with which you
are currently affiliated.

Terms of
organization Award/Honor Service




Telephone Questionnaire/script

As a member of the Nominating Committee, I'd like to become better acquainted
as well as discuss the responsibilities of Board menmbership.

Did you receive the letter from Randy Yost? Let me review some specifics:
~the tenure of office is three years

-there are four meetings per year-Feb., May (annual meeting), August,
Nov. on the second Monday of the month.

-we offer many committees - Finance, Marketing, scholarship, Annual
Fund, Business Development, Capital Campaign, Planned Giving, Corporate
Giving, Special Events (golf Tournament, dinner dance, Kids College,
appreciation awards).

—there are some time commitments - attending Board meetings and
committee meetings, plus attendance and assistance at events.

-there are financial commitments - participating at events and
influencing others to participate or consider tax deductible
contributions annually. O

If you are interested in nomination, I'd like to mail you an informational
form which I'd like you to complete and return.

May I verify:
Correct spelling of name and preferred name (nicknane):
Home address:
Business address and telephcne:
Type of business:

Title of position in company:

NO N - Exi 0 ');g

NN N ey,



PROSPECT FORM

In order to continue growth, the Foundation looks to
. current Board members tt
provide information on new Board prospects. Please fill in those you wish to b

PROSPECT ADDRESS DO YOU WISH
TO CONTACT:

Business

Residence

Business

Residance

Business

Residence

Businass

Residence

Bugineas

Resgidence

Busineas

Residence

Business

Residence

Business

Residence

Business

Residence

Business

Residence

Business

Residence

Business

Residence

. Signed Telephone

Address ) Date

o
+, PAFullText Provided by ERIC E




PURPOSE OF THE
COASTLINE COMMUNITY COLLEGE
FOUNDATION

“The primary purpose of this corporation (Foundation) shall be to assist
Coastline Community College in achieving and maintaining a high-quality
program of public education and community participation (with Coastline
Community College the recipient of contributions from the public), to
raise funds, and to make contributions to educational and community
programs of the Coast Community College District."

The Foundation shall also inform the public about proposed legislation
which will affect the college or its students.

IMPLEMENTATION STRATEGY

With the exception of Coastline’s president who serves on the Foundation
board for his or her tenure, each board member is to serve a three-year term.

During this term, board members are expected to :

a. Attend most board meetings. Board meetings are scheduled for the
third Tuesday of September, November, *December, January, February,
March, April, May, and June. The *December board meeting is usually a
social event sponsored by the Foundation board of directors. The Board

t meet in July, A t, angd December.
Serve on one or more of the following committees, which may have

several subcommittees: 1) Fundraising 2) Public Relations 3) Finance &
Planning.

Each year, the board member commits to generate $1,000 for the
Foundation by one or more of the following methods:

a. Working on CCC Foundation fundraising or special events and activities

b. Obtaining cash contributions from corporations and/or private
foundations

Arranging in-kind contributions of equipment and/or services needed by
the Foundation

Making personal cash donations

Establishing a five-figure gift through wills, trusts, or insurance

135




Coastiine Community College
Foundation
Pledge of Board Commitment

| understand that my role as a board member of the Coastline Community
College Foundation is to generate $1,000 in cash or identified in-kind gifts
to assist the students and programs of Coastiine Community Coliege.

| would like to serve on the following committee:

. and | have a special interest in serving

on a sub-committee to :

| will attempt to attend all board meetings and committee meetings.




ASTL , FOUNDATT
COMMITTEES FOR 1992-93

The Public Relations Commnittee plans and carries out the "friendraising” activities
of the Foundation. This may include subcommittees on friendraising events, donor
cultivation, potential board member cultivation, meetings, newsletters and other
communications, as well as issues of concern to the Foundation. A subcommittee of
this committee is the Advocacy Committee.

The Fundraising Committee approves the annual fundraising plan of each affiliate
and program supported by the Foundation, calendars all events in consultation with
the Foundation staff, assigns a member to assist and track each approved fundraising
activity conducted under the auspices of the Foundation, analyzes the eifectiveness of
each fundraising activity, and markets and publicizes each fundraising activity of the
Foundatiorn and the College.

O

The Finance and Planning Committee is charged with maintaining the operation of
the Foundation, with more successful results each year. It identifies critical skills and
knowledge that need to be added to the Board of Directors, seeks potential board
members with the needed qualities, conducts orientation sessions for new Board
members, plans the annual board retreat, develops short term and long term plans,
reviews the resources of the Foundation staff, evaluates the effectiveness of the
organizational structure, and its operational procedures, keeps abreast of external
developments that could impact the Foundation’s operations This committee prepares
the annual budget, monitors expenditures, reviews audit reports, establishes fiscal
policies, determines investment strategies, makes recommendations on accepting or
rejecting gifts of property or services, and makes sure all filings are completed on
time to local, state and federal government agencies.

1/dw <fndtn> bylaws.rev 9/7/92




Board Organization

What is a model organizatic.. structure for a community college foundation? Anything
that works! Few community college foundations have developed strong traditional
methods guaranteed to work. This means that the Executive Director and the volunteer
president of the board will create the foundation organization chart. As the people
filling these positions change, so will the structure of the foundation. Following this
commentary are several examples of foundation structures which have worked
successfully.

Suggestions for an effective foundation structure:

1. Authorize the Executive Committee to handle most of the nitty-griity details,
particularly those requiring legal action.

2. Charge the vice presidents with overseeing the work of the committees.

3. Keep the commiitee structure of the foundation simple and make sure every
board member serves on at least one committee.

Executive Committee
v

Board Officers and College Presi-
dent are voting members.
v
Executive Director and (possibly)
Treasurer are ex officio
(non-voting) members.

v v v
“ Fundraising Comm. Administrative Comm. Friendraising Comm. “
| Chaired by Vice Pres. | Chaired by Vice Pres. | Chaired by Vice Pres. ||

What is the optimal size for a board of directors of a community coliege founda-
tion ? Within California, foundation boards range in size from seven to fifty mem-
bers.

How frequently does the board meet? Some meet monthly, many meet eight times a
year, more meet bi-monthly or quarterly. When the full board meets less frequently it
usually indicates that the committees meet regularly and the Executive Commitiee
really runs the foundation.

Recently, many charities report great difficulty in attracting top fundraising board
members because of some volunteers’ unwillingness to commit the required time.
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Most community college foundations operate with limited staff and must depend on
the work of volunteers. This requires extensive committee work and more meetings.
The staff must make maximum use of the limited time of the volunteers.

Remember, the foundation board of directors, its committee members, and staff must
function as a productive team. Your organization structure should reflect a team
concept. Praise and recognize individual board members whenever possible. This
recognition can be quite simple. For example, send a flier with family and profession-
al news tidbits along with the agenda for each board meeting.




BOARD COMMITTEES & RESPONSIBILITIES

Executive Committee:

The Executive Committee is empowered by the Board to conduct
required Foundation business in the interim between Board meetings
with full legal power and authority. Exceptions include those actions
requiring full Board approval as specified in the Foundation bylaws.

Resource Development Committee:

This committee is responsible for assisting in the identification and
direct solicitation of both public and private sources of support for the
Foundation. Committee members may appear on behalf of the
Foundation and assist in a variety of development activities.

Public Information:

Identifies resources and provides direct support  for public

information/public relations programs promoting the California
Community Colieges.

Scholarship/Staff Diversity:

Provide leadership in the development of scholarship and staff
diversity programs in support of the California Community College
System. Identify and secure the resources to promote and recognize

the rich diversity and excellence of community college students and
staff.

Economic Development Projects:
Develop The Community College Foundation projects, provide

leadership support. and identify and solicit resources in support of
approved economic development projects.

Scurce: Communaty College Foundaticrn
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Alumni Events
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Foundatvons




CHAFFEY COLLEGE FOUNDATION
Committee Reorganization
April 2, 1990

It is proposed that we reorganize the foundation into five standing committees under which all
current and future foundation activities can fall. As a new activity develops or is proposed, it will
be referred to the appropriate committee for action and follow-up. The standing committees might
form subcommittees or task forces as needed. The Development Committee would have four
standing subcommittees. It is hoped that many of the subcommittee or task force functions be
performed under board leadership but staffed by individuals who are either on the advisory council
or not directly associated with the foundation.

It is further proposed that each board member be asked to take over the active leadership or co-
leadership of one committee and serve as a member on at least one other committee. Committee
leadership and membership would be appointed at the prerogative of the president with the consent
of the person being appointed.

PROPOSED COMMITTEES:

1. Executive Committee (Five members plus executive director)
Purpose:

To handle the on-going business of the foundation, and to provide direction for the board
of directors and advisory council.

Scope of Work:

Meets regularly 6 to 10 times per year, particularly in the months when the full board does
not meet, sets the agenda for the full board meetings, oversees the work of the foundation
committees, and acts on administrative and financial matters in the name of the board

Member Profile:

This committee shall consist of the four elected foundation officers, a member-at-large, and
the executive director.

Personnel/Nominating Commiitee (Three or four board members)
Purpose:

Responsible for recruiting and nominatng board and advisory council members; revises the
bylaws when needed and handles staffing issues if required.




Scope:
Recruitment of board and advisory council members is an ongoing function. Board and

officer nominations are an annual process unless vacancies occur mid-year. Bylaws and
personnel actions will occur, as and if needed.

Member Profile:

Helpful if members had high community visibility and were well net-worked. Under-
represented areas (i.e. Fontana and Chino) need to be included

3. Finance Committee (Two or three individuals)
Purpose:
To review and monitor the Foundation's finances and financial transactons.
Sco work:

Reviews financial reports, develops financial policies and procedures, monitors the budget,
develops and implements investment strategies (when applicable).

Member Profile:

Committee is chaired by the Foundation's treasurer. Other members should have a
background and interestin fi ance, investing, financial planning, accounting or banking.

4. Adjunct and Cooperative Programs  (1'wo-member committee plus task forces)

EQ!QOSQI

To communicate the activities of the Foundation's adjunct and community liaison actvites
1o the foundation board and others. Current liaison and outreach activities include the West
Valley Alliance for Progress, the Inland Business Network, Friends of the Wignall
Museumn/Gallery, and Planetarium operations. Proposed liaison functions include the

N development of both a Chino and Fontana friends organization and development of the

- Alumni Associaton.

Scope of Work:

Comprised of only two individuals whose purpose is to facilitate communication. The
S membership of the subcommitees or task forces would be comprised almost exclusively
- of advisory council members or community representatives. The chair of this committee
might also function as chair of the advisory council.

Member Profile:
Members of the subcommittees or task forces associated with this committee should be
individuals who have a specific interest in the activity or area being developed. Committee

members should have a willingness to recruit other representatives from the community to
serve on the committees and task forces necessary to get the job done. )
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5. Development Committee (Five to seven members)

’ Purpose:

To coordinate all fund-raising done by the foundation.

Scope of Work:

Coordinate the activities of sub-committees focused on the annual fund, business
solicitations, special events, cultivate major donors, as well as individuals who may be
interested in deferred and planned giving, and the Planetarium. Eventually, a capital
campaign will also be developed. In many ways, this is the most important and most
demanding committee of the foundation. (1989/90 goal: $120,000)

All board members and advisory council members are expected to serve on a development
subcommittee or task force. Each board member will be expected to develop lists of
potential donors, to assist in personally contacting major donors, and to participate as
members of a team on visits to solicit major donations from key individuals. The
committee per se will consist of the chairs of the various sub-committees plus one or two
members at large.

. Development Sub-committees:

a. Special Events Sub-Committee (size varies with need)

Purpose:
@

Responsible for planning and coordinating the annual president’s banquet. Also
responsible for making recommendations on the handling of other events (i.e., golf
tournament or other special functions) if/as they arise.

Scope of Work:

Plans and implements a major annual event, including the solicitation of
sponsorships or donations to cover the event; recruits advisory council or
community members to participate in the planning of special events and in the
staff...g of committees or task forces for other events if/when the need arises;
handles the 1990 alumni reunion; athletic booster functions (awards ceremonies,
banquets, etc.). Committee meets sporadically as needed; activities may involve

‘ extensive work during certain times of the year and litte or no committee meetings
- or work at other times of the year. (1989/90 goal: $10,000)

Member Profile:

Members of this committee should have interest and/or experience in event
coordination; should be interested in acting as a host or hostess at events; should
have community contacts where networks of individuals or organizations are
interested in participating in, or supporting, special events.

iy




Major Gifts Sub-Committee (President's Roundtable)
(Five to seven members)

Purpose:

To develop and solicit President's Roundtable and major ($1,000 or greater) gifts to
the foundabon.

S:QD: Qi:ﬁ!gﬂg

Donor identification and cultivation, supply leads for planned/deferred giving and,
eventually, for a capital campaign, supporn board members in personal solicitations.

mber Profile:

Board members with: high profiles who would have credibility with potential major
donors.

Business Partners Sub-Cominittee (Five to seven members)
Purpose:

To develop and implement a fund-raising campaign aimed at business, including
soliciting President’s Roundtable members from businesses.

Scope of Work:
Develop written materials, working with full board support, develop lists of

business leaders to be solicited and meet with key business leaders to ask for
donations. (1989/90 goal: $50,000)

Aember le:

Persons with extensive business contacts and/or credibility with the business
community

Annual Fund Sub-Committee (Three to five members)

Purpose:

Develop and run a comprehensive annual fund mail campaign.

Scope of Work:

Design focus of medium range campaign (2-3 years), design and write materials for

2 or 3 mailings per year, periodically review results of mailings and donor patterns,
identify patterns that may lead to major donors. (1985/90 goal: $35,000)

Member Profile:

Campaign experience and/or experience or interest in developing written materials
and campaign strategies.




Chaffey Colleze Foandsotion Orgonizelion

April 199D

Board of Directors .
Advisory Council ( 15 Members) . College President
and

Hal Overton, President  § Governing Board

Faculty Senate
Student Senate

Trustees
to Board
Frien Secretary to Boar

(10% Time)

Executive Director

Community

. . James M. Anderson
Christine Kaggie (10% Time)

PT Clernical Staff

| >
i i Executive Committee
Adjunct & Cooperative Overton, Chair
Programming Committee Dutton

. Courtney
Andrea Dutton, Chair Grigsby

Voigt

Development Committee Personnel/Nominating Finance Committee
Committee

Mike Milhiser, Chair Bill Courtney, Chair

John Rowett Rich Molsby
Development Contractor Consultant/Bookkeeper

Four Standing Subcommittees:

Special Events
Major Gifis
Business Partners
Annual Fund




Chaffey College Foundation

Devalopsaent Cowmunittes and Subeoinunittess
April 1790

Executive Committee

Development Committee

: Development Contractor
= .: John Rowett
: Special Events Major Gifts Business Partners [ Annual Fund ﬁ
Jeanne Barton, Chair Wallace Paprocki Cheryl Karns Anne Thomas
Chair Chair Chair
, ] | ’
| . . Direct
Annual Dinner Alumni Reunion President's . Mail
Paula Grigsby April Morris Roundtable Annual Giving
A Chair Chair Phone-a-Thons : 5
T Pianned/Deferred S :
i Giving &
g = 4/16/90
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Challey Collzze Foundation
Adjunct and Cooperative Programs
April 1990

Adjunct & Cooperative Programs Advisory Council

Andrea Dutton, Chair

West Valley Alliance Planetarium Programs

for Progress
*Dave Ariss, Chair Community Services Department

Jan Braunstein, Dean, Janet Nix, Director
Chaffey College

; ) John Burns
Julia Molles, Director Planetarium Program
Director

Inland Business Network
Museum/Gallery

*John Gateley, Chair

*Gordon Pierce, President

Friends of the Wignall
Ginger Eaton, Museum Director

Athletic Department . Friends
(Chino & Fontana)

Bob Olivera, Director
Paula Grigsby, Chair

Alumni Association

*Frank Pinkerton, President

4/13/90
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THE ROLE OF THE BOARD OF DIRECTORS

The primary responsibility of the Board of Directors is to govern
the corporation consistent with Federal and State laws and the
Articles of Incorporation and Bylaws. Operationally, the Board of
Directors exists as a corporate oversight body and provides general

¥ direction for the organization through the development of policy. .
o The Board of Directors is not involved in the normal ongoing

operations or administration of the organization. The Board
employs an Executive Director to implement its policies and
administer services and programs. The Board of Directors’

= responsibilities and duties can be diviued into four general areas:
Administration, Planning, Resource Development, and Public
- Information. The following is a description of each with some
- specific duties listed.

I. ADMINISTRATION

iy Administrative responsibilities are primarily directed at
: compliance with law and maintairing effective operations.

A. Executive Director

Duties include:

1. Establishing, maintaining, and complying with a
formal contract with the Executive Director.

2. Supervising and evaluating the Executive Director's
performance.

3. Formulate and adopt policy and operational o
procedures to the Executive Director.

- 4. Setting Executive Director's compensation and
- benefits.

B. Corporate Bylaws and Articles of Incorporation
Duties include:
1. Periodic review.
2. Amendment as necessary.
Cc. Board of Directors
f: Duties include:
1. Orientation of new Board members.

2. Nominate and elect the officers of the corporation
as per bylaws.

3. Meet on a regular pasis to transact business.

4. Establish and appoint committees of the Board. .

5. Maintain Board communications and cooperation.
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1. ADMINISTRATION (continued)
D. Fiscal

Duties include:

1. Approve an annual operating budget for the
corporation and any subsequent revisions.

2. Approve an annual financial audit.

3. Periodic review of financial status to protect the
assets of the organization.

4. Adopt and monitor operating and fiscal management
procedures.

E. Foundation Employees
Duties include:
1. Approve Foundation Personnel Policies.
F. Grants and Contracts
Duties include:
1. Approve all contracts.
I1. PLANNING

Planning responsibilities are directed at setting the short

. and long term direction of the corporation consistent with
corporate purpose and status as a nonprofit public benefit
organization.

Duties include:
1. Apprcve an annual plan for the Foundation.

2. Review information regarding Foundation programs and
services.

3. Authorize the establishment of new programs and
services or major modification to existing programs
and services.

4. Monitor the achievement of goals and objectives.

11I. RESOURCE DEVELOPMENT
Resource development responsibilities are directed

specifically at ensuring that the Foundation has adequate
resources to operate effectively.

[ LD LA

A. Private Funds

. . Duties include:

1. Assist in the identification and solicitation of
corporate and individual support for the Foundation.
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V.

2.
3.

Assist in development activities,

Appear on behalf of the Foundation to support
requests for funds.

B. PUBLIC FUNDS

Duties Inciude:

1.

Advise the Executive Director of available sources
of public support.

?ssist the Executive Director with obtaining public
unds.

PUBLIC INFORMATION

Duties include:

1.

BASIC

Assist in identifying resources useful to developing
and conducting an effective public information
program. .

Provide funds, where appropriate, to support public
information programs.

Provide direct support via the Board or committees
for public information programs.

Form linkages with other community organizations
(both public and private) to meet needs that are
greater than those that cin be met by the
organization acting alone.

TENETS FOR BOARD OPERATION

There is a relationship between involvement,
knowledge, and therefore ownership and freguency of
meetings.

There is a relationship between attendance &and
ownership.

There is a relationship between size and function.

Given a large board, committees and good committee
work are of great importance in developing a sense
of ownership.

"Representativeness” is useful only when the other
goals of board constituencies are achieved.

There must be a balance petween staff and volunteer
input and involvement.

Board members must clearly understand their role in
policy development and execution.

i




GOLDEN WEST COLLEGE

JOB DESCRIPTIONS

Chair of the Board

Provide 1leadership to the board in carrying out the
fznanc1a1 and administrative responsibilities to fulfill
the mission of Golden West College

RESPONSIBILITIES:

Chairs board meetings

Oversees the planning and goal-setting process for the
Foundation

Supervises the organizing of the annual campaign and works
closely with board 1leadership to 1dent1fy, evaluate and
solicit funding prospects

Meets ¢twice monthly with the executive director to keep
informed on issues related to the Foundation

Appoints Investment Committee and monitors the fiscal policy
development and financial management of the Foundation

Appoints committees as necessary and serves as ex-~officio
member

Serves as the official spokesperson to the public on all
matters

TERM OF OFFICE: One Year Term

REPORTS TO: Board of Directors

STAFF ADVISOR: Executive Director, Foundation

QUALIFICATIONS:

1.

2.

Recognized community leader

Demonstrated ability to operate a business

Commitment to the mission of Golden West College Foundation
Willingness to contribute time and financial resources

Willingness to solicit funds and recruit leadership
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GOLDEN WEST COLLEGE FOUNDATION )

JOB DESCRIPTION ' -

TITLE: Treasurer

PURPOSE: Oversee the f£financial operation of the Golden West
College Foundation

RESPONSIBILITIES:

1. Chair the Investment and Finance Committee

2. Implements the responsibilities of the Investment and Finance
Committee

3. Meets as necessary with the executive director to review and

monitor Foundations's financial activity

MEETING ATTENDANCE: Six meetings annually

REPORTE TO: Board of Directors :
 STAFF ADVISOR: Executive Director, Foundation
QUALIFICATIONS: O
1, Expertise in investnments E
2. Financial management ability T%:

3. Willingness to 1learn Golden West College Foundation's

accounting system

4. Willingness to commit time and financial resources
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GOLDEN WEST COLLEGE FOUNDATION
o JOB DESCRIPTION

TITLE: Priorities and Allocation Committee

: PURPOSE: Proposes annual and long-term goals and objectives of the
= Foundation based on college needs as identified by the
Solden West College President, reviews requests for

Foundation grants and to create campus projects

RESPONSIBILITIES:

SIS

1, Meet annually with the Golden West College President to review
college priorities and determine the activities/projects to
be funded through the Foundatien.

Rine

2. Evaluate (for Board review/approval) requests for grants to
= organize support groups and campus initiated projects
= requesting to have funds managed by the Foundation.

3. Make recommendations in preparing the goals and objectives for
the annual plan.

_ 4. Evaluates completed programs funded by the Foundation

‘ MEETING ATTENDANCE: As necessaxy

h, 3 l

REPORTS TO: Board of Directors
- STAFF ADVISOR: Executive Director, Foundation
QUALIFICATIONS:
§ 1. Understanding of the Golden West College Foundation mission
’ and goals
2. Demonstrated ability to operate a business
N 3. Willingness to contribute time and financial resources
4. Ability to relate to innovative and creative concepts
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GOLDEN WEST COLLEGE FOUNDATION

JOB DESCRIPTION ' e

TITLE: Annual Campaign Committee

PURPOSE: To organize and implement the annual solicitation of
gifts from individuals, businesses and community

. crganizations.
RESPONSIBILITIES:
: 1. works with the board on the identification, evaluation and

‘|||‘1||. ',

solicitation of funding prospects

2. Works closely with the Priorities and Allocations Committee
i to understand college needs and the funding requirements

M

MEETING ATTENDANCE: As necessary

REPORTS TO: Board of Directors
STAFF ADVISOR: Executive Director, Foundation
QUALIFICATIONS:

1. A commitment to the Golden West College Foundation and its .
g3 goals and the ability to provide direction and input for the
- planning and implenmentation of a fundraising program

= 2. Comnmitment to the mission of Golden West College Foundation
3. A community leader
- 4. Willing to commit time and financial resources

il
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GOLDEN WEST COLLEGE FOUNDATION

JOB DESCRIPTION

TITLE: Planned Giving Committee

PURPOSE: To promote and solicit planned gifts {bequests)

RESPONSIBILITIES:

5.

Develop a strategy to identify and cultivate potential donors
Respond to inquiries from planned giving prospects
Establish and maintain econtact with appropriate lawyers,
C.P.A.'s, trust officers, and other estate planning
professicnals

Arrange to have the Golden West College Foundation board
informed of planned giving opportunities and ask their
assistance for promoting it

Recommend process for promoting planned giving

MEETING ATTENDANCE: 3 meetings annually

REPORTS TO: Board of Directors

STAFF ADVISOR: Executive Director, Foundation

QUALIFICATIONS:

1.

2.

Knowledge of estate planning
commitment to the mission of Golden West College Foundation
A community leader

Willing to commit time and financial resources
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GOLDEN WEST COLLEGE FOUNDATION
JOB DESCRIPTION Oé

TITLE: Public Affairs Committee

PURPOSE: To promote the Golden West College Foundation and its

activities to the community and on the campus through
appropriate linkages

RESPONSIBILITIES:

1. Provide input into the annual plan to increase the visibility
and image of Golden West College Foundation

2. Advise the staff and board on securing maximum publicity for
Golden West College Foundation programs and activities

3. Provide technical assistance in the development of printed and
electronic material for Golden West College Foundation

4. Assist in planning and implementation of the annual dinner

meeting

MEETING ATTENDANCE: As necessary

REPORTS TO: Board of Directors .

STAFF ADVISOR: Executive Director, Foundation

QUALIFICATIONS:

1. Knowledge of the Foundation's mission, philosophy, and
policies on advertising

2. Knowledge of marketing and public relations principles

3. Commitment to the mission of Golden West College Foundation

Willingness to contribute time and financial resources
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GOLDEN WEST COLLEGE FOUNDATION

JOR DESCRIPTION

TITLE: vVice Chair of the Board

PURPOSE: Assists the Chair by managiig Foundation responsibilities

in the areas of priorities, planning, and allocations

RESPONSIBILITIES:

7.

Chairs board meetings in the absence of Chair of the Board

Oversees the annual planning and goal-setting process for the
Foundation, matching college needs with Foundation plans

Meets twice monthly with the Executive Director to be informed
on issues related to the Foundation .

Appoints the Priorities and Allocation Committee and chair,
serving as ex-officio member

Initiates evaluation process for programs funded by the
Foundation

Assists with planning and implementing new board ‘member
orientation

Plans the annual meeting

TERM OF OFFICE: One Year

REPORTS TO: Board of Directors

STAFI ADVISOR: Executive Director, Foundation

QUALIFICATIONS:

Recognized community leader
Demonstrated management ability
Commitment to the mission of GWC Foundation

wWillingness to contribute time and financial resources

Willingness to solicit funds and recruit leadership




GOLDER WEST COLLEGE FOUNDATION

JOB DESCRIPTION

Board Development Committee
To advise the board on matters pertaining to board
development; oversees the development of the board
through recruitmert, new member orientation, and
monitoring of board member performance
RESPONSIBILITIES:
Establish a2 new board member recruitment goal

Identify, evaluate, and prioritize candidates for the board
according to the established criteria for new board members

Plan a recruitment strategy and assist in the recruitment
visitation as appropriate

Nominate candidates and officers for formal election to the
board

Host new board member orientation session(s)

Periodically reviews board member performance to determine
continued affiliation

Monitors board structure for effectively achieving the
Foundatioen's mission

MEETING ATTENDANCE: Four to six meetings annually
REPORTS TO: Board of Directors

STAFF ADVISOR: Executive Director, Foundation
QUALIFICATIONS:

1. Recognized community leader

2. Knowledge of the individuals in the community who possess the
leadership criteria for board membership

A commitment to the mission of Golden West College Foundation
and willingness to promote the college and foundation to the
community :
Willingness to contribute time and financial resources

Willingness to solicit funds and recruit leadership tc Golden
West College Foundation

1Sy
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GOLDEN WEST COLLEGE FOUNDATION =

JOB DESCRIPTION

TITLE: Investment and Finance Committee

PURPOSE: Oversees the Foundation's assets and financial activity,
following board established policies

RESPONSIBILITIES:

1. Prepares and implements the board approved investment.policy
with day to day monitoring of investments by a designated
authority '

2. Insures that funds are managed and expended in keeping with
donor's intent

3. Meets quarterly with the executive director to review
financial reports and to monitor the internal accounting
systen

4, Keeps the board informed on the Foundation's financial
activities

5. Reviews the annual audit and management letter, implementing
recommendations

6. Annually reviews all Foundation contracts and makes

recommendations to the board

MEETING ATTENDANCE: Six meetings annually

REPORTS TO: Board Chair
STAFF ADVISOR: Executive Director, Foundation
— QUALIFICATIONS:
1. Expertise in investments A
2. Financial management ability
i 3. Willingness to learn and understand a foundation's financial
LE operation
| 4. Willingness to commit time and financial resources




By GLENN H. TECKER AND MARYBETH FIDLER
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| The Better
Boards Role

ach year thousands of bright, competent. and enthusiastic individuals

from many areas and walks of life come together 10 form the boards of

directors within the association community These gathered forces

exhibit extraordinary talent and commitment The purpose of the
members of these boards 15 universal to work with Itke-mingd- ¥ colleagues 4o shape
the world in which they live,

And each year association staffe express aptimism that the Incoming board of
directors wil! understand their good mtentions and become a partrier in fulfilling the
association's mission, !

Despite this enthusiasm and optimism, however, the year often ends with
disgruntled board or staff members and an unspoken. uneasy feeling that more could
have been accomplished if only.

How power struggles begin

Consider this scenario: As a newly elected board member of-the Assogiation for the
Advancement of Ideas, you attend the board onentation and refrest. Dunng the
sessions. everyone nods enthusiastically as they discuss the board-staff parthership
and the board s governance role. You and your fellow board members pay careful
atterfion to the notion that your role 15 to set policy. while the staff serves as fult
pariners in carming out the work of AA1 Everyone concludes they are pan of the best
associahion leadership team ever assembled

Then.two wecks lafer the power struggles begin

It starts when one board member receives a complaint from a member about a
budget allocauon ssue. he calls several other board members to discuss concemns
about the staffs activities Via the grapevine, the chiel stall executive and the chie!
elected officer hear of the problem and learn that a small group of board members has
become disgruntled because us idea for funding a new project 15 not being
implemented

Al the nexi board meeung, a heaied debate ensues over how sornething should b¢
done nstead of whether # should be done at all You spend more time discussing
who has the authonts to make the decision about funding a nmew project than
discussing the project wsell Soon a rumor starts circulating that staff has 100 muck
power and a few peopk begin asking “Who runs this association anyway?”
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Board role

When AAls annual meeung opens. a
coahunn of members bnngs to the floor a
mouon requinng approval of the budget
by the .ntre membership. these mem-
bers say the association’s leadership does
not understand their needs or how 1o
allocate funds appropnately A small
group of board members appears 1o be
fanrung this flame of discontent You and
your fellow board members spend a
good deal of the annual meeting locked
in a power struggle instead of discussing
and addressing the common interests of
the members What went wrong”

Understanding group
responsibility

if thus scenano 1s 1n any way familar,
1ake hean You and your board arc not
alone Although associations offer an
opportunity for like-minded people to
work together. they also present a com-
plex and challenging set of dynamics

Only a commument on the pan ol
board members and stafl members ahke
to strengthen the capacity for group
excellence can overcome this challenge
We dream of bnngng personal qualities
and 1deas to the leadership of our
associations. yer often we do not fully
understand the nature of group process.
paninership relanonships. and the role of
tnformanion wathin our organizations

No secret formula

Essential elements. The essenual ele-
ments of successful boards are neither
secret nor complex Success involves
undersuanding what's important and cre-
aung the opportunity for the impenant
things to be done correctly

First and foremost. the association lead-
ership expenence 15 a group expenence, d
group responsibiity It 1s not a forum for
excelling indivdually or for putung for-
ward indnadual agendas

Sclf-evaluation. A group expenence
15 successful when expectations ave clearly
defined and agreed to by all panies One
way a board can accomplish this clanty
of purpose 15 by conducung an annual
board self-cvaluation process

Whether conducted intemnally as pan
of a regular board meeung or facinaied
by an outside consultant, this evaluation

L-12 Leadershap 1993

(

Checklist for Organizational Excellence

Effecuve boards of directors share
these charactensuics, which make the
difference {or organizauonal excellence
and team sausfacuon

e Focus on the outcome Where 15 the
organizauon gomng. and how wall we
know when we get there”

e Invest in a healthy and dynamic
relauonship with the chief staff officer
e Set direcuon, policy. and strategy.
do not develop detaled plans or
engage in or redo commuttee work

o Share the resporsibiliny for encour-
aging each leader to contnbute unique
ulents and abiliies based on the
organizations needs

e Create an environment of mutual

Symptoms of Board Dysfunction

Answenng ves 10 one or more of the
followang quesuons may signal a need
1o focus allenuion on group process
and communication

I Do you expenence low production
or team output’

2 Do vou hear complaints from within
the team?

3 1s there confhict or hostlity among
team members®

4 ls thert confusion about assignuments
or unclear relauonships among people®
5 Is there a lack of clear goals or
commument (o goals®

6 Are you expenencing a lack of

examines relationshups among chief stall
oflicer. board members. and association
members It also examines the success of
the board's planning policy. and over-
sight responsibilities and how the group's
leadership qualiues come into play on
vanous 1ssues \See sidebar “Board Sell-
Evaluanon Process.” for ar example of an
evaluation instument

respect and cooperation, manifest n
truthfulness and forthnghtness

e Invest 1n two-way communication
with stakeholders

e Leam 10 hear and undersiand one
another

® View service as a group expenence,
not an individual opportunity

e Invest tn regular, simple. and
straightforward self-evaluations to cre-
ale awareness, establish sensivaty,
and promote commument to eflecuive
behavior Even a board composed of
“sophisuicated, organtzauonally expen-
enced policy makers™ needs to know
how well it 1s employing 1ts collecuve
knowledge

C

innovauon, nsk taking imaginauon,
or mnitiatve?

7 Do parucipants leave meeungs feel-
ing disgruntled?

8 Are people afraid 10 speak up. not
listening 1o each other. or not alking
together in the appropnate setungs’

9 Is there distrusi among leadzrs and
members or among members’

10 Are deaisions made that people
do not understand?

11 Are deasions made that people
do not suppon®

12 Do people feel that good work s
not recognized or rewarded?

Focusing on outcomes
Definition of success. Successful
boards of directors develop a clear de-
scnpuion of what will constitute success
for the organization This means continu-
ally descnbing how the world wij) ™~
dilferent because the organization {
Examples may be broad ~The association
will be successful when the majonty of




Board Self-Evaluation Process

Whether you use this sample instrument or another. creaung knowledge from
the fabulation 1s the goal Alter you've selected your responses to these iems,
which represent only a samphng of an evaluation instrument. see the
“Interpreung the Self-Evaluauon™ sideba.

How accurately do these statements descnbe your boarc™ Answer on a scale
of one 4o six. with one being equal 10 “not at all ike us™ and six being equal to
“very much like us

Onersight and direction

6& 5 4 3 2 1 We participate in board meeungs where the major-
ity of the agenda and board ume focuses on
direction sefting and the development of policy and
strategy

We maintain sound fiscal policy and pracuces anc
realistically face the (inancial ability of the orgamza-
uon To supportt its program of work

We are committed to strategically planning for the
long-term future of the organization consider this a
regular acunity of the board. and weigh all decisions
in terms of what 1s best for those served by the
organizauion

We have mutually agreed upor un wnung, if
appropnate) a defirauion: of success for the organiza-
uon. and we have pronded the resources and
authont necessary to achfeve expectations

We have provided the chuef saff officer with a dear
satement of the personal quabives and performance
expectanons aganst which he or she wil be measured
penodically. and we have agreed 1o a process for
providing feedback as plans arc being executed

We provide opponunities. encouragement, and
resources for the professional growih and develop-
ment of the chief stafl officer and stafl

We discuss immeduately any items that are contro-
versial 1o either board members or the chuel staff
officer

Board meetings

6 5 4 3 We honor the established procedures for board
meeungs. providing ample ume for interested
parties to be heard but prevenung one individuai or
group from dominaung discussions >

the public understands the importance of
a certain thing ~ Or they may be specific
“Success means a 10 percent annual
increasc in membership ™

This activity should not be relegated
10 a once-a-year retreat or added to an
agenda that has a few extra hours
available Defining success s an ongoing
process that looks long and far into the
future of the orgaruzauon. taking nto
account informauon about member needs
and common nterests. emerging extemal
realities. and internal organizational ca-
pacities On thus essennal consensus all clse
de’pends

Opportunity through agreement. Il
board members do not agree where the
organization 1s gong, their effors be-
come 4ragmented and lead o decisions
made out of the context of the whole
assoctation When this happens. an
association’s board members and stalf
members feel the need to protect wrd,
members become disgruntled or indifler-
ent. budget allocation arguments are
rampant. and thousands of dollars are
spent i useless activity

When an assoclaiion board of direc-
tors agrees where the organuzation 1s
gong every volunteer and stafl member
has the opportunity te ‘contnbute to this
future direcuon Such agreement also
{rees the board to carry out effecuvely 1ts
pnmany corporate funcuons approving
goals, making sure the desired outcomes
are achieved. and seeing that the neces-
sary resources are available and used
eMciently

Effective consensus. in an association
with professional stafl. focusing on these
responsibilities means the board mem-
bers invest their ume at the highest level
of direcuon setung. policy sewing and
strategy  development Detaled discus-
sions of how somettung will be dene do
not consume leaders’ valuable ume. nor
do board members actually do them-
selves somethung that would be better
done by others

Producuve pohicy and strategy discus-
sions require a conuinual stream of infor-
maton on which to base sound decisions
for the future Associations can gather
this informauon through formal research,
focus groups. and frequen: communica-
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Bourd role

non among leaders and members via
correspondence. group dialogues. or onc-
to-onc discussions

Mutual commitment o clear oul-
comes generates the synerny on which
ellecuve consensus 15 built Consensus
does not mean a compromuse—"let’s take
a hude bu of my idea and a hutle bu of
your idea”—that reflects the lowest com-
mon denominator on which everyone
agrees Instead. consensus means “Yes, |
can Ive with this solution nght now.
because 1t seems o best meet the
organizauon’s needs

Relationship with the
chief staff o_ﬂ‘icer

Partnership with staff. A chiel safi
ollicer working with a board of directors
that has not delined organizational suc-
cess might as well bc holding a ucking
clock connected to a bomb Only after an
orgamzanon has delined s direciion <an
it develop a meaminglul relanonship with
s chiefl stall officer The delimuon of
success forms the basis of an elfeciive
board-stafl paninership

Many organizations find u helplul 10
think of the chicl ¢lected officer and the
chiefl stafl officer as pantners who joinily
fulfill the role of chiel execuuve officer
This corporate 1mage often helps dispel
unproductive concerns about the appro-
pnatc role of stafl and volunteers and
allovs the two leaders to work out a
dision of labor that provides the organu-
zavor with the leadersk-p required 1o
excel

Conditions of success. Maintaining a
healthy and producuve parinership be-
tween the board and the chiel stall officer
requires a clear statement of expectations
{what will success look like?). an ongoing
forum for feedback regarding concemns
and imporant 1ssues. and a chimate of
mutual respect and trust acknowledging
that all parties are committed to achtev-
ing the organization’s vision of success

For the board of directors, this pan:
nership implies tnvesing ume and re-
sources 1o clanly expectations and pro-
vide leedback and making a commitment
o communicate and discuss concems
and problems in a truthful and lorthnght
manner
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Board Self-Evaluation Process, continued

6 5 4 3 2 1 We seek ways o support-all elected leaders atio
fellow board members 1n the successlul exegution ol
leadership duties  We scek to recogize indmiduals
strengths and provide opponiunities for the organi-
zation to benefit from them

6 5 4 3 2 1 We make decisions based on dala avalable and
support the organization’s commitment to collecuing
the information needed lor sound decision raking

6 5 4 3 2 1 We seek and respect the opinion or recommenda-
uon of stafll when considenng a deasion and ensure
that board committees and other work groups
receive the proper authonly and resgurces {0
complete their assignments We do net redo the
work of committees or work groups

6 S 4 3 2 1 We gve adequale ume and attention to cantrover-
sl ntems. act with deliberate speed on urgent maters,
and present decisions of the board withou bus

Stakeholder relationships

(Stakeholder telers 1o parues—members as well as outside parties—interesied 1n

or able 1o affect the organization’s abiliy to accomplish s purpese

6 5 % 3 2 1 We acuvely loster a clear understanding of 1
organizauon, its direction. and s leadership de

stons among the stakcholders. we actineh {osier”

open lines ol communicauon between leaders and
stakeholders

6 5 4 3 2 1 We seek t© be [ully mnlormed of stakeholder
attitudes and the special-interest groups seehing to
influence the organization and are (ully prepared 1o
represent the 1nterests of the organization

6 5 4 3 2 1 We aa responsibly in channehng concerms com-
plaints, and criticisms of the organizarion through
the chiel stall officer we speak thoughtully in the
face of unjust vnucism of others

6 5 4 3 2 1 We demonstrale an ability fo think independently.
rely on {aa rather than prejudice, and hear. undersiand
and consider all sides of a controsersial quesuon

6 S5 4 3 2 1 Weshow respect lor the intenuons and interests of
others and for group decisions cooperatvely reached

6 5 4 3 2 1 Wehavea willingness to devote the necessary time
to fulfilling the responsibifises ol a board member
as outhned 1n the organizations written puosihe
descnption
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Board mectings
Atmosphere of openness. Board mee-
ings m successful associauons wath pre:

lessional stall focus on direcuon setung,
poliy setung, and sirategic  thinking
They do not focus on developing how-to

Interpreting the Self-Evaluation

To make sense of responses 1o the sell-evaluauon. idenuty pattemns n the
raungs rather than calculate the average For example. you'll lose valuable
informaucn by averaging a 1 0 raung and a 5 0 raung tnto a 3 O raung on one
em [nstead. look at how the ratings cluster Five response patterrs commonly

our

| POLARIZED May suogest very differeni understandings of what 1s involved.
or the item may be a "symbal” for a deeper values conflict on the board
Response Clanfy and conlront the real 1ssue

6 5 4
Lel
X

32 1
AN
X

< DISTRIBUTED: May suggest a lack of understanding about what the item
means or invohes Response Educate the board

6 5 4
X X
X

32 ]
X
X X

3 CONSENSUS OF STRENGTH May suggest general agreement on a strength

of the board Response Congratulate and presenve (Note

need 1o be clanfied and undersiood )
6 4

X
XX

The loners views

302 ]

4+ CONSENSUS OF NEED May suggest general agreement on a weakness ol
the board Response Dhagnose and develop specific strategies 10 remediate

6 5 4
X

3 2 ]
X X
XN XX

5 CENTRAL TENDENCQY May sugges: lack of importance or satisfaction wath
pcrformance. with an acknowledgment of room [or improvement  Response
Identily srengths and “soft spots”. maimtain and build on sfrengths.

6 5 4
X

32 ]

X X
XX XX

At dilferent umes. different elements of board performance may have more
or less significance 1o the organizauon If the assocution’s condition 1s
charactenzed by an unsuable and unpredictable extemal environment and
intemal confusion or confhct. ems related to group-process competency wall
be especially cnucal If the assoclation’s condiuon 18 charactenzed by a relauve
stability and predictability and internal agreement and cooperauon. items
related 1o functional competency will deserve specual attention

plans, redoing commitiec recommenda-
uens. or heanng previously published
reports so that the spathight may shine on
a board or stafl member

Successful board mectuings have an
aimosphere of openness that vatues di-
versity of opimion and thinking  Thas
tone depends not only on the leadership
demonstrated by the chiel elected officer
and stafl leaders but also on cach board
members commiment to expressing
thoughtlul and tandid viewpoints

Shared respomsibility. Although asso-
ciation leadership ts a group—rather than
indmidual—expenence.  deploymen: ol
indidual talents toward meeting group
goals 1s cnucal Effective clected and aff
leaders look for ways 10 assist beard
members in contnbuung their unique
talents toward the accomplishment of
shared organizational goals

This equation for success has two
factors. and both must have equal value
Not long ago, a chief elected leader was
heard 10 mumble alter a gruchng leader-
ship day. “I wonder what | can do to
make this a more saushing experience
for our board members?” A pragmahic
fellow leader responded. *I can assure
vou none of the board members will Jose
any sleep over how 10 help you have a

. more successlul leadership year '

In successful organizauons. cveryone
shares the responsibility for heiping one

.anather contnbute eflecuvely

Stakeholder relationships

A stakeholder 15 anyone who has 4
right o influence the decisions of the
orgamization or fs in a position to signifi-
cantly affect the outcome of a decisior In
associations  stakeholders include -the
members and somcumes athers [rom a
wider community

Maintaining eflecuve stakeholder rela-
tionships means fostenng a clear under-
sunding of the organtzation. its dtrection,
and s leadership decisions {t means
keeping lines of communicauon open
beiween leaders and members as well as
among the members themselves

Facilitating consensus. In some cases.
the most effecuve strategy 1s not to make
a leadership decision at all Instead. you
can assist stakeholders with dilfenng
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Executive Leadership in
Nonprofit
Organizations: New
Strategies for Shaping
Executive-Board
Dynamics

by Robert D. Herman &

Richard D. Heimovics
Jossev-Bass

I'his book, based on extensine
studies of chief exccutives in
nonprofit organizations. reveals the
skills and leadership strategies that
distinguish the most successful
nonprofit leaders. “The authors
deseribe the strategic hinks effective
CEO forge with their boards. and
offer practical advice on how
caccutines can work together with
boards to achieye their common
purpose -- the fulfillment of the
organization’s mission.
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‘| Board role

'\ needs or opinions (o work out the

solution themselves

If, for example, two groups of mem-
bers disagree about a public policy posi-
uon. you may help them develop consen:
sus among themselves, rather than im-
fose a decision By assisting the parues in
reaching consensus, you build under-
standing and develop a sclution both
groups can accept Too often 2 leader-
ship decision alienates one group while
pleasing another

Two-way listening. Cnucal to stake-
holder relationships 1s the manner n
which two-way communication occurs It
1s not effecuve 1o ask only for feedback or
cnucism from consutuents Nor 15 1t
effecuive 10 simply market and defend
leadership deaisions

Communication 1s an interactive pro-
cess 1n which all parties take the ume to
hear and understand one another-—ac-
knowledging that all opinions, no matier
how diverse, are vaiid—and then seek an
acceptable alternauve Often, in our anx-
ety to be heard, we forget to hear what
others are really saying Too many orga-
nizational decisions have been based
more on the misunderstanding than the
understanding among people

Effecuve board members invest ume
and resources to develop excellent listen-
ing and communicauon skills through
formal training They also sty fully
informed on the views of members and
the wider community by investing ample
ume and resouices 1n focus groups.
correspondence with stakeholders. and
group lorums

Representative of the whole. Although
board members may represent different
groups and bnng spcaalinterest per-
spectives 10 the board tabie. each one
must take on the role of a decision maker
and leader of the organtzauion as a whole

This pnnciple seems so fundamental t
may be disrmissed as silly—unul paro-
chial concems of 2 member subgroup or
loyalty 0 a parucular committee or
program dnves a board member's behav-
1or Solely because vof suppon [rom a
vocal commutiee chair, for example, a
board may approve a budget uem that
has no beanng on the achievement of

1 organzational goals

The role of respect

Because associanion leadership 1(
group expenence, 1l requires respecl
the opiniens and needs of others Only tn
an environment of mutual respect. where
all viewpoints are truly heard and hon-
ored, will people consistently express
their most 1mportant and truthlul
thoughts

This does not mean that board mem-
bers conunually praise one another It
does mean they bnng a nchness ol
opinions and perspectives to the table
and build on those collecuve 1deas to
create the best decision

Effective boards of directors value the
opinions of each board member and stalf
member. seeking 1o understand those
opinions clearly and acknowledging their
good intent Showing this respect re-
quires ume and energy It also implies a
willingness 1o accept dectsions the group
amves al cooperauively

One sign that direcuon-. policy-, and
strategy -setuing take place in a respectful
environment, with ample ume for ex-
pression of diversg viewpoints. 1s when.
the agenda allows no ume to d|s<(
details. such as the color or design ol a
brochure or the system for provessing
membership applications

The road to excellence

When a board of directors focuses on
outcomes, invests in dynamic and healthy
relationships wath the chuel stall officer.
sucks to setung direcion and pohcies
based on members’ documented needs
and desires. and operates 1n an environ-
ment of mutual respect and coopcration,
w15 well on the way 10 achieving
eacellence

Then. and only then, 1s an associa-
tion able 1o shape the world of ns
members B

Glenn Techer, 15 president and chief ex-
ecutive officer of Techer Consuliants, Tren-
ton, New Jersey. Marvbeth Fidler, a
sentor partncr in Techer Consultants,
heads the firm's Los Angeles officc Both
have expenence as chief staff and chicf
elected leaders and serve as instructors
ASAE s Svmposium for Chief Elected
ficers and Chief Staff Executnes
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By T.]. Scmitz, CAE, anp Lesuie A. Cowuns, CAE

The Policymakers

Key board pcsitions take the lead.

hether 10 construct 2 new
association headquarters 1s a
decision 1o be made by the
board of directors Designing office lay-
oul and selecung appropnate funushings.
however 1s the responsibility of the paid
prolessional management of the associa-
uon Invohang the board ol directors in
the dav-1oday operations ol an associaton
consumes the valuable ume and resources
of an eflective board
Establishing a strategic plan. setung
policy. hinng a chiel stalf executive and
determining annual goals are the top
pronues al a board ol directors respon-
sible for leading the assoviation Sitting
through a half-hour debate 10 determine
the neat convention theme 15 not what
most board members desire {rom their
involverent in the association
Management guru Peter F Drucker
states that nonprofits “lack the bottom
ine that 3 business has They must,
therelore, have a clear mussion that
translates into operauonal goals and that
provides guides for effecuve action ™ In-
teligent, highly mouvated. and already
overcommitted board members are eager
10 [ulhll the mussion of the association
But tf volunteer leaders don sec how
they directly aflect the associanon they
will not mainiain their involvement and
suppon
Since volunteer leadership 15 ever
changing in an associauop. the strategic
plan helps mainuain continuity of purpose
The plan focuses on objectives 1o accom-
plish the assoctation’s misston You need
10 monior progress, so include a strategc
plan swatus repon at every board meeting.
and review the plan vearhy
Specific duties. In addiuon 10 imple-
menung and reviewang the strategc plan
board members

BC A POWEL | € FA A Ay Ef LY ot

o employ a chuel suall execuuve 10 carry
out policy.
e adopt programs 1o carry out the
ass0€1al0N’s MIssion,
e provide the executive wath appropnate
resources 10 carry out the programs
adopted and evaluate the executive based
upon performance.
e establish personal goals and objectives
for their length ol senace.
e prepare for each board meeung by
carelully studving the agenda and sup-
poruing matenals,
¢ altend the entire board meeung.
e parucipate effecuvely 1in the board
meeting by voicing their opinions,
¢ suppon board acuons publicly even 1f
they have reservauons about the decision,
e evaluate and follow up on acuons
taken at a board meeting.
o fulfill any assignments as commitlee
members, board hawsons, or representauves
ol the association, and
¢ suppon the associauon financually, as
appropnate

These responsibilities apply to board
members equally Board members simply
make these commitmenis 1l they wish o
serve

While the spealic roles ol volunteer
officers may van according to the bylaws
of the associauon, the lollowing descnp-
uons of key elected poswions apply 10
MOst 2s50C1atIONS

G g e

Commument and persoral leadership
style are the dnving forces that a presi-
dent or board chair bnngs 10 an assoqa-
ton dunng his or her term The chuel
elected officer ts the commumcauon link
10 the board, general membership, and
indusiry or profession
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Specific duties. As board chair. the
chuef elected oflicer
¢ ensures that the associauion follows s
strategic plan,
e serves as the principal advocate of the
associalion’s mission,
¢ presides a1 meeungs of the organiza-
uon, including board, execuuve commut-
tee, and general membershup meeungs.
¢ designates the chair and appoints mem-
bers of each association commutiee and
sk force; )
© serves as an ex-officio member of all
commitiees,
¢ prepares an agenda for each board and
executive commuttee meeung, in collabo-
raton with the chuef suaff execuuve,
e serves as haison, when appropnate,
with affiliated organizauons,
o keeps board members fully informed
on the associaton’s condition and opera-
uons, and
o works with the associztion's chief stafl
executive lo sec that basic policies and
programs that will further assocuton
goals and objectives are planned and
presented to the board

President-eleat or chair-elect
The presideni-elect funcuons as a
president-in-training  The president-elect
suppons the current president, works
toward organuzauonal goals, provides
conunuity, and begins to formulate plans
for bus or her term
Specific duties. The president-elect or
chair-elect
¢ assumes the responsibiliues of the presi-
dent tn his or her absence. >
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¢ makes recommendanons 10 the pres:-
dent for commitiee appoinments,

® attends board and executive commutiee
meetings, and

® accepts responsibiliies delegated by
the president.

The presidentelect may have other
dutes as well. Assoqauons often use the
president-elect to chair the strategic plan-
ning commitiee He or she may also
spearhead a new program or project.

Vice president or vice chair
In an association without a president-
elect position, the vice president assumes
many of those responsibliies Some
associations have several vice presidents
overseeing large intemal or external pro-
grams of the association
Specific duties. Vice presidents or
vice chairs
¢ help the president and/cr president-
elect 1n tus or her duues,
¢ work with the executive committee to
ensure planrung and implementauon of
assoclation goals,
¢ attend board and executve commuttee
meeungs, and
® accept responsibihinies delegated by the
president or president-¢lect.

Treasurer

The treasurer acts as a source of
financial information for the assocation
In collaboration with the cluef sall
executive, the treasurer informs the board
of the ongoing financual picture. He or
she represents the financial interests of
the membership and anucipates the
association’s future financial needs. in
keeping with the strategic plan

Specific duties. The treasurer
o works wath the chief siafl executive
and/or the chuef financal officer to prepare
a budget and present 1t 10 the finance
commuttee and the board of directors for
approval,
¢ informs board members of the
associztion’s financual status at board and
execulive commuliee meeungs,
¢ informs the membership of financial
matters at general business meeungs,
¢ morutors financual pohcies and pro-
grams, and
® helps the president ensure that ad-
equate resources are availzble 10 fund
association programs

Secretary
The role of the secretary depends on
the association’s size. Smaller associations

Contributing to a Committee

may need the secretary 10 take
munutes at board and executive comr
tee meeungs. In larger organizations,
secretary venfies that the minutes prepa
by stall are accurate The secretan
auests 1o corporate documents

Officers and durectors of an assoc:ut
provide the leadership necessan o
complish the mussion of the associ.u
These volunteers are elected to repres
the general membership and must alw:
be responsible to their constituency f
filing one’s fiduciary responsibility a
member of the board of directors t
become preerminent in this iugious so
ety. Having fun should also be a pan
the board s responsibility

Margaret Mead observed, “If you lo
closely, you will see that anything ¢
embodies our deepest commitment
the way human Lfe should be lived a
cared for depends on some form. of
many forms, of vdlunteensm ~ For by
members and officers, this statement:
way of hife.

T.] Schmutz, CAE, 1s chief executive oj
and Leshe A, Collins, CAE, 15 dircct.r
finance and operanons of Tau Kappa Epsi
Fratermity, Indianapolts

A member’ guide to the group process.

he role a commuee member
plays 15 an umportant one. The
success of the commuttee depends
on the contnbutions made by each of its
members
Consider the following suggestions as
you approach your role in commutiee
paruapation
¢ Study the agenda carefully before you
come o the commuttee meeting Be sure
o ask for clanficaton of any uems you
believe are unclear
* Suck to the agenda dunng the meeung.
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Bnng up new business only at the
appropnale tme.

¢ Determtne the exact purpose of the
meeting and deade in advance how and
what you will contnbute to ut.

¢ Keep your replies shon and 10 the
pont

® Speak in a voice everyone can hear
Wait unul you have the auenuon of all
commuiiee members before you begin
your remarks. The presding officer should
ensure that the desirable amosphere exsts

o Speak 10 the enure group

170

® Repeat rermarks f you think 1|
weren' heard

o Il your remarks are lengthy or v
volved, sum them up at the end of y*

discussion,
/63
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e Don't heswate 1o comment, cnucze
constructively, or disagree. Know your
subject and ask for suppont from mem-
bers who beheve as you do

o If you disagree with the speaker, make
your comments at the proper ume

¢ If you have a comment, ask for the
floor rather than joirung in aimless group
discussion 1f what you have to say s a

genuine contnbution and really does
make a difference, don't let 1t get lost in
confused conversation

e There may be dissenters on some
subjects. Ask them to summanze their
comactions n a diwect statement This
permuts a more thorough examunanon of
an 1dea that could be hughly construcuve
when compietely understood

By Kamny E. G, CAE

Parliamentary Procecure

¢ Humedly passed motions usually don't
receive the consideranon they deserve
It's better to table them unul the next
meeting, when they can be discussed n
detail, than to pass mouots you mught
regret later |

Source: Getting Involved: The Challenge of
Commuttee Parncipanon, © 1980 ASAE

A few rules help keep order.

ave you ever atiended a meeung
where discussion dragged on
and on and on . . . to the pont
where [rustration impaired the group's
abihty to get anything accomplished?
Although the lack of a meeting agenda
can lead 10 such a siuation, the more
likely cause 15 ineflecuve use of parla-
mentary procedure
Before you spend another frustrating
hour 1n an unproductive meeung, take 2
few moments to become famihar wath
parhamentary procedure and use your
new nsight to make all the meeungs you
attend more eflicient

Who needs parliamentary
procedure?

Some groups avoid parlamentary pro-
cedure because they thmk ws too com-
plex Others assume they need a profes-
sional parhamentanan Both assumptions
are wrong

Anyone who belongs to an organuza-
tion should understand the basic pnn-
ciples of parlamentary procedure Used
correctly, 1t can help groups
o transact business efliciendy.

e protect indwvidual nghs,

e maintawn order,

e preserve a spint of harmony, and

e help the organization accomplish s
goals

How stncth an association adheres o

Robert's Rules of Order depends largely
upon group sue and formality, how
well group members understand par-
hamentary procedure, and the de-

gree of formaluy that group mem-

bers agree 1s important A good

rule of thumb 1s that the size of

the group and degree of formaliry should
increase together

1. Establish a quonum. The power of
any meeung s in the hands of the
members present at the meeung A
quorum 1s the number of people who
must be present to take legal acuon on
business matters and is essenua! to con-
ducung associauion business meeungs
The quorum 1s usually stipulated n the
association’s bylaws. and before any busi-
ness 1s discussed the chair should estab-
lish for the record that a quorum exasts.
2. All members have equal rights. These
include the nght to make mouons,
debate, and vote. You need a two-thirds
vote o depnve members of basic rights,
such as closing or imiung debate and
closing notmunations No member may be
forced to vote, silence gives consent

Most motions require only a simple
majonty for passage. If a higher percent-
age 1s required. the chair or parhamentar-
1an should tell the group before the vote
3. Dcbate, deconon, and order. Only

one main motion—one subject—may be
considered at a time, and only one
person may speak at a ime. These basic
premises help a group focus uts attention
on a specific ssue or action. Anyone who
wishes to make a motion should first be
recognized by the chair and preface the
motion with the words, “I move that . .. "

If someone wishes to second the
moton, that person does not have to
wail 10 be recognized but merely calls
out, “1 second the motion ™ The require-
ment of a second ensures that at least two
people want to discuss an ssue Without
a second, the motion dies, and the char
should move on to the next subject on
the agenda.

After the motion has been made and
seconded, the chair restates the mouon,
which is termed a main moton. Drscus-
sion begins. To ensure order, and that
only one person speaks at a time, the
chair recognizes members before they
may speak. The chair should follow these
prnciples i recogrunng speakers
o Show preference to the person who
made the mouon >
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o Show preference to members who have
not yet spoken and to those in the gD
who seldom speak. Thus pninaiple pre-
vents outspoken members from dorunat-
ing the discussion
o Alternate between members who sup-
pon and oppose the mouon, assuming
the char knows the opuons of the
vanous members.
e Prevent discussion ‘rom degenerating
into a heated exchange berween two
members. The rules of parhamentary
procedure dictate  that all remarks be
directed to the chair 1f members begin
arguing, the chair must quickly remind
the group to direct all remarks 10 the
chair.
e Confine discussion to the motion Dus-
cussion not relevant to the main mouon
is out of order and the chair should stop
such remarks immediately.
4. Amendmenss. The purpose of an
amendment is to change a monon alread)
under consideraon 1 a member thinks
the nght lopic s being discussed but
wants 10 modify the wording of the
mouon, he or she calls for an amendment
Techrucally, a motion may be amended,
and the amendment to the motion may
be amended. but no further amendments
may be made.
Amendments are mouons, and as
such. they require a second and full
debate Dunng discussion of the man

mouon, any member who is recogmzed
by the chair may propose an amendment
by staung, “1 move to amend the motion
by . ...~ adding, deleung, or changing
words in the main mouon. If the amend-
ment receives a second, discussion then
shufts to the amendment, not the man
mouon
When amendments are proposed, dis-
cussion and voling occur In reverk
order. After the discussion has run s
course. the chair asks, “Are you ready 10
vote on the amendment?” If the amend-
ment passes, the chair restates the main
mouon—or the amended amendment,
which adds a step In the process—io
reflect the new language More discussion
of the main moton as amended 1
permutted before the chair calls for the
vote
3. Closing debate. A member who wishes
10 end debate may wterrupt discussion
and say, “1 move the previous quesuon.”
vanauons that arc accepted more infor-
mally include. °1 call the prewvious ques-
non.” or simply. *1 call the question
This motion requires a second and
must recetve a two-thirds majonty vote,
a5 1t is an infnngement on indwidual
nghts. Should 1t recave a two-thirds
majonty, the chair then states. “The
previous question has been called All
those 1 favor of the mouon to . . . .~
Thus, closing debate requires two votes

By Jotn W. JOHNSON, CAE

Ready for the Board Meeting

{
Points to recognize

Use the rules of parliamentary proce-
dure to get things done, not gum up the
works. Parhamenuary procedure began in
the Enghsh Parhament; to be useful for
most groups. it should be close 1o the
ongnal, formal process.

Try to complete acuon on 2 bnel,
routne report dunng the commitlee
report section of the agenda However,
acuon on nvolved and ume-consuming
commuttee reports may be more appro-
pnately placed under new business This
helps keep the meeung moving

Parliamentary procedure ensures that
the group hears and discusses munonty
viewpoints. However, once the group
takes action on a mouon, the enure
group should suppont 1. Group unuty 1s
essenual for effectiveness

The sole purpose of parhamentary
procedure 1s to provide a flexble, com-
fortable way to conduct group business
The next ume you are at @ meeling that
has lost s focus, ask yoursell
subject you are supposed to be dit
ing Then take responsibility for bnnging
the group back to the topic al hand
Who knows, your next elected office
might be parhamentanan ]

Ka:hy E. Gill, CAE. 1s public affarrs drector
for the Northwest Pulp and Paper Assocua-
twn, Bellevue, Washington

flecuve board leadership is one of
the keys to successful assocauon
management, and assoclauon ex:
ecuuves get all kands of adwice about how
1o work with their elected boards Rarely.
however, do we read hsts of suggestions
{or directors who want to do more than
just go through the mouons Based on
my observations and expenences working
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Sixteen tips for making a difference.

with hundreds of directors for more than
‘hree decades, 1 offer the following sug-
gesuons for making a diflerence’

1. Attend every mecting The only ex-
cuses for being absent are death and near
death

2, Don‘tfcdd\ax_wuhawwspmk.
You really don't unless you feel strongly
about something
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3. Read at least a ssoxmary of Robert's
Rales of Ordex. These rules govern how
most business meeungs are conducted
Fallure 10 understand the most com-
monly made mouons wall label you
immediately as a director who doesn
care

4. Read the board merting minutes.
You'll be surprsed at what was talked
about when your mind was elsewhere

5. Read all the materials sent 0 you
priov 1o the board meeting. Don't try t0
read them on the plane or by staving one
page ahead dunng the meeung

6. Try w come to every board mecting
with at least one mew idea that will
improve your organization. Your idea
car relate lo an iem already on the
agenda or t can be taken up under new
business Perhaps you have an idea for an
educauon project. such as creaung a
coionng book for children 1o learn about
your industry’s products. Or a suggesuion
for making meetngs more effecuve. such
as directing each commitiee 10 name a
“to-the-paint”  officer responsible  for
keeping the group [ocused on the issue at
hand Remember. last vear's wild 1dea s
frequently this year's new program For
example. in 1965 the Amencan Collec-
tors Association. Inc . Minneapols took
what was ther. a wild 1dea—seuting up a
specialiced computer data processing ser-
vce for members—and created a suc-
cessful program that operated for years
7. Telephone your association’s execu-
tive at least two or three times a year to
see if he or she has amy problems you
might help with. As a director, you may
have a perspective on the detals of your
trade or business that your executive
does not have Perhaps you can help him
or her spat pending legislauon that could
affect areas of the industry in ways that
aren't immediately apparent  Or you
could give feedback about meeung plan.
ning because you know what others in
your profession would find convenient
For example, an assocuuon of small
business owTiers mught not wani to plan
a breaklast meeung 1 the members must
opern their shops in the moming

8. Dom't get imvobved in the day-to-day

BQARDPRIMER

Long-windcd,
meandering motions
confuse the issue
and the board
At worst, such
motions put everyone
to sleep.
SRR

administration of the association and
its staff. Your Job 1s to come up with
new tdeas and to set policy The staffs
job 1s 1o carTy 1t out

9. Periodically record a short message
to the members you represent. Update
the membership about progress on 1ssues
they have referred to the board, and
inform them of other business taken up
at recent meetings

10. Respea the views of yowr fellow
board members. A board 15 & team,
usually of members who have all proven
the effecuveness of their ndmidual deci-
sion-making You may be a star in your
own business, but on the board you are
just one in a constellauon. If you want
others to consider your views, you must
also be willing 10 hsten t0 and consider
theirs 1f you must disagree wath the
prevailing opinion. show respect by giv-
ing reasons for your posiion Support
your own opinior: rather than denigraung
the opiruon of others

11. Respect the diligent efforis put
into recommendarions by the siaff
and commitice members. Belore the
meeting. make sure that stalff and
committee members know how and
when to submit recommendations.
Thank them for their submssions,
assure them. if appropnate, that the
board will consider their recommenda-
uons. and get back o them promptly
with a repont of the outcome Whether
their tecommendanons result in mo-
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tons that pass or {ail. or simply in 2
discussion that leads to other tssues.
tell staff and commiutee members how
the board used their input and give
them reasons for your decisions.

12. Approach the decision-making pro-
cess with a positive attitude, yet con-
sider the devil's advocate perspective.
Suppose a director suggests that your
organizauon employ Chint Eastwood as 2
celebnty spokesperson for the optom-
etnsts’ profession. Pont stant out wath.
“We could never afford that guy * Find
out what the director s hopmng te
accomplish by huinng a celebnry spokes-
person and explore the 1dez A can-de
atutude doesnt mean that you shouldn’t
look at possible drawbacks. At some
pownt 1t may be appropnate lo menuon
that Diny Harry never seems to wear
glasses

13. Speak dearly and stae your posi-
tion or motion in a direct, concise
mamer. Long-winded. meandenng mo-
uons cunfuse the issue and the board At
wOrst, such mouons pul everyone o
sleep or, il passed. they are expressed so
poorly that no ore understands what
action was irtended At best, they waste
everyone's ume because they require so
much clanfication.

14. Arrive on time for mertings end
return prowiptly after breaks.

15. Don't carvy on side comversations.
You can attend only one meecung at 2
ume.

16. Remember that you represent a
growp of people. Try 10 base decisions
on the best interest of the group. not on
your indidual preference Talk wir
members beforehand to find out wha
they see as problems and get their ideas
for solunons. If there's a signuficant splut
on an ssue between several camps, find
out what each group wants the most and
is wiling to concede so that you can
work on a compromuse at the meeung
Your deasions must take into account
the organization as a whole u

John W Johnson. CAE, s execuDve vie

president of the Amencan Collectors Associa-
tion. Ing . Minncapolus
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OFFICER RESPONSIBILITIES

PRESIDENT:

Preside at meetings

Prepares agenda with staff for board meetings

Serve as Chair for the Executive Committee
Ex-Officio member on all board committees
Responsible for orientation of all new board members
Signs checks as necessary

VICE PRESIDENT:

Presides in the absence of the President

Serves on the Executive Committee

Monitors programs and activities of the Foundation
Signs checks as necessary

SECRETARY:

Serves on the Executive Committee

Signs official copy of the minutes

Sends minutes to all boad members after each mesting
Signs checks as necessary

TREASURER:

Serves on Executive Committee

Approves Annual Operating Budget as developed by staff and presents the
budget to the board

Approves and presents monthly financial statements prepared by the staff to the
board

Serves on the Finance and Investment Committee

Signs checks as necessary

1313 Twelfth Avenue, San Diego, CA 92101 (619) 230-2556




Personnel

After consulting with the college president, the foundation board of directors must
make its first critical decision. Who is going to serve as the executive director of the
foundation?

Strategies for naming an executive director:

1. Add the foundation responsibilities to the job description of the Resource
Development Director. This frequently occurs when a foundation is first
being established.

2. Reassign a long-term college administrator to become the foundation’s CEO.

3. Reach outside the college staff and hire a person with fundraising experi-
ence, usually one who has worked for a local charity or hospital.

4. Hire a professional fundraising consultant or fundraising team as an inde-
pendent contractor.

The Executive Director

The duties and responsibilities of a foundation executive director are generally the
same across the nation. However, many foundation CEOs alsc have other college
duties. The foundation may be designated from 20 percent to 50 percent of their entire
job descriptions. The reduced amount of time for foundation work doss not mean
these directors are less qualified. It does mean they may be less successful in obtain-
ing private sector funding than their peers who spend 100 percent of their time on
foundation work. Some independent contractors working less than 100 percent for one
foundation have been quite successful in raising funds. Many of these professionals
enjoy the freedom of not being employees. Since 1988, many California community
colleges foundations have recruited their executive directors from hospitais and major
charities.

Despite the differences in time commitment, the duties of the executive director
remain the same. It is generally recommended that the executive director report
directly to the president for their foundation responsibilities. If this relationship does
not exist, the volunteer board of directors and/or donors will have little confidence in
what the executive director recommends. The executive director should be a member
of the highest planning and policy-making group within the college. She or he can
then be relied on to accurately advise volunteer and donor efforts to best meet the
needs of the college.
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Responsibilities of the Executive Director
The executive director is the CEO of the foundation and, as such, must:

@ Provide staff assistance to the fundraising efforts of the foundation board of
directors

Keep the official minute book of the corporation

Keep records of all donations

Acknowledge all donations

Prepare and distribute agendas, minutes, committee reports, and amended bylaws
Keep the official copy of the current set of foundation bylaws

Seek and research prospective donors and board members

Make sure all state and federal reports are filed on time

Communicate college staff requests to the board of directors

Communicate foundation board actions and activities to the college staff

Make sure foundation policies and procedures are being followed

Sign purchase orders, checks, and maintain at least an informal accounting ledger
of income and expenses in the unrestricted accounts.

For the nine years I served as an athletic director, it seemed kickers on the football
team and pole-vaulters on the track team were the strangest ducks I encountered. They
appeared to have their own brand of karma. Resource development officers are cut

from the same cloth, and if they are not, CEOs should be concerned. Here’s a typical
profile of successful development officers:

1.  They must like to compete. If not, they should be moved into the classroom.

2. They must be visionaries. They must te able to take a simple idea or goal and
expand it into a full project.

They must be planners. They must be able to develop a workable plan to
reach project objectives within a fundable budget.

They usually cheer for and enjoy being underdogs. This ability gives them
that extra push, commitment, and loyalty to the institution. Simply put, they
appreciate the opportunity to go into battle for donations on behalf of your
college against the giants in the rest of the academic and charity worlds.

Many times they are loners. They really need time to think and they need
uninterrupted time to write. They are much more effective one-on-one in a
small group rather than in a large, formal setting. Perhaps they would make
good CEO:s.




The document samples in this section include excellent job descriptions and the results
of a recent National Council for Resource Development (NCRD) study on the typical
duties of a senior resource development officer.

Hiring someone to handle the day-to-day clerical activities of the foundation may be
more critical than selecting an executive director. At a minimum, this person must
install a donor records system and prepare lists of donor prospects. With this person
in place, the foundation can function to IRS and independent auditor standards.
Finally, this individual, working with the foundation treasurer, will work out a system
for depositing donations and preparing forms and checks for distribution.

Some foundations integrate cash handling and accounting functions with those of the
college business office. Other foundations virtually copy existing college policies for
disbursing petty cash and payments based on purchase orders.

The most vital concerns of college presidents and foundation board members involve
realistic expectations for foundation personnel. Let’s look at the expectations CEOs
might have of development officers working strictly with foundations:

Everyone must recognize one basic fact: Contributions to cover the cost of staff are the
most difficult to obtain. People donate to assist programs and students, not staff. They
want their contributions to be used to construct buildings, buy new equipment, or
establish scholarships, not to fund staff fringe benefits.

Keeping this in mind, within five years, a full-time executive director might be able to
generate enough income to directly pay half of his or her own salary, from fees,
interest, commission income, and other non-donor sources. What this means is that
the foundation board of directors must set a fundraising goal which includes funds for
staff salaries. Now you can see why the California option is so appealing and why
foundation responsibilities are added to the duties of the resource development director
or another administrator.

Corporate donors and private foundations often require information on the percentage
of a foundation’s budget which is devoted to the cost of fundraising. This percentage
usually includes the cost of salaries. So for the first few years, the cost of fundraising
may exceed 50 percent, which is completely unacceptable to many donors. A fund-
raising cost of twenty cents on the dollar is considered realistic.

It takes time to cultivate donors. There is a donor learning/trusting curve which begins
with a small donation of less than $100. If donors are properly recognized and kept
informed, well-targeted donors might increase their contributions to $500 or $1,000 in
three to five years. It usually takes at least five years for a donor to develop the




necessary trust to make a planned or major gift. Too frequent a foundation staff
turnover rate discourages planned giving except by retired college employees.

For the first three years, CEOs must view these positions as primarily friendraising/
public relations positions with little or no expectation of a return on a college invest-
ment. In urban areas where community identity is more difficult to establish, it may
take five years. Yes, that’s longer than the average tenure of most college presidents!

President Peter McDougal at Santa Barbara City College tells CEO:s it takes nearly
three years of regular cultivation activities before the foundation can successfully ask
an individual for a gift of more than $1,000 or to serve as a member of their founda-
tion board. Santa Barbara’s foundation now generates over four million dollars a year.
Its success results from years of hard work, including the excellent personal involve-
ment of President McDougal in the community’s social structure. Nationally, the
capital campaigns of too many community colleges fail because they have not taken
adequate time to cultivate their potential donors. There are eight people on the Santa
Barbara foundation staff, which considers itself ready to conduct a capital campaign.

A logical source of funds for capital campaigns is a pool of potential planned givers.
These potential donors should receive the attention of a foundation staff member. But
if planned giving is a CEO’s specific expectation, he or she must be prepared to
defend the staff development person from constant criticism. To land a planned giver
is one thing, to keep a planned giver is something else. The largest planned gifts to
most community colleges come from former staff members, particularly faculty. Have
the CEO and development officer researched their college’s pool of potential donors?
That would be a good and inexpensive use of CEO and foundation staff time. That
potential planned giving pool already knows the college’s mission, whom the college
serves, and what the college needs. There are probably also a few still on the college
staff who can provide you with hours of research on these prospects.

Now the downside: Foundation staff members cultivating planned givers will be
expected to spend considerable time away from the office developing close friendships
with these donor prospects. Even after the donors have signed the papers and you
have made the public announcement, staff members will be seen at country clubs
playing golf during the work day, having long lunches in shopping malls, and
attending many cultural and social events. So the CEO will have to be prepared to
defend staff members against criticism by the faculty and trustees. If CEOs are not
ready tq do this then they shouldn’t launch a major planned giving program.

Sometimes this works: Ask a trustee what he or she would expect in return if he or she

were asked to donate the assets of a lifetime amounting to over a quarter of a million
dollars. Generally, the trustee will respond "a lot!," and that helps the trustee to
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understand the unique activities of a foundation staff member assigned to planned
giving.

Nationally, it takes an average of 3.4 years before the planned gift matures—that
means the donor dies. Community college planned givers seem to be the healthiest
sons of guns in the world! With the luck of some development officers, their planned
givers will move to Florida, fall in love with Edison Community College, and change
their wills!

Ir CEOs do only three things, they should be these:

1. Clearly communicate realisdc expectations of the resource development office
to the college staff and volunteers.

Be sensitive to the development officer’s need for time to think and write
without interruption.

Make sure the development office staff has instirution-wide support and the
CEQ'’s support for what they are doing. Together, they will generate many
external dollars.
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Position Description: The chief resource ’ . v \
development officer of a community college Chlef R@SOUI‘CQ
reports directly to tl}e presider.xt, generally is a Development
member of the president's cabinet who .

influences college goals and directions, has Officer
responsibility for both public and private K

funding, may supervise a staff, and may have
additional responsibilities in planning and
forecasting.

The Analysis Process: During the NCRD

National Conference in December, 1992, a .

DACUM¥* chart was created by eight panelists

under the direction of two facilitators:

Dr. Mary A. Brumbach, CFRE, and Mrs. Linda H. Lee, M.A., both of Brookhaven
College, Dallas County Community College District. The panelists, as "expert workers”,
followed a shortened DACUM process which included determination of major duty
categories and identification of tasks for each duty. Duties were developed as a panel,
and after an initial task list, remaining task statements were wriften by teams of two
panelists. Further refinements of the duty and task statements were completed by the

*Develop a Curriculum. For more information, see attached article.




panelists in a group process before the conclusios: of the five hour DACUM.
Subsequently, the draft chart was reviewed by the panelists for final editing, including

separation into four major categories and consolidation of one group of tasks into
another duty.

The eight panelists were: David Canine, Richland College, Texas; Bruce Peterson,
Snow College, Utah; Clark Townsend, Green River Community College, Washington;
Gail Carberry, Springfield Technical College, Massachusetts; Ed Duffy, York
Technical College, South Carolina; Joan Treis, Milwaukee Area Technical College,
Wisconsin; Carolyn Musser, New York City Technical College, New York;
and Chris Butler, Metropolitan Community Colleges, Missouri. E

Validation Process: From the ranks of advanced development officers, panelists
recommended a pool of validators for the chart. The validators' assignment required
review of each task for degree of importance and degree of frequency. Specificaily,
each of the 35 validators responded to the questions "how important is this task to your

job" and "how frequently do you perform this task?" on a scale of 1-5 with 5 being most
important.



Ratings Process:

The 16,800 individual ratings were averaged through a weighted scale for each of the
240 tasks. As an example, a task may have received :

15/ 5's=75 points
6 / 4's = 24 points
9 /3's =27 points
3/ 2's= 6 points
2/ 1's= 2 points

Total: 35 ratings = 134 points
Average: 134/35=3.83

Ratings were computed for importance and frequency for each task, over 3,360
individual calculations. It is not unusual for a task to receive a high importance rating
(4.0+) and not be performed frequently. .\lso, frequency ratings can be high for tasks
assigned a lesser degree of importance.
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Initial Observations: /

= 1. A Chief Resource Development Officer has 31 duties and 240 tasks. There are
four categories of duties: I. Institutional (4); II. Furdraising (13); Management (13);
o and IV. Personal and Professional (1).

2. The highest importance ratings (4.60+) for tasks were clustered in the following
duties:

: H. Cultivate funding sources
= K. Establish and maintain credibility
N. Develop proposals
R. Organize and manage the foundation E
V. Motivate key institutional personnel

3. The highest frequency ratings (4.0+) were also found in N and R.

4. The highest score in the chart is for task N-7: "Transmit Proposal” with an I
rating 0f 4.77 and an F rating of 4.47. The second highest score is for
V-1: "Analyze the mission of the college and goals of the president” (4.74/4.09)
followed closely by V-3. "Match mission, goals of president, and motivation of key

personnel to funding opportunities" (4.57/3.94).
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5. The lowest scores for tasks are located in P. Facilitate partnerships and
economic develspment and in Q. Acquire non-cash contributions.

6. There is an interesting comparison to be drawn betvreen F. Identify public
sources of funding and G. Identify corporate/foundation sources of funding. Public
funding ranges from 4.50-3.12 ( with all scores except one at 4.0 or higher)while
corporate/foundations ranges from 4.22-2.61 with ouly two scores above the 4.0 level.

7. High values are placed throughout the position on gathering information
through consultation and discussions with colleagues. The position relies heavily on
- accurate data that is localized. In whatever duty area, the tasks of acurately forecasting
outcomes and impacts as well as helping to shape vision and mission of the college are
seen as critical functions. There is also a pronounced internal and external advocacy
role in and for the institution, with the leadership and with colleagues, with donors, and
with the business world.

»

8. Information on strategies, innovations, tactics, new funding sources, new

models, educational practices etc. is a constant thread. This is a "learning position" at
all times and in all arenas.
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Tasks
I
Institutional Dutiles
1dentify unmet frstituttonal A1 A-2 A3 A-4 A-5 A-6
needs/opportunities (internal” Act in snd Review insti- Consult with Watk sround Scan Read/
scaming) i influence tutional faculty and canpus community snalyze in-
— ingti- plan steff (observe) collage stitu-tional
- tutional (individ-uals tremcis and and coewunity
i e plsnning snd exerplary dats
coamittees) practices
i ranking. - " a3r oo Laos |286 |432 {305 | 346 |2.70 |4.08 [3.26 | 448 | 348
_ Importance/Frequency:
Identi fy uaet. commnity - e 8-2 8-3 54 8-5 56
needs/opportuni ties. _— Read {ocsl Psrticipate in Initiatesact Dislogue with | Perform Gather and
textarnal scanning) L s i neus and commmity coali- | in commnity campus com~ surveys resd verious
T o ' % i} reports tions and or- to gain con- munity who information
ganizstions sensus-- s sources
seeking disloguing including
decision with outside journels &
making newsletters

3.06 | 1.97 | 3.85 3.41

3.57 2.66

4.03 2.7

4.29

c-1 c-2 c-3 : c-4 c-5 c-6 c-7 c-8 c-9 c-10 c-11

synthesize/ Assess Psrticipate Participats ldentify/ Facilitste 8uild Recosmend Speak with visit model Asgess and

design institutional in in uss tools meetings with | consensus on | strategies other people | programs on report
¢climate for conferences fundraising for people sotutions to CED from other other inpact of
proposed on confsrences problems/ impacted by with key cormnity campuees solution
solution educstional opportunity problems/ people colleges

(change) issues analysis proposed
solutions

4.15 3.3 31.68 2.85 3.44 2.32 4.18 2.74 3.45 2.47 | 4. % 1.77 ] 4.37 | 3.51 | 4.31 | 3.51 | 4.00 I 3.40

D-1 D-2 D-3 D-4 D-5 D-6 D-7 D-8 D-9
Provide input Integrete Commnicste Csrry vision Coalesce lgnite Mske Project Realign the
to college col lege vision vision and of faculty to | concerns and | passion and reaiistic wninten- vision with

CEec 0 Hovision arcd priorities priorities sdminis- transmit belief in the | assessments tional nes
" with department/ | orslly and in trstion visions college of scope of conse- reslities
) division gosls writing to through mission solutions/ quences
" fnternal snd sppropriste opportuni-

external channels ties
publics

4.32

3.94 1 2.98 | 4.06 | 3.8 4.03 | 3.26 | 3.70 | 2.77 | 4.16 | 2.17

3.4k
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II
mnd isin nuties

Identify private sources of E-1 E-2 €-3 E-4 E-5 E-£
funding . Review prior Research Tslk to Talk to other | Orgenize prioritize
g donor Lists publ fcations others-- donors Rating prospects
(Dunn & brsinstorm meetings
Bredstreet etc.) | (boerd
members/
volunteers)
snd other
commmnity
members

f 4.15 3.73 4,48 2.89 4.16 3.50 4.26

Idantify pwnc muc of - =§ F-1 -2 £-3 -4 £-5 £-é F-7 F-8 £-9
fwim - . Review, Add neme to stl Review agency | ldentify Consult with | Call other prioritize Ident{fy wnd | Read/

L ) - . f select, and appropiate state | oppore sgency faculty who community and | funding secure snalyze
surchass ard local tunities representa- sre active college opportuni- sazpla RFP’s in
referonces mailing lists tion fn natfonal development ties funded relation to
(books, (RFP’a, bidder’s esgsocia- officers projects col lege
journals, conferences) tions missiory/
nawslotters,

publIutIom,
electronic
j dats beses)

4.40 3.26 4.18 441 4.29 3.12 4£.23 4.22 3.89 & 4.40

1deatity: mpom./ ' e G-2 63 G-6 G-5 G-¢ 67 G-8 - G-10
- foundation. sources. of’ ﬂ“"m : Read source Read business Psrticipate Resd (RS Establish Read socisl Read news, Interact Coax
...l Jjournals section--local in chasber, reparts tickler pages financis(, uith givers parsonal
) (Teft, etc.) snd national rotsry, etc., prospect profes- sssocie~ information
functions profile sional ard tions from
data/files commnity discrets
col lege sources
publi-

cstions

4.06 | 2.8
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Eatatilfah end maintein

credibility - ©

£ H-1

Resssrch the

{ prospect

H-2
Develop
cultivetion plan

H-3

Prospect key
people
i.e.:Lunch/
ont on ohe,
phone them
etc,

H-4

Listen to
prospect--

refine,

resesrch,
cultivation

plan

H-9

Record
information
on prospect

h.bh

4.48

4.13 3.52

4.52

3.13

4.30

4.48

4.62

&.39

3.49

1-1a

Davelop
proposel for
donor of major
gift

1-2A

{dent{fy
sppropriete
pecple to make
ssk

1-3A
Enlist key

pecple to
acke Esk

I-4A

Train key

peopls to
make sk

1-5A
Facilitste
the mecting
to make the
ask

1-6A

Decide if
time is
correct to
make the ask

1-7A
Datermine if
future
meeatings sre
needed

1-8A
Make the ssk

1-18
Davelop

propossl for
minor gift

i-a

Identify
sppropriete
ptople to make
ask

1-38
Enlist askers

1-48

Train askers

§1-58
Facilitste
asking
process

1-68
Ask

-7
Eoltow up

1-88
Evaluste
process

1-9
Evaluats the
ask

1-10

Fol low wp
for
prospects
response

4£.3% 3.43

4.57 3.04

4.00 | 2.70

4.22 3.3

4.59 3.14

4.09 §2.95

42
Research options

3.95 3.05

K-1

Actively
participate in
select
comsuni ty
inftistives

K-2

Commmicets
consiatently and
fraquently uith
community
through news
relesses,
nesstetters,
annual reports,
[1{-1

K-4

Plan and

daliver

"friend-
reising®
activities

{campus

visitetions,

stc.)

K5
Coach key
players

K-6

Spesk ot
public
hesrings
(represent
col lege)

K-8
Recognize
and formally
thank people
for helping

K-9
"ialk the
telk®

4.00 3.21

4.04
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Tasks

Plasy L1 -2 L-3 L4 L5 L6 L-7 L-8 -9 L-10
coordinate -specisl events Determine Kire experts find/train Perform Schedule/ Coordinate Ascertsin Prompt arx Tell Evaluate
strategic fit volunteers cost/benefit moni tor, and Logiatical and cover prod partici- event (n
of event in with (bresk even) enforce pre- detaits ({sbitity voiunteers pants ralation to
[ cormunity cormi tment analyses event time issues purpose of event’s
< (resesrch) Lines/ event purpose
expects-
tions
Ranking 4,09 2.6% 2.80 1.96 3.® 1.96 4.33 2.63 4.35 | 3.76 | 4.19 | 3.58 3.96 | 2.89 | 3.2 | 3.7% | .26 | 3.39 | 4.34 | 3.16
n-1 -2 M-3 -4 N-5 L) -7
Plan atrategy Renesrch options | Retearch Generste Arrange for Arrange Evsluate
donor letters personal policity donation
praferencr s mthank you* regults snd
with key provide
people fecdback to
donor
Ranking 4.54 2.95 3.7 2.35 3.92 2.58 4.18 3.3 4.54 | 3.32 | 4.2 | 3.27 414 | 3.12
-1 N-2 N-3 N-& N-S -6 N-7 N-8
[dentify Develop ldentify in “olve Authorize facilitate Tronsait Prepare
potential strategy/ faculty/ sppropriste and/or progossl proposal bosrd sgenda
propossl schadule for ataff/ faculty/ complate preperstion to accept
opportunities prepariry volunteers staff/ internast ond finat sxtarnatly
propossl who need to volunteers in | spplicstion production asarded
be irvotved developing reviey ond grent/
1n preposal pieces of the | spproval contract
deve op propossl procsss {unde
4,06 4.59 3.61 447 3.6 4.27 3.56 3.% .88 | 4.66 | 4.27 &TT | .47 | 4.15 | 3.48
1
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Tasks

Devel retationshi 0-1A 0-24 0-3A 0<4A C-54 0-6A 0-7

op edvocacy re pe lcentify Identi fy Devetop provide Pravidge Discuse Ask
legislatore/ government relation- information information potential legistator
aides who agencies which ships with on/develop on coliege projects with | to send
shauld b should be asppropriste relation- nd agency staff letters or
courted courted congress- ships with potential and get their | make phone
fonal/ wppropriate projects to feedback calis to
legislative agency congress- agerncy to
staff mewbers | personnel fonat/ facilicate
legislative proposal
ataff review 8s
mesbers sppropriste

c-18 0-28 0-38 048 0-58 0:48
tdentify Prioritize Eetablish Ralate Relate Follow up
corporate/ opportunities relation- sdvocate to advocate/ with
indivicust shipe col lege gift to advocates on
advocates college a periodic
basis

4.15 2.80 b.48 4.23 3.03 Y] 3.31 3.04 [ 2.88 | 4.25 | 3.00
4.14 2.45 4.19 4.27 3.07 4.33 3.20 3.97 {2.57 | 3.97 | 2.97

rtrershipe end ~ § P-1 p-2 -3 P-4 0-5 P-6 -7 -8 P-9
Facititaca pa pe i 1dentify Develop Eatablish identify ways | ldentify Ressarch Research Broker foster
eloments of relationship ralationsip col lega can college goal funding ralation- retation- asucceza ful
aconamic uith economic with support thet ralates potential of ship of ship with transition
H devalopment development tesm | prospective sgency/ to sgency or ssch compary prospect foundation of new
: compery and compary, atc. | compeny end sgenty with other board conpanies
agency compani ey in commmnity

3. 3.69 3.57 | 2.55 3.37 fe.62 | 3.59 | a.52 2.88 | 2.04 { 3.20 3.46 | 1.96

Aequirs nonccash contribu-tions Q-2 Q-3 Q-4 Q-¢ Q-7
S Inform college Match with Cul tivate Prepars Maintain

comyrunity institu- contest{e) request(s) contact(e)
tional needs

3.15 2.26 4.22 2.52 3.7 2.50 3.0 | 2.12 3.81 | 2.83
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Organize snd Mawge the R-1 Orgsnize | R-2 R-3 R4 R-5
Foundation Board decigion | Orgenizs Board & | Keep the Resesrch snd Train Board
. il making Process | cosmittee Board recruit Board | menmbers
nectings informed ot monioers
happenings

4.62 4,45 4.42 4.00 4.48 4.3 4.05 | 2.70

$-1 S-2A $-3A s-5 S-6
Develop Anelyze Purchsss Monitor Periodicslly
investaent investment inveatmants results evsluate
poticy with opportunitiss investment
Soard mathodelogy/
menager
s-28 s-38
Recuest Anatyzs
Propossis Propossis and
intarview
finalists
with board
comai ttee

i 3.78 3.7 3.12 3.66 2.66
3.46 3.00 3.33 2.39

Market/ ; . T-1 . T-2 ) n T-3
Developmant Foundation © i Develop Devalop methods Hatch budgets
A . | marksting ptan | of delivery to delivery

methods

4.05 2.86

Manage developeent fnforsetion u-3 u-6 u-7 u-8 u-9

Reviss Assurs wpdats Enter dats Velidate
devetopment of institu- and keep devel opment
informetion tional information dats current | data input
systems resssrch systems
systems ¢.g.,
demo+
graphics,

enrol lment

syttoms: C

3.96 | 2.88
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! : ' Taaks
=

motivats key institutionat v-1 Ve v-3 V-4 v-5 V-6
personnel Analyze Determine Match Identify Design and Resssess and
nission of the } motivation of nission, incentives implement identify next
cotlege snd key goals of o disincen- | recognition opportunity
goals of the fratitutional president, tives snd reward
president personnel and strategies
motivation of
key parsonnel
= to funding
oppartun~
fties

474 4.09 | 4.50 4.09 4.57 3.94 4.10 3.16 | 3.77 | 2.60 | 4.06 | 3.00

Rensge-office resources u-1 W-2 W-3 u-4 u-5 u-6 u-7 u-8
7l (axcluding personnel) Identify necds | Develop short Develop Scan hwxiget Seek update Purchase and | Purchass Negotiste
and long rangs budgat reports on techno- inatall office non-budgeted
’ plan for monthly logics! capitet supplies snd | resources,
development advence- aquipment naterisls e.g. spacs
= office ments itemas
: regrding
i development
Rankirg o - 4,34 3.81 h.b4 3.55 4.50 2.9 4.2 3.3 3.97 ] 2.63 ) 3.80 | 2.45 3.26 | 1.93 | 3.76 | 2.00
Teportance/ Frecuency
- Rannge-budgat ’ B ) ’ ,'T X-1 X-2 %x-3 X-4 X-5 X-6
- S * Establish/ Monitor budgets Establish Plan for Estsblish Atsurs
) ’ review syttem monthly: systes of . project cash procedures advance
of budgst inspact commnica- flou needs for project communics-
— reporting expenditures; tion on bidget tion with
balance budget modifica- fund source
available concarns tions prior to
problems; budget
- ) identify end act modifi-cation
- L o ’ on probleas /

4.06 2.76 | 3.90 3.03 3.88 2.9 6.29 2.55 3.50 | 2.43 | 3.3 | 2.3

Y-1 Y-2 ¥-3 Y-4 Y-5 Y-6 Y-7 Y-8
_ EPARSTES ! Identify tssks | Prepare and Recruit, hirs {dentify snd tdentify end | Staff with Laad regulsr | Conduct
e e fn update job personngl fulfill staff | provide reslistic ataff individual
o . ralstionship descriptions training incentives workload and meetings, perforssnce
— K L T to collegs needs to build a outcome share reviave
: ; development team expects-tions | information

pisn

&.47 2.54 4.25 2.60 &.49 2.42 4.06 2.7 4,18 | 2.81 4,22 | 3.03 L.12 | 3.39 | 4.29 | 2.64
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Tasks

I

Respond tO government agency
reqi resents/requests

2-1

Establish
communication
procedures
with sgencies

2-4
Evaluate
comunica~
tion and
outcomes

Z-5
Establish
support team
to improve
effectiver
ness of
cotmunice-
tion

4.25

3.87

3.7

3.30 2.18

H AA-1
4 Establish

relstionhip

| with funding
| agencies

AA-2

Establish grants
mensgement
procedures

Me4
Develop
system of
checks and

balarces for

college

4.39

4.50

4.00

3.97

2.57

| { B3]
Monitor and
interpret
regulstions

-2

Inform and
sdviss CEO of
regulstory
mondates and
Lisbilities

88-3
Esteblish and
maintsin
regutstion
Library

-4
Estoblish
role of

davelopment
o business

office
regarding

reguistions

B8-5
Establish
internal
support
aystom for
regulatory
information

88-6
Establish
procedures
for desling
with problems

4.38

3.55

3.91

2.63

3.8t | 2.92

cc-1

Initists
discuasions
with sgencies/
individuals
regarding
potentist
agrecments

cc-2

Respond to
inftistives from
sgencies/
individuals
regarding
potential
sgreements

cc-3
Davelop
inotitu-
tionat

per ers

cc-4
Develop
sgresment
with

persting

for potential
sgreements

agent/
individual

cc-5

Secure
institu
tional
spprovel of
sgreement

4.03 3.03

3.97 2.88

3.% |3

00
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!rokcar knoul edge with development
professionata

Tasks

s
Personal/Professional

fFaster personel end profezsionatl
development .

0D-1

Eatablish end
mintain
commmnica
tions with »
group of peers
with similar
reapons ibil -
ities

0D-2
Share proposal
fdeas with peers

00-4
(dentify and
participate
in other
sppropriate
tocsl and
national
professional
organiza-
tions

on-5

Advise and
counsel
newcomers to
development

h.41

4.29 3.56

Dutiesa

EE-1

Conduct
paraonal/sel f-
sasessment

EE-2

{dentify
profesaional
deve!opment
opportunities

EE-3
Participate
in
professional
devel opment
organize-
tione,
conferences,
ete.

EE-4

Read
profesaional
journals and
related

publ fcations
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SELECTION OF RESOURCE
THOUGHTS FOR TW

By Dr. Dianu Cook

introduction

Hiring effective fundraisers/development officers has
become a critical need for higher education. One needs
only to read the Chronicle of Higher Education to see the
number of articles devoted to university fundraising or the
growing number of ads searching for fundraisers. The
Chronicle (Nov. 26, 1986) featured an article which
discussed the competition among institutions to get top
fundraising "‘stars" into their ranks. While the hiring ot
top experienced fundraisers is making heaqlines, it is also
important to consider the fundraisers on the othet end of
the spectrum—entry-ievel aspirants to the profession.

Two-year colleges may be even more concerned with
the selection of resource development officers who are
entry-level. It is likely that most two-year colleges may not
have the resources to compete with four-year schools to
attract a fundraising ‘'star’* with considerable experience.

Where do entry-level development aspirants come
from? We know that training programs which offer
masters or certificate programs or even courses in gduca-
tional fundraising are few and far between (Carbone,
1985). In light of the current number of universities offer-

ing training in fundraising, it is safe to assume that most
Qentry-level personnel have not had benefit of these pro-
grams. The question, then, becomes: On what basis are
entry-level development officers selected?

Purposa

In order to help shed some light on this question, a
study was designed to find out the background, know!-
edge, skills and values of current entry-level development
otficers. Chief development officers’ preferences when
hiring a new development officer were also researched.
Additionally, these characteristics were tested to deter-
mine whether they differed on the basis of sex or institu-
tion type.

Procedures

While resource development can be defined as pub-
lic and private development, for the purpose of this paper
resource development is defined as private sector fund-
raising. All of the data in this paper is based on a survey
of CASE membership involved with private sector fundrais-
ing. The sample represents a total ot 427 development
officers from both pubiic and private institutions with
‘ various enroliments.

DEVELOPMENT OFFICERS:
O-YEAR COLLEGES

Profile of Current Entry-Levei Davelopment Officers

According to the data gathered in this study, the
typical entry-level development officer is a white (92.8%)
female (61 %) between the ages of 26 and 35(34.4%) who
holds a bachelor's degree (58.2%).

The average entry-level development officer's salary
fell within the $20,000 and $29.000 range. The data indi-
cated. however, that females earn less than $20,000 in
general, while men were reported as having a mean salary
of between $20,000 and $29,000.

The background experience of those newly employed
varied. Educational administration was an area of previous
experience for over one-third (37.5%) of entry-evel devel-
opment officers. Public relations, teaching, and fundrais-
ing outside of education were background experiences
for 12.5%, 11.3%, and 11.9%, respectively. (See Table 1)

Entry-level development officers had backgrounds in
broad liberal arts (79.2%) and communications (77.1%).
In terms of skills identified in these individuals, 81.7%
were rated as possessing the ability to work through and
with people. Presenting oneself in an attractive manner
and being articulate were skills identified in 78.5% and
75.9%, respectively, of those newly hired. The most com- --
mon values rated among entry-level development officers‘.
were the motivation to be successful (78.6%) and valu-

ing honesty in dealing with co-workers and donors (76%).
Valuing the importance of teamwork and loyalty to the
institution were also identified in 72.4% and 69.3%,
respectively, of those newly hired.

Ranking of Knowledge, Skills, and Values

The rank order of knowledge, skills, and values items
as they related to preferences in hiring entry-level person-
nel were determined by a survey of chief development of-
ficers. Each category (knowledge, skills, and values) con-
tained 10 items to be ranked from most preferred (1) to
least preferred {10). Inorder to determine rank order pref-
erences, the means of all items were analyzed.

The highest ranking knowledge items as represented
by the lowest mean scores were communications, broad
liberal arts, and marketing. The ability to work through and
with people and the ability to motivate workers and donors
were the two highest ranking skills. Good listening skills
and being articulate were the third and fourth ranking
skil's. The values rankings were very close: 1—honesty
in dealing with co-workers and donors; 2—ethical;, 3—
highly motivated; 4—teamwork; and 5—loyaity to the in-
stitution. (See Table 2)

21U
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Statistical Data

Statistical hypotheses were tested or. a number of
research questions. Questions that were tested that may
Oeof most interest dealt with sex of the development of-

rs and type of institutior. (public/private).

in testing to see if the knowledge, skills and values
of entry-level development officers differed by sex, the
hypothesis was found to be non-significant. The only sig-
nificant indicator of sex of the development officers was
salary, in that women were found to earn significantly less
than their male counterparts.

The hypotheses related to differentiating between
public and private institutions were for the most part found
to be non-significant. The knowledge, skills and values
possessed by entry-level development officers did not sig-
nificantly differ between types of institutions. Salary, how-
ever, was found to be significant in predicting the type
of institution, with private institutions paying entry-level
development officers significantly fess than did public
institutions.

Implications

Personnel selection is a subject that continues to be
an area of interest. One theme that surfaces in the litera-
ture is that employers, &ither consciously or unconsciously,
tend to hire individuals sharing their own background, at-
titudes, and racial characteristics (Schmidtt, 1976). This
theory may be supported with the findings of this research.

e data indicated that almost 50% of chief development

ficers had majors or associates with a broad liberal arts
training (e.g., English, history, journalism, and psychology).
Similarly, almost 80% of the newly hired development of-
ficers were noted as having broad liberal arts training.
Racial similarities also are apparent, with approximately
96% of chief and 93% of entry-level development officers
being white. (See Table 3)

The literature also suggests thai employers often rely
upon impressionistic rather than concrete information in
making employment decisions (Kinicki & Lockwood, 1985).
This may be especially true of employment practices in
the field of deveiopment, where there are few training pro-
grams. Decisions may be made on a perception of the
individua! having the *“'right stuff'’ to be successful in the
field. It may also be true that an individual hiring a new
development officer may believe that he or she is arriv-
ing at a decision based on objective criteria but in {act
is more heavily influenced by overall impressions. This
scenario may be plausible when considering data from
this research study.

The average rank for the item *‘ability to present self
in an attraclive manner*was a 8.28, indicating that this
item was ranked low (10 being the lowest rank) by chief
development officers in importance for hiring new person-

-oi However, this relative ranking may be misleading and
.eds to be interpreted with caution, since it appears that
most entry-level development applicants are perceived as
having the ability to present themselves in an attractive
manner. Since this attribute already exists with the over-
whelming majority (80%) of those recently hired, it can-

not be a discriminating factor; however, it may be a mini-
mum requirement at a CoOnscious or unconscious level.

Certainly, decisions based on impressions cannot be
totally avoided, nor should they be. Perhaps the best em-
ployment decisions are based on both concrete and im-
pressionistic judgments. To help ensure that employment
judgments are not primarily based on personal impres-
sions, the literature suggests the need for more structured
interviews. it is believed that by exploring tasks related
to a job and identifying the skills necessary to do that job,
the chances of selecting individuals who will be effective
on the job greatly increase (Fleishman, 1984, Stevens,
1981).

Conclusions

The need for fundraisers in higher education will
surely increase in the years to come. Two-year colleges
will certainly be in need of exploring options to allow for
the most flexibility in developing programs which will
become increasingly important to our nation. This grow-
ing need, coupled with the high turnover rate of develop-
ment officers and limited training programs, will continue
to make selection of development officers a very impor-
tant issue.

If you are involved in hiring a resource development
officer at your college, you rmay wish to assess your cur-
rent selection criteria. {f you have no established guide-
lines or wish to re-evaluate the current criteria, consider
these recommendations:

o List the specific needs and philosophy of your col-
lege. Using the general categories of knowledge,
skills, and values, determine what qualities are
necessary in an individual in order tc successfully
carry out the college's mission and objectives as
they relate to resource development. It is .npor-
tant to tailor this list to your individual college,
since certain two-year colleges may have a unique
need related to their philosophy/mission thus re-
quiring a special knowledge, skill or value in an
individual representing the institution.

When interviewing, structure questions in a way
that will give you insight into the candidates back-
ground as it relates to the knowledge, skills and
values identified as critical to the jot.

Be consistent in the nature and struciure of the
interview when meeting with various candidates.
This will give you a baseline for comparison when
evaluating each applicant.

Remember, the literature consistently indicates that
structured interviews help increase the likelihood of select-
ing an individual who will be effective on the job. The
literature also suggests, however, that employers often
rely upon impressionistic rather than concrete informa-
tion in making employment decisions (Kinicki and Lock-
wood, 1985). Most likely, the best employment selections
are based on a combination of both concrete and impres-
sionistic judgments. in a field where very few training or
degree programs exist, it is especially important to care-
fully weigh concrete criteria in making an employment
decision.
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Table 1
Protile of Entry-Level Development Officers

Variable Response

Year hired 0-3 years ago
4-6 years ago 9
7 or more years 6

Maie 74
Female

Under 26 years 56
26-35 67
36-45 50
Over 45 years 22

White
Black 13 6.7
Other 1 05

Less than $10,000 1 05
$10,000-19,999 53 27.0
$20,000-29,999 54.6
$30,000-38,999 21 10.7
$40,000 or more 14 71

Education High School 3 1.5
Bachelor's Degree 116 59.2
Master's Degree 63 32.1
Ph.D. or Ed.D. 11 56
J.D. 3 15

Previous Education/administration 63 37.5
Education/teaching 19 11.3
Business administration 7 4.2
Government 6 36
Public relations 21 125
Fundraising outside of education 20 11.9
Sales 10 6.0
Banking 3 1.8
insurance 3 1.8
College student-not previously employed 16 8.5

Note: The N for this study was 199, however, there was some missing data. Therefore, the frequencies as related to
each item would not add up 10 199 at all times. ’
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Tabie 2
Maean Rankings of Knowlsdga, Skille, end Vaiues
items as Perceived in importence by
Chiet Development Cificers

Item xX*
Knowledge ltems
Broad iberal arts training 423
Communication 353
Marketing 4 53
Educationfteaching 802
Education/iadrministration 784
Fundraising techmques 505
FsychotoQy 713
Business administtation 810
Law a
Executive secretary 1008
Skill ltems
Proposal wnting 923
Ability 16 wotk through & with people 449
Ability 1o motivate wotkers & donors 566
Sense of iming 941
Good listerung skills 628
Articulate 621
Creatvity 853
Ability 10 present 3 persuasive case ™
Tends to present self in an attractive manner 828
Organizational skills 665
Values ltems
Loyalty to the institution 563
Highly motivated to be successiul 533
Will give up vacation days to see thal the job 1s done 1004
Will use any available resource 10 achieve a goal S0
valyes the importance of {eamwork 549
values honesty in dealing with co-workers ar . donors 463
Ethica! procedures must be mamnlained above all else 53
Values continued inteliectual growth 880
Valyes learning more aboul professional fundraising 760
Patience 853
*Means reflect rankings irom most preferred (1) 10 least preferred (10)
Table 3
PROFILE OF CHIEF DEVELOPMENT OFFICERS
Vanable Response N %
Sex Male 150 773
Female 44 227
Age Under 30 3 15
30-3% 39 200
40-49 86 441
50-59 47 241
Over 60 20 103
Race White 188 969
Black 6 31
Years of Expenence in Development Uncer 5 years 37 189
5-8 52 265
10-19 80 408
20-29 22 112
Over 29 years 5 26
Educationa! Attainment Bachelor's 59 301
Master’'s 90 459
PhDKEdD 37 188
JD 10 51
Educauonal Major Enghish 26 161
Social Studies 28 174
Agministration/Higher/Pubtic 29 180
Journglism 13 81
Education 17 106
Psychology 9 56
Theology 7 43
Law 3 19
Business Admin 29 180
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VENTURA COLLEGE TOUNUATION, EXECUTIVE OIRECTGR

0 Duties and Responsibilities

The Executive Director is the adwinistrative of Ticer of ths {pyndation and 1%
responsible for the overall development, planninc and exeZglien af the Joundatinn’s
policies, procedures, and activities as set by the Tuundaticn dcard of Liver tors,
1. Develop a comprehensive capital fundraising prograw with a piniaum year iy asn
amount of three times the administrative costs of the directar's oflice and an
endowment program for the Foundation with a mininun veat ly goal of $500,000.

Develop for review and adoption by the Toundation Board of Directors a sho:rt
tern (one year) gnq ]ong term (five years) action plan. This plan will include
projects and activities established by both the Board and the Director.

Prepare an annual budget for adoption by the Board of Directors.

Establish and maintain a financial accounting system [nr Foundation fiscal
activities.

Conduct quarterly reviews of Foundation -ctivities with the Board of Directors.
The reviews will be presented to the Board orally and in written report form.

Develop and maintain a system for the identification of donors and potential
donors for the designated support programs of the Foundalion.

Divect the daily activities of the Foundation, including correspondence,
teleplione communications, and purchasing.

Supervise feundation staff and make recomsendations on hiring, terminating, and
salary adjustments.

Plan and attend all meetings of the foundation Board of Directors, preparing
appropriate agendas, support materials, and minutes.

Plan and attend all Foundation social and support activities.

Develop, in concert with the college Public thfo-mation Officer, a public
relations program for the Foundation coumensurate with the philosophy of the
college and the Foundation board. Prepare and distribute atl Foundation
publications and notices.

12. Act as spokesman for the Foundation at various cormunity and civic functions
as may be necessary.

13. Maintain accurate records of all gifts and donations of materials to the
foundaticn,

14. Perform such other duties as the college president or Roard of Directors assign.

mj f
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GOLDEN WEST COLLEGE FOUNDATION

JOB DESCRIPTION

TITLE: Director

PURPOSE: To uphold the public trust in the Golden West College

Foundation by overseeing the financial and administrative
integrity of the organization within the 1limits of
california law, the Golden West College Foundation by-
laws, Coast Comnunity College.District agreement, and the
articles of incorporation.

RESPONSIBILITIES:

The board is vested with the legal responsibility for carrying out
the mission of the Golden West College Foundation.

Specific Tasks:

1. Regularly attend board meetings

2. Nominate and elect members and officers of the board

3. Make decisions on issues, priorities, goals and objectives
based on facts and relevant data

4, Manage and maintain properties and investments the Foundation
possesses

5. Formulate and implement annual operating objectives 2=nd long-
range strategies.

6. Make a generous and proportionate contribution to the
Foundation as well as solicit funds from others in the annual
campaign

7. Promote and interpret the mission/gcals and objectives of
Golden West College to increase public awareness and generate
support through the Foundation

8. Monitor and evaluate the effectiveness of the Foundation's
progress toward achieving stated goals

TERM OF OFFICE: One, Two, or Three Year Term, as Elected

MEETING ATTENDANCE:

Average of 6 board meetings a year
Average of 4-6 committee meetings a year
Ad hoc (committee meetings as needed)

REPORTS TO: Board chair

-
- F

e

STAFF ADVISOR: Executive Director,; Foundation

Q17
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Vaue Office of Human Resources
ge Napa,CA 945

Cone (707) 253-3367

ANNOUNCEMENT OF VACANCY

RESOURCE DEVELOPMENT OFFICER

THE POSITION

The Resource Development Officer is responsible for developing and planning
policies, procedures, and activities required to acquire community support and
resources for Napa Valley College and for meeting objectives of Titie 111
project. The person filling this position will work closely with the President
of the college, Title 11) Coordinator, and the Napa Valley College Foundation.

PRIMARY DUTIES AND RESPONSIBILITIES

* pevelop and coordinate a resource development program which includes business
associates program, alumni organization, annual fund, and deferred giving.
* Develop methods to identify donors among corporations, foundations, alumni,
college employees, and individuals in the community.
* Assist in formulating long-range and annual goals and objectives for the
foundation which tie to college goals and objectives.
* Develop ways to interpret and communicate the goals, functions, and needs of
the college to the foundation, business comunity, media, public, and
‘ prospective donors.
Develop materials and proposals to donors and donor prospects, gift
recognition/acknowledgement materials, appeal letters, and other materials.
* Develop and coordinate training programs for foundation volunteers and
) ' college personnel as needed. ‘
% Plan and assist with special programs and events and participate in college
and community activities to promote and develop resources for the college.
Coordinate, train, and supervise staff and volunteers.
Participate in and provide leadership for foundation and college committees.
Develop annual and long-term plans in conjunction with budget development
and program management, write funding proposals, prepare required reports
and ensure compliance with requirements and regulations of funding sources.
* Represent the college and foundation at local, regional, and state-wide
meet ings.

b0,
-
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QUAL | FICATIONS 3

MINIMUM REQUIREMENTS
% Earned bachelor's degree from an accredited college or university.
* Minimum one year successful experience in fund-raising from private sector
donors. Demonstrated experience working with individuals with diverse
cultural backgrounds.
DESIRABLE QUALIFICATIONS
* Demonstrated ability to recruit, train, and supervise volunteers.
_ * Demonstrated ability to direct the development of a community college B
- foundat ion and to work with the community college in establishing fund- D
B raising goals and plans. »
' % Demonstrated knowledge of and ability to organize fundamental tund-raising
programs, activities, and events. e
* Demonstrated knowledge of and ability to manage computerized donor record- .
keeping system.
- * Demonstrated ability to communicate effectively.
- * Two year's experience in the management or administration of a community
' college foundation is also desirable.

- 218 5
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TERMS OF EMPLOYMENT

Classified administrative position, temporary, 3/4 time, twelve-months,
contingent on categorical funding with possibility of refunding (Title 11,
federal). Salary October 1991 - September 1992 is $2440./month. Excellent
fringe benefits, including vacation days and 18 paid holidays per vear.

FILING DEADLINE

September 20, 1991, 5:00 p.m.

APPLICATION PROCEDURES

Interested applicants must submit:
Letter of interest addressing qualifications for the position
Completed Napa Valley College Classified Application form
Current detailed resume
Official or student copies of academic transcripts
Three letters of reference or confidential placement file
The names, addresses, and telephone numbers of all current and former
supervisors for the past ten years.
One page statement on the three most important strategies to a
successful fund raising campaign.

reach the Human Resources Office by 5:00 p.m. on the filing deadline.
Postmarks are not acceptable. Resumes will not be accepted in place of the
application. Applications received after the deadline will eliminate your
candidacy. All application materials become the property of Napa Valley
College and will not be returned.

It is the applicant's responsibility to ensure that all application materials e

All applications will be reviewed by a qualifications appraisal committee.
A limited number of the most highly qualified applicants, as determined by
the committee, will be invited to an interview at their own expense.

Applicant materials are made available to members of the qualifications
appraisal and interview committees on a confidential basis. The Board of
Trustees will appoint.

APPLICATIONS AND INQUIRIES SHOULD BE SENT TO
Catherine L. Briles, Personnel Technician
Human Rescurces Office
Napa Valley College
2277 Napa-Vallejo Highway
Napa, CA 94558
Telephone (707) 253-3366

NAPA VALLEY COLLEGE 1S AN ,
EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER
AND A DRUG-FREE WORKPLACE.

Title 8, USC, Section 1324-A requires verification of eligibility for
employment in the United States.

c¢/rdevoff.ann
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Position Announcement

Resource Development Specialist

{Funded by Title IIl. & spacially funded progrem undes the Deportmant of Educetion)

than Monday, September 21, 1992.

Pgsition
Instructor, Special Assignment ,SFP (12 pay-peri_d). Salary based on placement on the

faculty salary scale, ranging from $30,288 to $60,096. Fringe banefits include 12 paid holidays
annually, 18 designated vacation days, district-paid medical/hospital, dental and vision care plans, $40,000 group
life insurance policy.Contingent on gpaecial funding through 1996-97.

E ional lification
Must qualify for full-time hiring pool in the Los Angeles Community Coilege District.
Generally a Master's Degres in an academic subject would fulfill this requirement. If faculty

from another LACCD campus is selected for position, a request for temporary transfer must
be completed.

Primary Function
To develop and implement ail activities of a comprehensive college advancement program
as described in the Title Il plan.

Responsibilities:

1. Research significant sources for college resource development.

2. Provide training in grant development and other resource development activities to
faculty and staff.

3. Develop contacts with local business and industry; represent the college at designated
professional and cornmunity organizations
Encourage and support faculty and staff in development of grant proposals.
Provide expertise in grant development and writing.
Provide teadership to increase the involvement and activities of the coliege foundation,
inctuding training Board members, officers, and volunteers.
Revitalize the college Alumni Association.
Establish a computerized resource development data base.
Conduct a community needs assessment.

. Provide training and inspiration for a variety of fundraising activities, including annual
fund drive, major donor solicitation, corporate giving, matching gifts, and deferred
giving.

11. Other duties as assigned.

Desired Qualifications

1. Documented experience and success in development activities.

2. Familiarity with the full scope of development activities, including annual fund
drives, major donor solicitation, capital campaign planning and organization,
and planned giving.

3. Ability to establish goed community relations,

4. Ability to work well with faculty and staff.

5 Strong organizational skills.

6. Highly motivated, result-oriented, self-starter.

Application Process
To apply, please send a letter of interest which addresses your qualifications for the position
to Dr. Rochelle Hudson, L.A. Harbor College, Office of Research and Development, no later

Los Angeles Harbor Cotlege / 1111 Figueroa Place / Wilmington, CA 90744

{One of the ten Los Angeles Community Collegas}




DATE
TITLE/RANK
DEPARTMENT
DESCRIPTION

QUALIFICATIONS

SALARY RANGE
STARTING DATE
SEND LETTER

AND RESUME TO
(INCLUDE V NUMBER)

APPLY BY

STATE |
POSITION ANNOUNCEMENT ®

April 20, 1992

Director of Capital Campaign and Planned Giving
Institutional Advancement

The Director of the Capital Campaign and Planned Giving reports to the
Vice President for Institutional Advancement and is responsible for:

--Planning and implementing the institution's first capital campaign.

--Planning and supervising a broad range of development and
fundraising activities including annual fund, corporate and
foundations development, special events fundraising, planned
giving and major gifts.

--Providing leadership and supervision to the Office of Development
and works closely with the O0ffice of Alumni Relations.

Bachelor's Degree required; earned graduate degree or its equivalent
preferred. The successful candidate will have demonstrated success as a
fundraiser within the context of a capital campaign and a proven recor
working effectively with foundations, corporations, individuals and '
government agencies. Five years significant experience in development
and fundraising required. Experience in a college or university
environment is preferred. Candidate should be familiar with computerized
Alumni /Development systems as a tool for fundraising, gift accounting,

and prospect resg?rch, and should possess strong supervisory and
interpersonal skilis.

$44,789.54 - $62,704.58
Salary dependent upon qualifications

July 1, 1992

Hollie Stephens
Institutional Advancement

MONTCLAIR STATE
BoxC316-V s5g
Upper Montclair, NJ 07043

May 27, 1992

Monclair State is a comprehensive state-assisted instittion offering a rich array of programs 1o approximately 13,500 undergraduate and post-baccalaureate
students. Founded in 1908. Montclair State is organized into five schools: Business Administration, Fine and Performing Asts. Humanities and Social
Sciences, Mathematical and Natural Sciences, and Professional Studies. Moniclair State swards the following degrees: Bachelor of Arts, Bachelor ofduge
Arts, Bachelor of Music, Bachelor of Science, Master of Arts, Master of Arts in Teaching, Master of Business Administration and Master of Educ

Characterized by a distinguished cadre of teacher-scholars. a sarong general education program and a deep commitment to the values of multicultural diversity,
Moniclair State is located 14 miles west of New York City on a beautiful 200-acre suburban campus.

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION INSTITUTION
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NCRD ETHICS STATEMENT

distinguishing mark of a professional is the acceptance of responsi-
bility and performancz in accord with a code of conduct that reflects
personal and professional honesty. integrity and competence.

Ethical conduct. in the true sense. requires more than strict adherence to

explicit requirements or prohibitions. It calls for commitment to the spirit of
the code above personal advantage whereby resource development profes-
sionals accept and agree to abide by the following standards:

1.

Resource Development Professionals shall encourage sound business
management practices. accounting procedures, fiduciary responsibility.
and integrity in accepting grants and gifts:

Resource Development Professionals shall be employed by salary. retainer

or fee for services and not by commission based on the value of gifts or
grants secured:

Rescurce Development Professionals shall leave intact and maintain the
confidentiality of all records, proposals. donor and prospect lists acquired
in the professional service with the employer represented unless prior
written consent is given for repro.  “:on or removal of such materials:

Resource Development Professionals shall maintain a professional public
demeanor:

Resource Development Professionals shall share freely non-confidential
information with other professionals and shall promote the professional
growth and opportunities of themselves and others through active
membership in appropriate professional organizations.

Approved and adopted by the Board of Directors. December 1983.




CODE OF ETHICS AND PROFESSIONAL PRACTICES

Preamble

Professional fund-raising executives are motivated
by positive forces,
by an inner drive to improve the socicty in which they live through the
causes they serve.
They seck (o inspire others
through their own sense of dedication and high purpose.
They are committed to the improvement
of their own professional knowledge and skills
in order that their performance will better scrve others.
They recognize their trusteeship—
to assure their employers that needed resources are rigorously sought,
and donors that their purposes in giving are honestly fulfilled.
Such professionals
write their own code of ethics every day.

Professional Fund-Raising Executives accept and abide by the following Code of Ethics and Professional Practices:

Members shall be responsible for conducting activities in accord with accepted professional standards of accuracy, truth,
integrity and good faith.

Members shall encourage institutions they serve: to conduct their affairs in accordance with accepted principles of
sound business management, fiduciary responsibility, and accounting procedures; to use donations only for the donors’
intended purposes; and to comply with all applicable local, state, provincial and federal laws.

Members shall manage all accounts entrusted to them solely for the benefit of the organizations or institutions being
served

Members shall recommend to the institutions they serve only those fund-raising goals which they believe can be
achieved based on their professional experience, and an investigation and rational analysis of facts.

Members shall work for a salary, retainer or fee, not a commission. If employed by a fund-raising organization, that
organization shall operate in its client/consultant relationship on the basis of a predetermined fee and not a percentage of
the funds raised.

Members shall make full disclosure to employers, clients or, if requested, potential donors, all relationships which
might pose, or appear to pose, possible conflicts of interest. As fund-raising executives, they will neither seek nor accept
“finder's fees.”

Members shall hold confidential and leave intact all lists, records and documents acquired in the service of current or
former employers and clients. ;

A member's public demeanor shall be such as to bring credit to the rund-raising profession.

I certify that T subscribe to the Code of Ethics and Professional Practices of the Society and I accept the obligation to abide by that Code. Also,
1 understand that if there is a Jocal Chapter, 1 must belong to the Chapter in addition to belonging to the National Society of Fund Raising
Executives. Additionally, I understand that receipt and deposit of my dues monies by NSFRE or any of its chaplers does not imply or convey
membership in NSFRE.

Signature & Date

CHAPTER:
Signature of (2) Voting Members of NSFRE: (1) _J
& Daze @) —/
(If you do not know (2) members of NSFRE to sponsor you, file your application and we shall
assist you in obtaining two sponsors.)
__ Check enclosed for §
Charge § o my: Visa MasterCard
Account #: Exp. Date
You will reccive services upon payment. Please allow 4-6 weeks for initial receipt of
publications.
$15 of your annual dues is for the NSFRE News, $20 of your annual dues is for the Journal
magazine.

Local Chapter approval & signature:

Date sent to National Services Office:
Date received at National Ser. Office: Amount Rec'd
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Policies and Procedures

The high turnover rate of foundation staff and volunteers requires the development of
written foundation policies and operating procedures.

The executive director needs fully documented policies for handling donations from
the time they are received, deposited in the bank, and disbursed. Clearly, the execu-
tive director’s credibility rests on his or her greatest responsibility: handling of
donated funds. Many more executive directors have been dismissed for poorly
handling funds than for raising insufficient funds. To protect the executive director,
the fiscal committee of the foundation should approve financial transaction procedures
which do not create audit exceptions. Once adopted, these procedures must be
vigorously followed by each person connected with the foundation whether a staff
member or a volunteer. The board-approved policies should always be used to train
staff and volunteers.

Non-fiscal procedures should also be documented. For example, should an executive
director send anything to the board of directors without the prior approval of the
foundation president? This procedure may vary from college to college and may differ
with each foundation president’s and college president’s management style. A wise
executive director will seek written clarification of this issue as new leaders assume
their roles.

In the samples, you will find some excellent policy and procedure statements to study
carefully.

Directors and Officers of Public Benefit Corporations

Every corporation must have directors and officers. Legally, a public benefit corpora-
tior may operate with one director. However, it is highly recommended that charities
operate with three or more directors. In addition to directors, every public benefit
corporation is required to have a president, a chief financial officer, and a (recording)
secretary. Additional officers may be appointed. State statutes establish the powers,
duties, and liabilities of directors and officers of public benefit corporations. Directors
must discharge their duties consistent with a fiduciary obligation to the charity.

Powers and Duties of Directors

The directors of a nonprofit public benefit corporation are responsible for conducting
the corporation’s affairs and for exercising the powers of the corporation. Directors
may delegate many of their powers to other officers and employees, but directors are
ultimately responsible for all corporate decisions.
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Directors may be elected by members or designated by the board of directors or
others. The provisions for electicn, resignation, removal, terms of office, quorum
necessary for action by directors, action by executive cor..r.: ttee, delegation of
powers, and other important issues affecting directors are generally covered by state
statutes. These powers and procedures should be set forth clearly in the corporation’s
bylaws.

Compensation of Directors

Most directors of public benefit corporations serve on a volunteer basis, and do not
receive compensation, other than occasional reimbursement for actual meeting
expenses such as parking fees and meal costs. However, California law permits
directors to receive reasonable compensation from other payments to directors that
raise conflict of interest questions. Reasonable compensation paid to a director or
officer is not “self-dealing” and it does not impair the ability of the director to serve
as a “disinterested” director in reviewing other corporate transactions. California law
does not suggest what amount of compensation to a director is a reasonable one. The
Attorney General audits payments to directors that are more than nominal.

Standards recently adopted by the National Charities Information Bureau state that
trustees and directors should be volunteers and not compensated other than for
expenses.

Liability of Directors

In general, directors of nonprofit corporations, like company directors in the private
sector, are usually not personally liable for the debts, liabilities, or obligations of the
corporation. A director may be held personally liable to repay damages to the public
benefit corporation where he or she has breached a duty of care or loyalty to the
corporation. A director’s personal liability to third parties is very limited. California
law on director’s liability is complicated and has been changed frequently by the
Legislature.

1. Non-paid, disinterested director who acts in good faith with reasonable
care is not liable to the corporation:

A non-paid director of a public benefit corporation who performs his or her duties in
good faith, in a manner the director believes to be in the best interest of the corpora-
tion, and with reasonable care and inquiry under the circumstances has no personal
monetary liability to the corporation in an action based on alleged failure to discharge
the directors duties. This protection against liability does not apply to a director who
engages in self-dealing or who makes or receives a prohibited loan or distribution of
the corporation assets.
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2. Volunteer directors not liable to third parties:

A volunteer director or an officer has no personal liability to a third party for a
negligent act or omission in performance of the director’s duty, if the director 1) acted
within the scope of his or her duties, 2) was not grossly negligent, reckiess, wanton,
or intentional, 3) and the damages caused are covered by a liability insurance policy
issued to the corporation, or the directors made reasonable efforts to obtain liability
insurance.

3. Duty of loyaity and conflict of interest:

a. Self-Dealing Transactions: Directors May Be Liable for Damage to
Corporation

A “self-dealing” transaction is one between a director and the public benefit corpora-
tion in which the director has a “material financial interest.” Such transactions include
payment of a salary, contract fee, commission, or other benefit of material economic
value from the public benefit corporation to one or more of its directors, or to a
corporation or partnership in which a director has a material financial interest. In
reviewing self-dealing transactions, the Attorney General considers a financial interest
material to a director if it is large enough to create an appearance of conflict of
interest. This is a question of fact in each case.

Self-dealing transactions between a director and the charity on which the director
serves are inherently suspect. The director’s first duty is loyalty to the charity, and it
may be difficult for a director to carry out that duty if he or she is also looking to
make 2 profit from transacting business with the charity. This is one reason that
California law requires that ali boards of directors of public benefit corporations be
composed of at least 51 percent of directors who are disinterested in the corporation.
“Disinterested” means that the director is not involved personally in any self-dealing
transactions with the charity, and also that none of his or her relatives is receiving
salary or other contract payments from the charity. A majority of disinterested
directors is absolutely critical to insure that the charity is protected against unfair self-
dealing transactions and other conflicts of interest.

When a self-dealing transaction is not fair to the charity, and when the self-dealing
director charges an unreasonable price or makes an excessive profit from a self-
dealing transaction, the charity suffers damage to its assets. The Attorney General and
others may sue the responsible directors to recover from them the actual damages to
charity, plus interest, and in some cases punitive damages. Any damages recovered
are returned to the charity. Often the self-dealing directors and other directors
responsible for the Jamage are removed from the charity’s board.




Of course, there are cases of self-dealing where the charity actually benefits and is
treated fairly. If a director contracts with the charity he serves to provide needed
services at a fair price, if the terms are reasonable to the charity, if the contract is for
the cherity’s benefit (not the director’s benefit), and if the charity “could not have
obtained a more advantageous arrangement with re.sonable effort under the circum-
stance,” there is not likely to be any damage to the charity from the self-dealing
transaction. California law sets these same criteria for review by disinterested direc-
tors of any self-dealing transaction. If the directors have all of the facts before them
and, in good faith, find that these criteria are met, they may validate a self-dealing
transaction and protect the disinterested director(s) against liability for self-dealing.

Obviously, if the “disinterested” directors do not conduct their review of self-dealing
in good faith but merely as a sham to protect other directors, there would be no
effective validation. In cases of fraud and collusion by the directors, all directors
could be held liable for damages to the charity.

b. Directors may be liable for making prohitited loans from the charitable
organization:

A director may be held personally liahle for making a loan of the charitable assets to a
director or officer of a public benefit corporation. Prior approval from a court or the
Attorney General is required for most loans from a public benefit corporation to an
officer or director. Exceptions are allowed for certain types of primary residence loans
under specified conditions.

c. Derivative actiocns may be liable for prohibited distribution of the
charitable Assets.

A director may be personally liable for making or receiving a prohibited distribution
of the public benefit corporation’s assets. Examples of prohibited distribution include:
1) transfers of corporate funds or assets to directors, officers or members without fair
consideration, 2) payment of excessive or unauthorized salaries, non-contractual
benefits or bonuses, 3) improper gifts of charitabie assets to individuals, 4) and other
uses of the corporate assets unrelated to carrying out the charitable purposes.

Derivative Actions Against Directors

Legal actions filed against directors to recover damages resulting from breach of a
director’s duty to the corporation are called derivative actions. They are usually filed
by the Attorney General or a disinterested director on behalf of the corporation and its
charitable beneficiaries. Derivative actions against directors usually seek recovery of
monetary damages from responsible director(s) and other equitable relief. Any
repayment is made to the corporation or another similar charity.

&
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Statutory Transactions

California law reguires that certain transactions by public benefit corporations require
either consent by or notice to the Attorney General. These transactions are treated with
special attention because they significantly change ihe corporation. These transactions
include dissoiuticns, margers, sales of subistaniial assets, conversions, and amendment
of articles. Sex Chapter 19 for more detail on statutory fransactions.

Indemnification and (nsiz-ance

California law allows Tor public benefit corporations to indeinnify directors for costs
and expenses of Litigation in both third party actions against the corporation and some
derivative actions or: behalf of the corporation. Mo indemmnification, however, is
permitted for director’s fraud, bad faith acts, and/or unsuccessful defense of self-
dealing.

Public benefit corporations may purchase indemnification insurance to protect direct-
ors’ liability for most sciions, but not for fraud and self-dealing.

Officers

Every nonprofit corporation must have at least three officers: a president (or chairman
of the board), secretary, and a chief financial officer. The officers are usually
appointed by the directors. Officers’ responsibilities are spelled out in the corporati-
on’s bylaws. Their duties usually include maintaining books of account, responsibility
for deposits and disbursements, keeping minute books, giving required notices, and
other such duties as the directors prescribe.

The duties of officers and methods for their appointment and removal should be
clearly stated in the corporation’s bylaws. Generally, officers are not liable to the
corporation or to third parties who sue the corporation. I7 an officer has acted in a
fraudulent or grossly negligent manner, he or she may be liable.

Frequent Questions

What criteria does the Attorney General apply in reviewing self-dealing and loan
transactions that are submitted for approval to the Attorney General’s office?

The Attorney General applies the statutory criteria for determining fairness of
self-dealing transactions, as set forth in California Corporations Code section
5233. Facts are reviewed to determine whether the self-dealing is for the
benefit of the charity, whether the terms are fair and reasonable to the charity,
and whether there is no better alternative available to the charity.




In reviewing proposed loans from a public benefit corporation to a director or

officer, the Attorney General applies a standard of strictest scrutiny. Unlike e
self-dealing transactions, which may be validated under statutory standards,

most loans from a public benefit corporation to a director or officer are abso-

lutely prohibited by law. In reviewing a loan transaction, the Attorney General

asks whether the loan is strictly necessary to carry out the charitable program

and to protect charitable assets. Addit-unal criteria applied by the Attorney

General in reviewing a loan transaction include review of better alternatives,

review of terms and adherence to market interest rates, full security, and fixed

term requirements.

The directors of a public benefit corporation whichoperates a school voted to
convert it to a business corporation. Will the Attorney General approve this
conversion? How long will it take to get an answer?

The Attorney General’s answer will depend upon a thorough review of all the
facts. Conversion is permitted by statute if the terms are approved by the
Attorney General and all of the charitable assets of the converting public benefit
corporation (which are irrevocably dedicated to charitable purposes) are
distributed to another charity with similar charitable purposes to the converting
corporation. The Attorney General’s office looks at all material facts of a
conversion to determine the fairness of the transaction to the charity. For
example, is the value assigned to the converting public benefit corporation the
true fair market value of the corporation? Is an independent appraisal needed?
Will the directors of the public benefit corporation become the directors and
shareholders of the new business corporation? Are there self-dealing issues?
: Are the terms of payment or purchase of the converting corporation fair and
< reasonable to charity? Is the charity designated to receive the payment or
purchase price a qualified IRS 501(c)(3) organization with similar purposes to
the converting corporation?

- The review of facts and legal analysis required for the Attorney General’s

—* decision to approve or disapprove a corporate conversion may take from two
: . weeks to several months, depending on the facts and complexity of the trans-

= action.

Members in a Public Benefit Corporation

California law does not require a public benefit corporation to have members. Any

public benefit corporation may create classes of members and offer membership to

individuals or corporate entities. Depending on the bylaws, members may be vested

with significant voting and other statutory rights, or they may simply be donors who

enjoy honorary membership without voting or statutory rights. .
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Members with legal rights under California statutes are created when a public benefit
corporation’s articles of incorporation or bylaws give its members the right to vote for
directors and/or to vote the manner in which the charity’s assets will be disposed upon
dissolution or mergeyr. California law gives certain other rights to those “voting
members,” including, 1) the right to inspect certain corporate records, 2) the right to
elect and remove directors, 3) rights to notice of meetings, 4) the right to sue the
directors in derivative actions, or third parties on behalf of the corporation, under
certain circumstances and subject to specified limitations, 5) and other rights spelled
out in the statutes and corporation’s bylaws. Classes of voting members cannot be
abolished by the directors without consent from the voting members.

Many public benefit corporations have honorary members who receive a form of
membership recognition in return for their donations or services. Honorary members
do not have voting rights or statutory rights and should not be confused with voting
members.

Members, as such, are not personally liable for the debts, liabilities, or obligations of
the public benefit corporation. A member is not liable for the actions of directors,
unless a member personally benefitted from an unfair self-dealing transaction,
prohibited distribution of corporate assets, or other improper action.

Insurance

One of the first things new volunteer directors will inquire about is the Foundation’s
liability, and errors and omissions insurance. Fortunately, California, through
legislative action, has reduced the vulnerability of volunteer directors.

“There shall be no personal liability to a third party for monetary damag-
es on the part of a volunteer director or volunteer executive committee
officer of a non-profit corporation, subject to this part, caused by the
director’s or officer’s negligent act or omission in the performance of
that perscn’s duties as a director or officer... (A copy of the full act is
included.)

Even with this important exclusion, a foundation must have liability insurance. Most
auxiliary foundations should be listed as “additional insureds” under the district
policy. It is important to note any of the exclusions for the “additionally insured.” It
may be necessary for auxiliary foundations to obtain “special event” or other insur-
ance to fill the gaps between state law and their liability policies.

Independent foundations will need to purchase liability insurance for all occasions.
When this insurance is being purchased, the executive director should make sure the
policy covers events where alcohol is being served. Inquiries should also be made
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about off-campus foundation-sponsored events, i.e., on boats, buses, planes and even
about activities outside of the United States. O .

Charity as an Employer

Many charities hire employees to staff their offices, provide program services,
conduct fundraising, handle bookkeeping, file tax forms, and provide other necessary
services necessary to operating the charity. The fact that the charity has tax-exempt
status and is a non-profit corporation does not excuse it from the same legal obliga-
tions to its employees which apply to any business/corporation. This chapter supplies
several important legal obligations of employers.

Employer Identification Number (IRS Form SS-4)

Even if a charity doesn’t intend to hire employees, it still must apply for an Employer
Identification Number or EIN by filing an SS-4 with its federal tax exemption
application. The EIN is the corporate equivalent of a Social Security Number and is
used by the IRS to identify the corporation’s information returns in IRS records.

Federal and State Corporate Employment Taxes

A corporation’s own tax-exempt status allows exemption from tax on the corpora- o
tion’s income. As an employer, the corporation remains obligated to report an

employee’s income and to make proper withholding payments to the federal and state
governments. Withholding requirements are strictly enforced. Failure to comply could

result in tax problems for an organization, its directors, and employees. Here is a list

of state and federal information forms and withholding returns employers must file."

Employee Withholding Certificate (W-4)

Corporation Federal NQuarterly Withholding Returns (941-E)
Annua! Federal Wage and Tax Statement (W-2)

California Employer Registration Form

California Income Tax Withholding Form (SE-44)

California Unemployment and Disability Insurance (Quarterly)
Annual Federal Unemployment Tax Returns

OO0 O0OOOO0ODO

Federal withholding obligations are explained in IRS Publication 15 (Circular 15-
Employer’s Tax Guide) obtainable form your local IRS office.

Employee Relations

Legally, a charitable organization is treated like any other employer: it has an implied .
“contract™ with each of its employees, whether or not the employee has signed a
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written contract governing the terms of employment. To avoid misunderstandings
between the charity and its employees, directors or officers should provide each
employee with a written statement of the charity’s employment policies, including any
employee benefits such as vocations, health insurance, retirement, and life insurance.

State and federal laws regarding working conditions, minimum wages, overtime
pay, and discriminatory hiring/firing practices

Public benefit corporations and other charitable organizations are generally subject to
laws governing terms and conditions of employment and prohibitions on discrimination
to the same extent that private corporate employers are. Religious corporations may be
exempt from some of these laws and restrictions.

Independent Contractors

The IRS will ultimately decide whether people who work for charitable organizations
are employees for whom tax withholding and reporting by the employer applies or
whether they are independent contractors for whom these employer obligations do not
apply. An employer who incorrectly classified employees as independent contractors
may be held personally liable for penalties and damages if the IRS disagrees with the
classification. If you plan to work with independent contractors you may want to
contact an attorney on IRS independent contractor guidelines.

Preventing Internal Fraud and Theft of Charitable Assets

Fraudulent diversion of charitable assets by employees, officers, or directors with
control over those assets can happen at either the receiving end or in the disbursement
phase. Charities receive many donations in the form of cash and checks. The person
who receives and records these donations could, without proper controls, deposit these
funds in unauthorized accounts and divert them for personal use, without anyone
knowing. This is why it’s important to separate the function of recording of cash
received from that of controlling and accessing it.

[

At the disbursement level, it is important to require two signatures on all checks
drawn on charity accounts. This reduces the risk of fraudulent practices such as
writing checks to cover unverified expenses or to pay fictitious creditors or phantom
grantees.

Directors should continually monitor the budget and anticipated revenue sources and
amounts during the year and compare those figures to the actual revenue reported
during the year. Any sizable differences between the expected and actual revenue
should be carefully investigated by the directors or designated officers to obtain a full
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explanation. Quarterly, the directors should review the charity’s bank statements,
check reconciliations, and account books for any obvious irregularities.

Annual independent audits are the best protection against internal fraud and fiscal
mismanagement. Independent audits can be expensive, however, and may be beyond
the budgets of small charities. A good alternative is to retain an independent accoun-
tant to conduct a review of a the charity’s financial statements and issue a review
report to the director. A review is usually much less expensive than an audit and it
can alert directors to serious deficiencies in internal control as well as possible fraud.

Components of an Accounting System

A charity’s accounting system should reflect accurate, understandable data that are
useful in making management decisions and preparing reports. Books should generally
adhere to the standards of Accounting and Financial Reporting for Non-Profit Health
and Welfare Voluntary Organizations and to generally accepted accounting principles.
The actual books of accounts to be maintained depend upon on the type of organiza-
tion. For example, a grant-making organization would have different accounting needs
than a health clinic or museum. An organization’s books and accounts will generally
include:

General Ledger

A General Ledger consists of a number of accounts representing stored information on
a particular kind of asset, liability, fund balance, revenue, or expense. Information is
taken from the General Ledger to prepare financial statements such as a Balance sheet
or an Income and Expense Statement. Amounts reported in General Ledger accounts
are often totals for a given time period for a class of accounts detailed in subsidiary
ledgers.

Subsidiary Ledger

Subsidiary Ledgers provide greater detail for a particular account. For example, an
Accounts Receivable Subsidiary Ledger lists information on each customer’s purchas-
es, payments, and balance. The General Ledger contains one figure representing the
total for a period from all Subsidiary Ledgers for that account.

Journals

Information from business papers is recorded in chronological order in journals.
Various types of journals include:




Sales Journals: Where sales are recorded as they are made. All information is usually
taken from the invoice.

Disbursement Journal: Where cash and checks going out to pay for expenses, acquir-
ing assets, making grants, etc., are recorded.

General Journal: Where non-repetitive types of transactions and corrections or
adjustments are recorded.

In addition to an accurate system for recording fiscal data, a charity needs a filing
system that allows easy access to business documents, and helps the accountant to
prepare periodic financial statements, tax returns, and management reports. A good
fiscal management system allows you to trace any transaction from the financial
reports to the general ledger, subsidiary ledgers, journals, and business records.

Reporting Requirements to Government Agencies

In addition to keeping financial records, the accountant may be responsible for
preparing and filing reports for the charity with government agencies. Even if your
accountant does not prepare these reports for you, you should ask that a report-filing
calendar be established for the charity to assist directors in complying with all the
required filings. Listed below are some of the annual reporting and filing requirements
that apply to most charities:

1. Periodic Report to the Attorney General’s Registry of Charitable Trusts
(Form CT-2)

Federal information returns of tax-exempt organizations to the IRS (Forms
990, 990-PF)

California return of tax-exempt organizations to Franchise Tax Board
(Forms 199, 109)

Quarterly federal employment tax deposits (FICA) to the IRS

Quarterly employment deposits to the California Employment Development
Department

W-2 forms filed by the employer with federal and state governments, and
provided to employees each year

1099 forms filed with federal and state governments, and provided to non-
employee service providers




8. Local and state property and sales tax statements and returns

Additionally, an IRS 501(c)(3) organization must keep copies of its three most recent
federal tax returns, its exempt status application, and its determination letter available
for inspection by the public at its main office and any other office with three or more
employees.

Affirmative Action Policy

Rider to Contract

A. During the performance of this contract, Subcontractor and its
sub-subcontractors shall not deny the contract’s benefits to any person on
the basis of religion, color, ethnic group identification, sex, age, physical
or mental disability, nor shall they discriminate unlawfully against any
employee or applicant for employment because of race, religion, color,
national origin, ancestry, physical handicap, mental disability, medical
condition, marital status, age or sex. Subcontractor shall insure that the
evaluation and treatment of employees and applicants for employment are
free of such discrimination.

B. Subcontractor shall comply with the provisions of the Fair Employment and .
Housing Act (Government Code, Section 129Q0), the regulations promul-
gated thereunder (California Administrative Code, Title 2, Section
7285.0.), the provisions of Article 9.5, Chapter 1, Part 1, Division 3, Title
2 of the Government Code (Government Code, Sections 11135-11139.5)
and the regulations or standards adopted by the awarding State agency to
implement such article.

C. Subcontractor and its sub-subcontractors shall give written notice of their
obligations under this Rider to organizations with which they have a col-
lective bargaining or other agreement.

D. Subcontractor shall include the nondiscrimination and compliance provi-
sions of this Rider in all subcontracts to perform work under this contract.
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AFFIRMATIVE ACTION POLICY

RIDER TO_CONTRACT

A. During the performance of this contract,
Subcontractor and its sub-subcontractors shall not deny the
contract’s benefits to any person on the basis of religion,
color, ethnic group identification, sex, age, physical or mental
disability, nor shall they discriminate unlawfully against any
employee or applicant for employment because of race, religion,
color, national origin, ancestry, physical handicap, mental
disability, medical condition, marital status, age or sex.
Subcontractor shall insure that the evaluation and treatment of
employees and applicants for employment are free of such
discrimination.

B. Subcontractor shall comply with the provisions of
the Fair Employment and Housing ACt (Government Code, Section
12900 et seqg.), the regqulations promulgated thereunder
(California Administrative Code, Title 2, Section 7285.0 et
seqg.), the provisions of Article 9.5, Chapter 1, Part 1, Division
3, Title 2 of the Government Code (Govermment Code, Sections
11135-11139.5) and the regulations or standards adopted by the
awarding State agency to implement such article.

c. Subcontractor and its sub-subcontractors shall
give written notice of their ebligations under this Rider to
labor organizations with which they have a collective bargaining
or other agreement.

: D. Subcontractor shall include the nondiscrimination
and ceompliance provisions of this Rider in all sub-subcontracts

to perform work under this contrac:s.

Adopted by The Community College Foundation Board of Directors on January 26, 1988




THE COMMUNITY COLLEGE FOUNDATION

INVESTMENT POLICY ql'

Environment

The Foundation is presently in its second year of substantial
activity. This is the first year that sizable funds are available
to be invested. The Foundation anticipateZ continued growth of
available funds over the next three to five years. The Foundation

. wishes to receive a reasconable rate of return on its investments,
but at a low-risk facter. :

Recommended Investaent Instruments

In 1991-92, the present Department of Rehabilitation Establish-
ment Grant funding will end. Therefore, it is recommended that

the Foundation not tie up a sizable amount of its capital into
long-term investments.

'Long-term investments should be delayed until there is more
available cash (over $500,00) or until further new revenue
producing activities become more certain.

It is recommended that the Foundation continue tc invest in short-

term, low-risk instruments: Certificates of Deposits and interest
bearing checking accounts. !

Present cash needs: $110,000

Available for investment: $120,000

Present Investaents

Type Amount Term Per-Cent Location

CcD $10,000 1l yr. 6.40 SAC 1lst National Bank
cD $15,000 1yr. 7.25 SAC 1st National Bank
cD $50,878 32 day 6.50 SAC 1lst National Bank

Trigger for review: $500,000 available for investaent.

Action at time of trigger: Consultation with investment
counselors.

¢

Scheduled investment policy review date: May 1989.

Adopted by The Community College Foundation Board of Directors on October 26, 1‘..
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THE COMMUNITY COLLEGE FOUNDATION
CONTRACT EMPLOYEES
SALARY POLICY

BACKGROUND:

Present state agency contracts, which include personnel costs,
require the Foundation to base contract personnel’s salaries on
state positions. In some instances, Foundation contract employees
are temporarily stationed in agencies working along side other
state funded personnel, necessit: :ing not only similar salary
rates, but beuefit levels and work schedules.

RECOMMENDED POLICY:

The Community College Foundation base contract employees’ salary
schedules and benefits at levels similar to those offered by state
agencies. Compensation is not to exceed budgeted levels.

Board Approval January 16, 1990




VII.Bed.

RANCHO SANTIAGO COLLEGE FOUNDATION
Rancho Santisgo Community College District

17th at Bristol Streets
Santa Ana, CA 92706
(714) 667-3198

RANCHO SANTIAGO COLLEGE ADMINISTRATIVE SERVICE
FEE POLICY

The Board of Directors of the Rancho Santiago College
Foundation agrees to adopt an administrative management fee
for the service it provides in administering, monitoring and
disbursing of project/program funds, special project/grant
funds, and scholarship funds. 1In order to defray the
in-direct costs of program management, account
administration, full bookkeeping and audit research and
support, and investment management, the Foundation Board of
Directors approves the following fee structure:

A. A service charge of 10% of income earned will be
deducted from interest which accrues to the
Foundation's scholarship accounts drawn on a
quarterly basis as the interest is credited to the
accounts. This procedure will commence with the
quarter ending on December 31, 1987 and proceed
quarterly thereafter.

The 10% service charge will be credited to the
Foundation's unrestricted general operating
account.

B. A 10% service charge will be levied on all other
unrestricted cash contributions to the Foundation
and be placed in the unrestricted general
operating account.

C. The percentage fee for special projects or grants
will be assessed by the Foundation's Board of
Directors at the time it approves affiliation with
the project. This fee will be based on a sliding
scale of no less than 3% or more than 10% of the
total funds administered by the RSC Foundation.

This policy will be effective as of January 1,
1988.

12/3/87

managel.fee
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RANCHO SANTIAGO COLLEGE FOUNDATION

Rancho Santiago Community College District
17th at Bristo!l Streets
Santa Ana, CA 892706
{714) 667-3198

GUIDELINES FOR ADMINISTERING DISTRICT GRANTS
THROUGH THE RSEC FOUNDATION

The following guidelines have been developed to facilitate the
fiscal administration of district grants and special project
accounts through the Rancho Santiago College Foundation.

1.

The RSCF will only accept grants which have been processed
through the district's Grants Office and accepted by both
the RSCCD Board of Trustees and the RSCF Board of
Directors.

A preliminary notification will be sent to the RSCF by the
Grants Office indicating a "Permission to,Apply" request
has been made to the district's Board of Trustees.

The RSCF will take this l.st of anticipated grants to its
Board of Directors for discussion and tentative approval.

The RSCF will again be notified when the grant reguest has
been approved, and a formal request is made for the
district's Board of Trustees to accept the funds.

The administrative fee charged by the RSCF on all grants,
will be determined and agreed to in advance of board
approval.

Simultaneous with acceptance of funds, an agreement
between the RSCCD and the RSCF will be drawn up by the
Grants Office showing the RSCF as the fiscal agent of the
grant. The agreement will specify the duration of the
grant, the service to be provided, and the administrative
fee which the RSCF will assess for its service.

All special project accounts will be confirmed in writing
noting the agreed upon administrative fee, time frame of
project, restrictions to account, authorized personnel on
the account and all other pertinent and appropriate
information. Copies of confirmation will be sent to
appropriate dean and vice chancellor.

All withdrawals and/or deposits to the account must be
made on appropriate invoice forms, or in a written request
to the Foundation Office by authorized personnel.
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Guidelines for Administering District Grants Page 2 -
through the RSC Foundation '

9, Expense reimbursement requests must be accompanied by
supportive receipts.

The fcllowing information will be kept on file in the
Foundation Office:

1. A copy of the grant contract.

2. A list of allowable and nonallowable expenses
within the grant.

3. A list of person(s) authorized to withdraw funds
from the grant account.

The following Administrative Fee Chart has been developed to
cover the Foundation's service as fiscal agent for grant funds
handled through the Foundation (but not to exeed the maximum
allowed by the funding agent).

ACCOUNT RANGE FEE CHARGE
$ 0 to $ 5,000 10% (or $50 minimum),
$ 5,001 to $10,000 9% ‘
$10,001 to $20,000 8%
$20,001 to $30,000 7%
$30,001 to $40,000 6%
$40,000 And Up 5%

revised 11/2/88

a:glines2.gra
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VII.B.6.~1

AGREEMENT FOR SPECIAL SERVICES

THIS AGREEMENT is made and entered into this day of » 1988,

by and between the RANCHO SANTIAGO FOUNDATION, hereinafter veferred to as the FISCAL
AGENT, and the RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT, hereinafter referred to
as the DISTRICT.

WHEREAS, the DISTRICT is in need of special services in financial and accounting
matters; and

WHEREAS, the FISCAL AGENT is specially trained, organized, and competent to provide
the special services required; and

WHEREAS, such services are needed on a limited basis;
NOW, THEREFORE, the parties hereto agree as follows:

1. SERVICES TO BE PROVIDED BY THE FISCAL AGENT:

2. FISCAL AGENT shall commence providing said services under this
AGREEMENT on , 1988, and shall diligently perform
as required and complete performance by .

3. FISCAL AGENT shall assess a fee of % of the contract amount
of or for services rendered. Payment shall
be made within days after the date of execution of this
agreement.

4, DISTRICT shall prepare and furnish to FISCAL AGENT upon request
information as is reasonably necessary to the performance of
FISCAL AGENT to this agreement.

5. DISTRICT shall be responsible for meeting all conditions of the
contract and completion of said contract within appropriate
contract timelines.
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A" “EEMENT FOR SPECIAL SERVICES
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o
6. FISCAL AGENT agrees to and shall hold harmless and indemnify DISTRICT I -
and their officers. agents, and employees from every claim or demand
and every liability or loss, damage, or expense of any nature whatso-

ever, which may be incurred by reason of:

(a) Liability for damages for death or bodily injury to
person, injury to property, or any other loss, damage
or expense sustained by the consultant or any person,
firm or corporation employed by the FISCAL AGENT upon
or in connection with the services called for in this
AGREEMENT except for liability for damages referred to
above which result from the sole negligence or willful
misconduct of DISTRICT, their officers, employees or
agents. ,

(b) Any injury to or death of persons or damage to property,
sustained by any persons, or corporation, including the
DISTRICT, arising out of or in any way connected with
the services covered by this AGREEMENT, whether said
injury or damage occurs whether on or off DISTRICT'S
property except for liability for damages which result
from the sole negligence or willful misconduct of DISTRICT,
their officers, employees or agents. :

e L LU

7. DISTRICT may at any time for any reason terminate this AGREEMENT upon o
a 10 day written notice and FISCAL AGENT shall be entitled to be
compensated only for services rendered through date of termination.
The notice shall be deemed given when received or no later than three
days after the day of mailing whichever is sooner.

8. This AGREEMENT is not assignable without written consent of the parties
hereto.

9. FISCAL AGENT shall comply with all applicable federal, state, and local
laws, rules, regulations, and ordinances including worker's compensation.

IN WITNESS WHEREOF, the parties hereto have caused this AGREEMENT to be executed.

FISCAL AGENT: RANCHO SANTIAGO DISTRICT: RANCHO SANTIAGO
FOUNDATION COMMUNITY COLLEGE
_ DISTRICT
BY: BY:
- DATE: DATE:

FEDERAL IRS # ‘

#75 243




'(- The Peralta Colieges Foundatlion

POLICY

Contributions, gifts-in-kind, scholarships, etc., shall be channeled
through the Peratta Colleges Foundation for support of the colleges.

Presidents should appoint a single "Point of Contact” or liaison officer
to the Foundation.

The Foundation should be notified two weeks in advance, wherever
possible, of intended gift, donation, bequest, etc.

In-kind gift approval rests with the Executive Director and President of
the Foundation Board.

Acceptance of a gift must follow the "Acceptance Guidelines.”

Solicitation and alioccation of all resources shall be oriented on the
published College Educational Plan.

Requests for Foundation financial support should be initiated only after
all other procurement sources have been exhausted.

Educational programs will receive priority consideration over cultural
events or activities of a social nature.

Thank you letters, calls and contacts should be initiated by the
Foundation in a timely mann2r.

All funds deposited with the Foundation will be administered and
disbursed in accordance with Foundation policy and donor
specifications.

All requests for Foundation support must be approved and monitored
by the College President.

All requests for disbursement of restricted funds must be channeled
through and approved by the College President for submission to the
Foundation, including purchases of equipment/supplies (purchases of
this nature require the requisition/purchase order process). Final
approval rests with the Foundation.
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'f— The Peralta Colleges Foundation

QOBJECTIVES - continyed
rtin iectives for | #£3:

To improve financial support for community activities and programs with special
emphasis on those that foster civic involvement.

o} To establish a community action plan and timetable to include cultural
activities, athletic events, film series, concerts, etc.

o] To optimize use of campus facilities by civic and local groups.

Supporting Objectives for Goal #4:

To enhance the image of Peralta Colieges as the East Bay's foremost community
college district.

{
o Accomplishment of this goal should be the natural by-product of fuifiling
Goals 1, 2 and 3.




BUTTE COLLEGE FOUNDATION
INVESTMENT POLICY

PURPOSE

This statement, adopted by a unanimous vote of the Foundation Board of
Directors on April 23, 1992, is to set forth investment policy for the assets of
the Butte College Foundation, and to assign authorities and responsibilities
within this policy.

STANDARDS OF CONDUCT AND ETEICS

Employees and Directors involved in the investment process shall refrain from
personal business activity that could conflict with proper execution of the
investment program, or which could impair their ability to make impartial
investment decisions.

In the administration of the powers delegated to the committee, members shall
exercise ordinary business care and prudence under the facts and circumstances
prevailing at the time of the action and decision. In doing so they shall
consider long and short term needs of the Foundation and its trusts in carrying
out its purposes, its present and anticipated financial reguirements, its
expected return on investment, price levels and trends, and general economic
conditions.

INVESTMENT OBJECTIVES

The objectives of the Foundation investment program is to obtain the maximum
possible return on assets while assuring adequate protection of investment
assets. 1In trying to meet these objectives it must be recognized that all
investments carry some degree of risk, not only as to be safety of the principal
itself, but also with regard to tF- inflationary erosion which occurs from the
failure to achieve an adequate return on investments.

Vithin the overall investment objectives stated above different types of funds
may have differing objectives. It is the responsibility of the Finance Committee
to develop objectives and state those differences vhere appropriate. For
example, the objectives of the General Fund may be different than the Endowment,
Annuity and Life Income or Plant Fund. Specific objectives for each fund shall
be developed and monitored by the Finance Committee. These objectives should
consider the particular requirements of each fund, including cash flow, donor
expectations, the impact of gains and losses on capital, and other factors which
may be known to the Committee.

page 1
3/92




TYPES OF FUNDS

This investment policy applies to all financial assats of the Butte College .
Foundation. These funds are accounted for in the Foundation’s Annual Report and
include the following seven types of funds:

General Operating Fund

This fund is used to account for those financial transactions that are not
specifically designated. In addition, this fund is used to account for
unrestricted revenue and expenditures for routine general administration and
overhead support of transactions that cannot be charged to other funds. Direct
contributions and the Foundation’s Interest Allocation Policy provide the source
for these funds.

These funds shall be placed in relatively liquid instruments such as
certificate of deposits; checking accounts; savings accounts; U.S. Government
Bills, Notes, and Bonds; and Money Market Funds.

Expendable Restricted Funds

The Expendable Restricted Fund is used to account for transactions of money
restricted by donor or grantor to purposes not accountable in any other fund.
Government contracts and grants; private sector contracts and grants; donor
restricted gifts; and restricted income from endowments for purposes not
identifiable to any other fund provide the source for these funds.

These funds must be kept relatively liquid, with maturity based on fund need.

Enterprise Activity Fund ‘

The Enterprise Activity Fund is maintained to account for the revenues and
expenditures of fully or partially self supporting revenue-producing
commercial-type activities. Donated income producing properties associated with
an enterprise activity are also recorded in this fund.

These funds must be kept relatively liquid, with maturity based on the needs
of the income.

Student Loan and Scholarship Fund

The Student Loan and Scholarship Fund is the trustee of funds to provide
annual scholarships to students selected by criteria established by the donor.
Donations from individuals, businesses, corporations and Foundation Fund raising
events provide the source of these funds.

These scholarship funds shall be invested in a manner consistent with
providing periodic distributions to these students.

page 2
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Endovment Annuity and Life Income Punds

The basic differences among an endowment, an annuity, and a life income are
the intent and use of the ronies. An endowment is established for the general
benefit of a college, its students, or a group affiliated with the college and
(generally) only the income produced by the endowment may be expended.

An Annuity and a Life Income provide periodic payments to individual(s) not
generally affiliated with the college. An Annuity provides for regular payment
of a specified amount which can come from both principal and income. Life Income
provides periodic payments only from income generated. Payments terminate at a
specified time or upon the death of beneficiary(ies).

Private contributions, bequests, and Interest Income provide the source of
these funds.

Monies shall be invested toc meet the needs of the endowment.

Plant Funds

The Plant Fund is maintained to account for land, buildings, and other
physical properties, as well as for money set aside for purchase, construction,
or improvement of these items. Donated income-producing properties with income
use restrictions or properties associated with an enterprise activity are
exceptions. Such items are to be recorded in the Endovment, Annuity, and Life
Income Fund and Enterprise Activity Fund, respectively.

Gifts, contributions, General Operating Fund, and interest provide the source
of income for this fund.

Fund Investment based on need of the project.

Trust and Agency Funds

Moneys held in the Trust and Agency Fund differ from those placed in other
funds because they are generally held in trust by the Foundation or are for
pass-through purposes.

Expendable trusts are established vhen the Foundation accounts as a fiscal
agent for another organization, agency, or person. Title for expendable trusts
rest with another party and will never be transferred to the Foundation.

Non Expendable Trusts are established vhen the Foundation acts as a depository
for another organization, agency, or individual(s).

An Agency Fund acts as an internal clearing account for grants, contributions,
or revenues which must be allocated to more than one fund or when the user fund
is not immediately known.

Funds need to be relatively liquid based on the use and need of the fund.
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FINANCE COMMITTEE

Butte College Foundation has a Pinance Committee consisting of the Butte
College Poundation Treasurer, the Foundation Executive Director and at least 3
members from the Butte College Foundation board. Members of this committee shall
serve vithout compensation and shall meet quarterly to determine general
strategies and monitor results. The Finance Committee shall include in its
deliberations such topics as: portfolio diversification and maturity structure,
potential risks to Butte College Foundation funds, authorized depositories,
brokers and dealers, and the target rate of return on the investment portfolio.

The committee shall establish its own rules of procedure which may include
selecting professional investment management, selecting brokers and agents for

the purpose of conducting securities transactions, selling real estate, or »
performing other professional activities essential to the safeguarding and

managing of those assets under the purview of the Finance Committee. In the

conduct of these affairs, the Finance Committee should feel free to consult the
Board of Directors whenever it is determined appropriate, but it should conduct

the investment affairs of the Foundation with the understanding that the

committee is empowered to act on behalf of the Board of Directors in all matters
concerning investments.

The committee shall perform such other duties as may be assigned to it by this
policy or upon motion of the Foundation Board of Directors.

INSTRUCTIONS TO INVESTMENT MANAGEMENT

Whether the funds are managed by a retained professional or .nternally through‘
the Foundation, instructions should be given with respect to the Committee’s

expectations in the management of that fund and a statement of how the management
vill be measured. That statement should include a comparison of performance to
major indicators such as inflation, the T-Bill rate, minimum acceptable rate of
return, and performance of other comparable funds. In addition, the instructions
should identify the type and quality of acceptable securities.

INTERNAL CONTROLS

The Executive Director shall establish a system of internal controls, which
shall be documented in writing. The internal controls shall be reviewed by the
Finance Committee and with the independent auditor. The controls shall be
designed to prevent losses of public funds arising from fraud, employee error,
misrepresentation by third parties, unanticipated changes in financial markets or
imprudent actions by employees and directors of the Butte College Foundation.

page 4
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PERFORMANCE MEASUREMENT

The Committee should conduct a semi-annual review of the performance of all
the funds under their authority. In doing so the Committee may use & third party
for such performance evaluation or other method which provides information needed
to assess investment performance. The professional firm engaged as broker and
custodian will, as part if its service, submit a semi annual performance reviev
of all accounts under its purviev.

REPORTING

The Executive Director shall submit quarterly to the Finance Committee an
investment report that summarizes recent market conditions, and anticipated »
investment conditions. The report shall summarize the investment strategies )
employed in the most recent quarter, and describe the portfolio in terms of
investment securities, maturities, risk characteristics and other features. The
report shall explain the quarter’s total investment return and compare the return
vith budgetary expectations. The report shall include all transactions during
the past quarter.

Each semi-annual report shall indicate any areas of policy concern and
suggested or planned revision of investment strategies, as wvell as contain a
measurement of performance against other benchmarks.

The Executive Director shall present a comprehensive annual report to the
Foundation Board on the investment program and investment activity. The annual
report shall include separate quarterly comparisons of return and shall suggest
policies and improvements that might be made in the investment program.

All depositories shall report annually to the Finance Committee. This report
shall include a financial statement for the depository.

page 5
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GUIDELINES POR INVESTMENTS

. A minimum rate of return after expenses equal to 1.2 times inflation (as
measured by the consumer price index) over a three year period.

. A minimum rate of return equal to 1.2 times the total return of a .
continuously invested portfolio of 90 day treasury bills over a complete
market cycle (three to five years).

. Under no circumstances should the total return after expenses be less than 5%
compounded annually over a three to five year period.

. In a quarterly review, at no time should the fund show a decline in market
value in excess of 15X from the previously high quarterly appraisal without
cash and equivalents representing at least 50X of the assets at market.

. Fixed income securities should be of an A rating or better.

. With the exception of securities issued by the U.S. Government and its
agencies, no more than 10X of the account shall be invested in any one
security, and no more than 20X in any one industry.

. With the exception of closed-end mutual funds, the Committee shall not
recommend individual stocks for purchase by the Foundation. Decisions to sell
existing stock positions acquired through donaticns may be made by the
Committee.

8. The Foundation may own various parcels of real estate. Some of that property
may be dedicated to use by the Foundation for educational purposes. Other
property may be held by virtue of a gift or other acquisition for the benefit o
of the Foundation. The Finance Committee is charged with periodically
reviewing those assets and making recommendations to the Board of Directors
concerning acquisition or sale.




CITRUS COLLEGE FOUNDATION

Fund Management Service Policy

The Citrus College Foundation, in an effort to serve the Citrus
College campus clubs and organizations in managing funds for

scholarships and other purposes to promote education, established this
Fund Management Service Policy.

GENERAIL POLICES

1.1 Upon the establishment of any fund, a signature card will be kept
on file in the Foundation Office for all accounts.

1.2 A minimum of two and a maximum of three signatories may be
established for a fund. Any one of the signatories may reguest money
from the established fund.

1.3 All requests for money from any specific fund will be made by
completing a Request for Check form in the Foundation Office.

1.4 Check requests must be received by the Foundation Office a
minimum of three working days before checks will be issued.

1.5 The Foundation will invest all funds and will pay interest back
to each fund on the basis of the total investment and the average
balance of fund.

1.6 Each fund will be assessed an annual service fee equal to 1/2 of
1 percent of the fund’s average daily balance. This fee will be
deducted from each fund‘s interest earnings.

1.7 Quarterly reports are available in the Foundation Office which
give information on every Foundation account. Reports are available
by the 20th of the month following the end of a quarter.

1.8 Any requests for transactions for organizations and groups who
have accounts with the Foundation must be made in writing.

FUND RALSING ACTIVITIES ASSOCIATED WITH FOUNDATION ACCOUNTS

2.1 All fund raising activities conducted by organizations whose
funds are held by the Foundation must meet the legal standards for
nonprofit fund-raising events.

2.2 Activities conducted to raise funds held by the Foundation should
have carefully thought-out plans. Such plans should be filed with the
Foundation Office on a Fund-raising Activity Request Form.
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Fund Management Service Policy
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2.3 The Foundation will provide the club or organization for which
the Foundation holds funds with numbered receipt cards. All incoming
funds collected by these groups should be reflected on the receipt
cards and the duplicate copy sent with the funds to the Foundation
Office.

2.4 Donors contributing to these fund-raising events will be thanked
by the organization planning the event.

[P LSS TRV SN IO o roae | g1 Y

2.5 The Foundation’s tax-exempt number will be made available to
donors who request it.

Il

; September 1991
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THE CITRUS COLLEGE FOUNDATION

INVESTMENT POLICY

Approved and Adopted by
the Board of Directors of
the Citrus College Foundation




INTRODUCTION

The Citrus College Foundation, established in 1966 and revitalized in 1982, is a nonprofit organization
dedicated to finding supplemental funding sources for Citrus College. Tha purposse of the Foundation is
three-fold. First, to solicit and raise monsy to award scholarships and loans to students enrolled at Citrus
College. Second, to afford and encourags opportunitiss for the establishment of permanent collections,
art endowments, research and educational projects for the bensfit of Citrus Collegs. And third, to engage
in cooperative afforts with the coilege to enhance the academic and vocational programs offerad at Citrus
Coilege and the services offered to the students and community members the coilege serves.

i. THE CITRUS COLLEGE FOUNDATION INVESTMENT POLICY

STATEMENT OF PURPOSE

The Investment Committee, acting with authorization from the Board of Directors of the Foundation, shall
review and make recomrnendations to the Board for investment of Foundation funds at least quarterly.
All funds of the Foundation and the Citrus College Alumni Association shall be invested in a prudent
mannaer, with special focus on preservation of capital.

li. ADMINISTRATIVE POLICY

GENERAL POLICIES

2.1 The intention of the donor shali be a prime concern of the Foundation. No agreement shall be made
between the Foundation and any agency, person, company or organization on any matter, whether

investments, management, or otherwise, without consideration of the donor's interests or expressed
wishes.

2.2 Prospective donors shall be advised to seek legal counsel in any and all aspects of their proposed
giving, whather by bequest, rusts, agreament contract or otherwise.

2.3 Foundation directors and the Foundation’s authorized personnel shali exercise great caution and avoid
the use of pressure sales tachniques when dealing with prospective donors.

2.4 Allinformation concerning donors and the amounts of their gifts shall be kept strictly confidential by
the Foundatior and its authorized personnel, uniess permission is obtained from the donor to releasa such
information. This does not preciuds normal donor racognition or efforts to solicit donors.

2.5 All gifts-in-kind accepted by the Foundation that will enhance programs at Citrus College will be
transferred to the college in a timaly manner. , 4!

2.6 Funds placed in banks or savings and loan agencies must be fully insured. Investments may be in
either of the following categories: a) banks and savings and loans fully insured by the Federal
Government, and b) stocks., bonds, and portfolios.
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2.7 The Foundation’'s financial accounting system shall be fiaxible and accountable.

2.8 All financial records shall bs kapt in the Office of Davelopment at Citrus Collegs, 1000 W. Foothill
Blvd., Glandora, California 91740-1898.

2.9 The Foundation’s books shall be audited annualily by an independent auditor, normally in conjunction
with the Citrus Community College District’'s annual audit.

Ll

il. GENERAL, LIQUIDITY FUND

~

The purpose of this fund is to meet the short-term cash needs of the Foundation.

4.1 The investment parameters include: Safety, vield, convenience and liquidity with investment of the
funds on a short-termn basis.

V. ENDOWMENT AND ENDOWED SCHOLARSHIP FUNDS

By definition, these are funds for which the donors have stipuiated as a condition of the gift that the
principal is to be maintained inviolate and in perpetuity, for the purposa of producing present and future
income to support the purposel(s) stipulated in the gift. The endowed principal will ba invested in those
assets which have the highast statistical probability of preserving, in real rather than nominal terms, the
corpus, while generating the maximum possibie rate of returmn.

4.1 The investment parameters inciude: investing the funds on a long-term basis (five years or more),
preserving the principal, and accepting minimal market risk.

4.2 Selected investmerit managers will provide quarterly reports on the progress of this fund.

4.3 Investment avenues will be recommended by the Finance Committae and approved by the
Foundation’s Exacutive Board.

4.4 The Finance Committee shall be authorized to move the funds batween stock, bond, and money
market mutual funds within a mutual fund family. Preference shall be given to no load funds. The mutual
fund will be ssiected from a family of funds using historical data on performance of the fund over an
sxtended period of five to ten years. The inance Committee shail be authorized to invest up 1 10 percent
of the sndowment committed to long-term investment in a family of mutual funds.

4.5 The Finance Committee is authorized to invest in mutual funcs at such time the committee membars
deem the investment would be advantagaous for the Citrus College Foundation.

2206
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V. SELECTION OF RETENTION POLICY

in order 10 retain investrnent managemant organizations that have demonstrated superior competance in
exacuting cne or More invastrnant swratagies consisteit with the established policy, the following critena
will be applied in retaining existing firms and selecting new invastrnent managers:

5.1 Demonstrates supsrior performancs in ona or mors of the asset categorias praviousty defined.

§.2 Conducts a sound rasearch program.

5.3 Demonstrates a disciplined, consistent, and maasurable approach to the construction and monitoring
= of portfolios.

5.4 Establishes investment control procedures with operating management information systems to assure
- ragular reviaw of tha portfolio manager’s decisions.

5.5 Functions primarily for the business purpose of investment management and will have sufficient
sxperiance with educational endowment assaets.

5.6 Employs an experienced, highly competent professional staff, recognized as such within the industry.

-iz_,- 5.7 Demonstrates no conflict of interest. .
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0 CITRUS COLLEGE FOUNDATION

Gifts~in-Kind Policy

The Citrus College Foundation, a nonprofit organization which provides
supplemental support to Citrus College, recognizes that in-kind
donations of equipment, furniture, and supplies can greatly enhance
classroom instruction and college programs.

To solidify its policy to accept gifts-in-kind and to give donors an
opportunity to donate items and receive maximum tax benefits from
their donations, the Foundation has established the following policy
regarding in-kind gifts.

1. The Foundation Office must be notified of all potential gifts-in-
kind to be donated to the college.

2. Gifts will be accepted only after it has been determined by the
Citrus College staff that the college can use or benefit from the
donation.

3. Gifts donor valued at more than $500 must be appraised by a

professional appraiser at the donor’s expense, and the appraisal
must accompany the gift.

O 4. No appraisal of the gift shall be made by the college or the
Foundation.
5. Gifts may be given with restrictions for use in specific

programs.

‘ 6. Upon acceptance of the in-kind gift, a Foundation gift-in-kind
-y acceptance form shall be completed by the department accepting

- the donation.

7. Gifts accepted by the Foundation may be sold or disposed of by
the Foundation. Disposal of the gifts shall be made under direct
supervision of the Foundation Office and will be documented.
Proceeds from the gift sales will be retained by the Foundation.
IRS Form 8282, Donee Information Return, shall be filed with the
IRS by the Foundation Office for any donation valued over $500
that is disposed of less than two years after the gift has been

received.
8. Accepted gifts may subsequently be given to the Citrus College
District for use in college programs.
9. 1f the District chooses to sell the item within two years of its
receipt, the District will be responsible for filing the IRS Form
‘ 8282, Donee Information Return.

September 1991




FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT FOUNDATION

INVESTMENT POLICY AND GUIDELINES

REVISED 10/16/89

L INVESTMENT OBJECTIVES

A

B.

C.

To assure safety of principal.

To retain liquidity to meet projected and unexpected cash
needs of the Foundation.

To attain the best available yield while retaining liquidity and
minimizing risk.

These objectives are ranked in order of importance. Howevef, within
the constraints imposed by the objectives of safety of principal and

liquidity, the investment goal is to obtain the highest possible yield.

I INVESTMENT STRATEGY

A.

To apply the investment objectives to all funds, endowment or
otherwise, but

To recognize that optimum maturities for endowment funds

typically will be longer than for "pass through" funds intended
for nearer term expenditure.

To acknowledge that percentages shown in INVESTMENT
INSTRUMENTS. AND DIVERSIFICATION are intended as
guidelines only. Variances from these percentages should not
automatically trigger buy or sell transactions. However,
material variances should be corrected as soon as pr 'dently
possible.

[t DAY TQ DAY MANAGEMENT

A. The Investment Advisory Committee of the Board of Directors is
charged with overall responsibility for the investment program;




such responsibility includes timely review of the program and the
recommendation for change as appropriate.

B. The investment program will be implemented by the District's
Director of Business Services, acting at the overall direction of the
Investment Advisory Committee. The Director of Business Services
will also be responsible for continual compliance with the
Investment Policy as changes are suggested by the Investment
Advisory Committee and adopted by the Board of Oirectors.

C. The Director of Business Services is authorized to sign the
Foundation's Master Repurchase Agreement and other trading
authorization agreements with any institution meeting the
requirements of this policy.

D. All transactions will be handled under a delivery versus payment
system. All instruments other than book entry will be held in.
safekeeping at the Foundation's prime or designated bank.

E. All banks and savings and loans doing business with the
Foundation must:

i. Provide their most current audited financial statement
2. Have deposits of at least $1£0,000,000
3. Have a Moody's Investor Service rating of Af

F. The standard of prudence to be observed in carrying out this
Investment Policy shall be that of the “"prudent person® and shall be
applied in the context of managing an overall portfolio. Anyone
acting in accordance with written procedures and exercising due
diligence shall be relieved of personal responsibility for an
individual security's credit risk or market price changes, provided
that deviations from expectations are reported in a timely fashion,
and appropriate action is taken to deal with adverse developments.

[V, INVESTMENT INSTRUMENTS AND DIVERSIFICATION

A. The Foundation intends to confine its portfolio to the following
instruments:

1. Government Securities
a. U.S. Treasury Biils
b. U.S. Treasury Notes

2




c. U.S. Treasury Bonds
d. U.S. Treasury STRIPS

U.S. Agency instruments
a. Federal Farm Credit Bank (FFC8) Bonds, Discount Notes
b. Federal Home Loan Bank (FHLB) Bonds, Discount Notes
c. Sallie Mae Discount Notes
d. Federal Home Loan Mortgage Corporation (FHLMC)
Mortgage Certificates

. Repurchase Agreements,over night only

. Bank Liabilities
a. Time Certificates of Deposit

. Prime paper, snort term, P1 rating only

. Equities (not to be used, pending formation of an Investment
Committee)

V. MATURITY OF INVESTMENTS

A. Endowment funds

1. The objective is to develop a longevity ladder of direct
obligaiions of the U.S. Government and U.S. Government Agencies the
average maturity of which is 8 years.

B. Working funds

1. The objective for these funds is an average maturity of 3-6
months, emphasizing the use of Certificates of Deposit as limited
below, but mixed with other authorized instruments as the
investment strategy may dictate.

VI, REPURCHASE AGREEMENTS

A. Any firm entering into a repurchase agreement with the
Foundation must provide a signed Master Repurchase Agreement and
its most recent audited financial statement.




B. Repurchase agreements will be used only for over night placement
of funds.

C. The underlying securities of the repurchase agreement must be
U.S. Government securities with maturities of no more than 18
months.

D. The Director of Business Services will review the market value of
the repurchase agreement securities to insure adequate
collateralization.

E. Utilization of a "sweep document" at the Foundation's lead
depository is exempt from D above and is alsoc exempt from the
delivery vs. payment requirement. However, the sweep balance will
be kept as low as possible and not utilized as an investment
instrument.

VII. CERTIFICATES OF DEPOSIT

A. These are non-negotiable instruments with a bank or savings and
loan, representing a contract specifying (1) a fixed rate of interest
to be paid and (2) a fixed date on which the principal may be
withdrawn (maturity date).

B. No CD singly or collectively in any one bank or savings and loan
will exceed the amount guaranteed by either the Federal Deposit
Insurance Corporation or the Federal Savings and Loan Insurance
Corporation, currently $100,000 in each case.

vil, PRIME PAPER

A. These are notes issued by corporations to meet short term cash
needs.

B. The paper must have a Moody's Investor Service rating of P1..

IX. REPORTING REQUIREMENTS

A. At the end of each month, the Director of Business Services will
provide to the Investment Advisory Committee a report of current
investments in full detail, showing issuer or bank, rate, term,
principal and market value as appropriate. In addition he shall be
prepared to discuss investment transactions for the month,
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including names of banks or brokers involved and, on sales, the gain
or loss on each transaction.

X. METHOD OF ACCOUNTING

A. Gains or losses from investment sales will be credited or charged
to investment income at the time of the sale.

B. Interest income will be accrued on a monthly basis.

C. Discounts to par and premium paid on the purchase of government
securities will be amnrtized, straight line, over the term of the
respective security.

5 065
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ABRILI.O LLEGE / CABRILL LLEGE F ATION
SCHOLARSHIP GUIDELINES AND PROCEDURES

Ul

‘ The following guidelines have been developed for persons or organizations wishing 1o
establishing a scholarship for Cabrillo College students:

DONOR AWARD FORM

A Donor Award Form must be completed and returned to the Foundation Office to officially establish a
z named scholarship. This form states the purpose of the scholarship and he manner in which the donor
N wishes the award to be handled. Please note that the more general the statement of qualifications, the
greater the possibility of aiding deserving students.

i

RECIPIENT SELECTION

The Cabrillo College Scholarship Committee will select the recipient or a donor may, at their option, select
the student recipient(s). If a donor wishes to make the selection, they need to provide the College
Scholarship Office with student applications to be completed by student applicants. The application
_ SHOULD include a cover page explaining the scholarship criteria and requirements, the application, and
- a return address for the student applicants to forward their applications. All community application forms
must be pre-approved by the Cabrillo Foundation Office prior to be.ng posted in the College Scholarship
- Office. The Foundation is available to guide individuals and organizations to develop a qualified
application.

‘ The College Scholarship office will notify the recipient(s) selected or the donor may contact the recipient(s)

with notification of their selection. In either case, the College Scholarship Office (479-6200) should be

advised of the recipient(s) selection no later than April 15, and the method of informing the student. The

April 15 deadline grants donors and recipients the opportunity to be recognized at an annual scholarship
awards ceremony.

Should the College Scholarship Committee be designated to select the recipient, the donor will be informed
of the name of the recipient at the Scholarship Awards Ceremony held in May. The address of the student
may be provided upon request from the donor and upon authorization from the student recipient.

DISBURSAL OF FUNDS

i _ The funds for all scholarships should be placed on deposit with the Cabrillo College Foundation prior to a
_ March 1 (in the year of the award). Most scholarships are announced in May with the funds disbursal S
taking place in the fall, after receiving proof of enrollment by the Cabrillo College Scholarship Office. The
actual disbursement of the scholarship check is usually accomplished through established college procedures;
however, if a donor desires to make the presentation at an organizational function, this can be arranged.

SCHOLARSHIP AND AWARDS CEREMONY

A Scholarships and Awards Ceremony, presided over by the President of the college is held in late May.
Donors, student recipients and their parents, and guests are invited to join in the triumphant day.
. Invitations are mailed in early May.

updated 1/92
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DONOR DESIGNATED FUNDS AND SPECIAL PROJECT FUNDS GUIDELINES

DONOR DESIGNATED FUNDS:

Donor Designated Funds are established to assist College Programs, Services or individual
departments. Applications for such Funds are made through the College Chief Instructional Officer.
A statement of purpose and the names of the advisory committee members that will administer
each fund is required as part of the original application. All funds received become a part of the
Endowment Fund and are pooled for investment purpose. The net income received is allocated for
the use of the particular program, service or department.

Advisory Committee: An advisory committee made up of five or more staff and/or community
members is responsible for promoting interest in and administering individual funds. The
committee shall authorize a person to sign requisitions for expenditure of funds. At the request of
the Foundation Board, a representative of the Advisory Committee will attend a Board meeting to
discuss the Committees activities.

Annual Report: The committee is responsible for providing an annual report to the Foundation
Board on or before May Ist. A standardized Annual Report Form is available through the
Foundation Office and includes the activities and disposition of net income earned and/or
accumulated by the fund.

Income /Expenditures: All fund expenditures shall follow the regular college procedures and shall

be presented to the Foundation on Foundation Payment Requisition forms. All funds raised are
separately identified and accounted for by the Chief Financial Officer of the Foundation. All funds
received by the Foundation for a Donor Designated Fund are allocated for endowment, with only .

the net income to be expensed for the specific purpose of the fund.

Each fund shares in the operating expenses of the Foundation according to the ratio of the
Foundation balances at fiscal year end.

SPECIAL PROJECT FUNDS:

Monies from general fund raising activities or donor contributions for current purposes shall be
known as Special Project Funds. Special Project Funds shall have the same Advisory committee,
Annual Report, and Income/Expenditure requirements as the Donor Designated Funds. Special
Project Funds do not receive interest income.

*+*GRANTS APPLICATIONS: All grant applications being submitted to other organizations
and/or foundations that name Cabrillo College Foundation as the recipient must be approved by the
Cabrillo College President prior to being proposed.
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THE CABRILLO COLLEGE FOUNDATION

Donor Designated Funds

College programs, services, or departments may apply to the Foundation through the College
Chief Instructional Officer to establish a Donor-Designated Fund. The application should
include a statement of purpose and the names of the committee which will administer the fund.
Such funds shall become part of the Foundation Endowment and shall be pooled with other funds
for investment purposes. Net income from the fund shall be allocated for the use of the
program, service, or department. Requisitions for fund expenditures shall follow the regular
college procedures.

Each fund shall establish a coinmittee made up of staff and community members (if desired) to .

be responsible for promoting interest in and administering the fund. The committee shall
authorize a person to sign requisitions for expenditure of funds. The Committee shall provide
an annual report to the Foundation Board on or before May 1st concemning its activities and the
disposition of the net income earned and accumulated by the fund. At the Board's request, a
representative of the Committee will attend a meeting of the Board to discuss the Committee’s
activities. All funds raised shall be separately identified and accounted for by the Chief
Financial Officer. Except for the funds designated by donors for special projects, all funds
received by the Foundation for a donor-designated fund will be allocated for endowment, with
only the net income to be used for the specific purposes of the fund.

Each fund will share in the operating expenses of the Foundation according to the ratio of
Foundation balances at fiscal year end.

Special Project Funds

Monies from general fundraising activities or donor contributions for current purposes shall be
known as Special Project funds. If the donor designates a particular use for the contribution,
the President of the College shall name a person to be responsible for ensuring that the funds
are expended in accordance with the donor’s instructions.

Contributions received or monies raised for current operations without designation of purposes
shall be used to meet priority needs of the College. Applications for those funds shall be
reviewed periodically by a Fund Allocation Committee established by the College Chief
Instructional Officer and the President of the Faculty Senate.

A report shall be submitted annually to the Foundation Board on the uses of special project
funds.
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Expenditures of Donor-Designated Funds or Special Project Funds

All expenditures shall be approved by the Vice President, Instruction and shall be in accordance
with the California Education Code provisions governing the use of funds for community college

purposes.

The College Chief Financial Officer shall have the responsibility for ensuring that expenditures
meet Code requirements.

If a requisition for expenditures does not meet Code requirements, exceptions may be authorized
by the Foundation Executive Committee. When requisitions for expenditures are submitted to
the Foundation Executive Committee for authorization, they shall be accompanied by a
recommendation from the Vice President, Instruction or the Fund Allocation Committee and in
the case of donor designated funds shall be accompanied by a written justification approved by
the donor designated fund committtee.

When the Foundation Executive Committee considers whether or not to authorize the
expenditure, it should be guided by the principle that funds should have a clear link with the

improvement or enhancement of instructional activities and should not be used for personal
purposes or advantage.

Revised and approved 9/27/88
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CABRILLO COLLEGE FOUNDATION
INVESTMENT POLICY
(approved 5/25/93)

PURPOSE

The purpose of this Investment Policy Statement is to set forth general operating procedures to
guide the administration of the investment portfolios of Cabrillo College Foundation. The
guidelines set forth in this statement are approved by the Board of Directors. These guidelines
a ¢ to be followed by the Investment Committee or any other Investment Advisors.

INVESTMENT OBJECTIVE

The general investment objective is to obtain a reasonable total rate of return, within reasonable
standards of prudence. The term "total return" is construed to mean a combination of income
in the ordinary sense and net appreciation in the market value of the investments, either realized
or unrealized. The proportions of fixed-income securities, convertible issues, common stocks,
real estate, notes secured by deed of trust or other investments approved from time to time is
governed by the objectives.

It is also the objective of the Investment Committee to keep the level of funding distribution at
a status quo or to increase the allocation of funding annually for the endowed funds. The
Investment Committee and its advisors will review the level of realized capital gains annually
and consider the apportionment of those realized capital gains to meet the objectives of the
Committee. If realized capital gains are allocated, a percentage of those capital gains will be
held in reserve to protect against potential future losses.

RISK GUIDELINES

Since preservation of capital and a reasonable rate of return are of prime importance,
investments are to be so structured so as to minimize the down-side risk relative to expected
return.

In evaluating investment decisions the "Prudent Person Rule” as set forth in Section 16040
Probate Code State of California shall be used as a guide.

The selection and retention of investments shall be exercised with the judgment and care
under the circumstances then prevailing which persons of prudence, discretion and intelligence
exercise in the management of their own affairs, not in regard to speculation but in regard to
the permanent disposition of their funds, considering the probable income as well as the probable
safety of their capital.

Investments selected for total return which may provide future income through the
retention and reinvestment of current earnings by the issuing corporation, even to the extent of
the elimination of current dividends, shall not be viewed as inconsistent with the principles of
the Prudent Person Rule.

In the selection and retention of investments, due consideration should be given to the relative
financial strength of the issuer, its revenues and earning power under diverse economic
conditions, the ability of its management, and the economic demand for the competitive
attractiveness of its products or services.

Any investments not meeting these standards will be considered unacceptable investments.

268

[4




CABRILLO COLLEGE FOUNDATION page 2 INVESTMENT POLICY

RTFOLIO COMPOSITION

Investments shall be determined by such considerations as liquidity requirements, current and
prospective income needs, the circumstances and objectives of the Foundation and the
attractiveness of fixed income securities relative to equities.

In order to provide a rising stream of income and to participate in the growth of the portfolio,
it should hold an appropriate representation in common stocks, preferred stock, issues
convertible into common stocks, other equity investments, and other investments consistent with
the investment objectives. The portfolio composition will be reviewed periodically and at least
annually by the Finance Committee.

The Finance Committee will establish and periodically review the guidelines and annually discuss
and vote on Attachment A and B.

DIVERSIFICATION

Diversification shall be undertaken to broaden opportunity and limit risks. Care should be taken
to avoid excessive diversification or concentration and to develop holdings appropriate in size
to the total value of the portfolio. Every investment should be part of a long term program to
build and maintain a cohesive portfolio conforming to the objectives and responsive to changes
in the investment environment.

No investment shall be made that will result in the market value of that investment, including
other securities of the issuing company already held, representing more than 10% of the total
market value of the portfolio. Exceptions to this policy require the prior approval of the
Foundation's Executive Committee.

Only direct or guaranteed obligations of the U. S. Government or fully insured deposits in banks
or savings and loans are exempt from this guideline.

While diversification is an element of the Prudent Person Rule, original or deposited assets
representing more than 10% need not be reduced or eliminated solely for purposes of
diversification so long as thcy otherwise qualify as an investment.

BROKERAGE

One or more brokers may be designated by the Finance Committee, and are empowered to
operate under the guidelines established by the Finance Committee.They are authorizeq to use
full discretion in the management of a balanced portfolio for the Foundation under the guidelines
established by the Finance Committee.
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CABRILLO COLLEGE FOUNDATION page 3 INVESTMENT POLICY

POLICY ON RECEIVING STQOCK DONATIONS INTO THE ENDOWMENT

Stock donations valued up to $10,000 will be sold. Stock donations over $10,70 are sold at the
discretion of the Foundation President and one member of the Finance Committee sub-
committee. If the decision is made to sell the stock, the donor’s fund will be established at the
net amount and the donor's fund wil! carry the loss or appreciation of the amount between value
at date of gift and sell amount.

If the decision is made to hold the stock as an investment, the donor’s fund will be established

at the value at date of gift. When the stock is sold at a later date, the loss or appreciation will
be allocated to all funds.

MORTGAGE INVESTMENTS

The Finance Committee shall annually appoint a sub-committee that can take action between the
regular monthly meetings of the Finance Committee. This sub-committee shall be comprised
of three members, two of whom can make a decision (the Finance Committee Chair and plus
two additional members of the Investment Committee). The President and the Coordinator of
the Foundation shall serve as ex-officio members of this sub-commuttee.

The authority for this sub-committee shall be limited to action on those items that do not exceed
policy limits and due to time sensitivity cannot wait until the next regular meeting of the Finance
Committee. In the event that action is required on an item exceeding the dollar limitation, the
sub-committee will poll the full membership of the Finance Committee, with a simple majority
constituting approval.

Action undertaken by the sub-committee shall be reported back to the Finance Committee at its
next regular meeting for ratification.

POLICY ON RECEIVING GIFTS OF REAL ESTATE

The Finance Committee will demonstrate "due diligence” in accepting gifts of Real Estate. The
Committee shall use a qualified environmental consultant to provide an environmental site
assessment to disclose any contamination problems. The committee will also consult a lawyer
to interpret any legal ramifications or liabilities resulting from the environmental report.

It is recommended that the denor be asked to provide the assessment report. If the Foundation

is required to pay for the study, the study will be performed to furnish reassurance that "due
diligence" was performed, should problems come to light years later.

D wnd0'comdoc avestpo (Drpy
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CABRILLO COLLEGE FOUNDATION INVESTMENT POLICY

ATTACHMENT A

MORTGAGE INVESTMENT .
(approved 5/25/93)

At such time as a proposed mortgage investment is presented, the Finance Committee will appoint a person
who will be responsible to review all documents relating to said transaction.

Generally any single trust deed will be limited to a maximum of 10% of the mortgage portfolio with the total
mortgage portfolio generally holding aporoximately 40% of the Foundation’s total portfolio.

TERMS OF LOANS:
A) Local properties should be given preference.

N VR

B) Preference to Ist trust deeds on improved property.

i &) Where an agent is designated, the Foundation is one of several holders of the mortgage which is being
= serviced by the agent.

D) Generally short term Real Estate notes not to exceed 5 years
- Preferably interest only at prevailing rate of interest

E) All costs, other than reasonable servicing fees, to be incurred by the borrower.
F) The mortgage/value ratio should not exceed 70% and the 2nd mortgage can not exceed the 1st

mortgage.

In order for the Finance Committee to discuss and vote on Mortgage Investments, the following items must
be presented to the Committee:

1. A description (including zoning), Preliminary Title Report, and location map of the property.
2. A formal appraisal if at all possible. If not, some comparable sales information - this is vital.
3. The proposed terms of the mortgage sale. Include the mortgage/value ratio. In the case of land loans,

this ratio should not exceed 50% including our loan; for Ist and 2nd trust deeds on improved property,
the ratio should not exceed 70% including our loan.

4. Credit information on the proposed Borrower. This is important, as on these "hard money loans” we
can seek recourse in the event of a default.

5. All loans to be secured by a Note and Deed of Trust. Title Company to provide Title Insurance.
6. An agreement that the Foundation will receive immediate notification if reserve funds are expended for
any reason.

Final approval of any mortgage investment must be made by the Finance Committee at a meeting after
members have had an opportunity to review all of the above information.
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CABRILLO COLLEGE FOUNDATION INVESTMENT POLICY

ATTACHMENT B

BROKER PORTFOLIO GUIDELINES
(Approved 5/25/93)

The assigned broker is authorized to use full discretion in management of a balanced portfolio for the
Cabrillo College Foundation. They will initiate the asset allocation at 60% equity and 40% fixed-
income.

While there will be no limitations on the allocation of equity, fixed-income or money market
investments, the assigned broker will maintain an allocation which will be best suited for total return
and capital growth.

A yield target of approximately 6% (or at any time in excess of the inflation rate) will be established
initially in the total portfolio.

Equities will be selected under the discipline initially described at the broker presentation; i.e. the
Dividend Growth methodology.

The fixed-income portfolio will invest only in investment grade instruments with no maturity limitations.
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SiERrRA COLLEGE FOUNDATION

An Inuestment in the Future . . .

DONATION POLICY

The Sierra College Foundation recognizes that individuals
and organizations in the community may wish to contribute
additional materials, supplies, equipment and funds to maintain,
enhance and expand opportunities available to Sierra Cellege.

Acceptance of gifts must follow these guidelines:
1) The donation should be deemed suitable for college use.

Before accepting a gift appropriate college departments
in the College Presidents office will be contacted.

2) Material donations need an estimated value for
Thtormational re:erence, record keeping of Internal
Revenue Service questions. In most cases, the donor
should specify an appropriate value.

3} Acceptance or acknowledgement should not be construed as
an endorsement of a product or business enterprise.
Gifts should not endanger community relationships.

1f accepted, the donor will receive a written acknowledgment
from tne Foundation, specifying the gifts use.

550 High Street, Sulte 6, Auburn, California 05603 + (916) 8B23-3655 * Fax (916) 7810455
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SIERRA COLLEGE FOUNDATION DONATIONS POLICY (continued)

To demonstrate the guidelines, here are some examples:

* An office supply store donates a typewriter valued at $200
by the donor. The amount is entered into the Foundation records,
an acknowledgement is mailed to the donor specifying the amount
and the campus department where the typewriter was sent.

* A campus department accepts a software donation. The
department researches an estimated value of $100 for the
software. The department contacts the Foundation, which issues
an acknowledgement to the donor.

* A Trustee is approached by a donor wanting to construct a
$10,000 memorial cascading wateyv fountain on the campus. Having
approached various departments for the need and usability of a
fountain, the Trustees and College explain the maintenance and
expenditures of fountains, and requests the donor to reconsider a
more appropriate memorial.

* A company upgrading it's office wants to contribute $15,000
worth of lighting and computer equipment. Careful analysis shows
asbestos and hazardous substances in the donation wiring. In
accordance with environmental mandates, the cost to convert the
wiring ranges in the thousands of dollars. The Trustees,
explaining these costs and their fiscal responsibility to the
district, deny the donation citing it not suitable for college
use.

contact the Foundation office regarding questions about material
donations. (550 High Street, Suite 6, Auburn, CA 95603 - 823-
3655.)




SiErRrA CoOLLEGE FoOUNDATION

An lnuestment in the Future . . .

AUTO DONATION POLICY

Donation of a vehicle that has potential resale value by the
Foundation:

a. Accept (any) vehicle only if it is in running condition
and meets applicable vehicle emission and safety
requirements.

Obtain keys and pink slip from the owner.

Acknowledge the donation by the Foundation Board or
Executive Committee.

Store the vehicle in the college maintenance areas.

Label the vehicle "Property of the Sierra College
Foundation."

Include the vehicle(s) with those of the college to be
auctioned (semi-annually).

Checks are made payable to "Sierra College Foundation".

Net proceeds go to the Foundation for General Fund or a
designated account.

Donation of a vehicle to be used by the Auto Tech Department
for educational purposes:

a. Accept the vehicle only after the Auto Tech Dept. gives
approval of the potential gift.

Acknowledge the gift on behalf of the Sierra College
Foundation, following acceptance by Board or Executive
Committee.

Pink slip will be filed in either the Foundation office
or the Business office.

Any permits for dismantling, paper work with the DMV,
insurance and liability questions and issues are the
responsibility of Sierra College upon receipt of said
vehicle, keys, and pink slip.

If vehicle is to be sold, a "Bill of Sale", "Certificate
of non-operation", and pink slip (if available) must be
completed. All licensing costs are to be borne by the
purchaser.

850 High Street, Sulte 8, Auburn, California 95603 ¢ (©16) 823-3655 ¢ Fax (916) 7810455
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CUESTA COLLEGE FOUNDATION

INVESTMENT POLICY GUIDELINES
for
ENDOWMENT AND CASH MANAGEMENT =

N

The purpose of this document is to set forth the basis upon which the Cuesta College Foundation, through
its Investment Committee, shall discharge its responsibilities with respect to the preservation,
maintenance, and enhancement of the Foundation’s assets.

The bylaws of the Foundation established overall responsibility for the investment management of the
Foundation. Those Bylaws provide:

1.

Article 10, Section §:

There shall be an Investment Committee which shall have not more than ten (10)
members, at least five (5) of which shall be either offi ers of or Directors of the Cuesta
College Foundation.

The Investment Committee, without further approval of the Board of Directors, shall be
responsible for the investment and reinvestment of funds and assets of the Cuesta College
Foundation. The Investment Committee shall carry out its responsibilities in accordance
with such investment policies and other policies as the Board of Directors of the Cuesta
College Foundation shall from time-to-time prescribe. (As amended 9/25/86, and 8/6/91)

INVESTMENT OBJECTIVES

The Investment Committee shall seek to achieve the following objectives in the following
order of priority.

A. The preservation of the assets of the Foundation.

B. The generation of current income to support the programs of Cuesta College and donor
objectives.

C. To achieve growth of both principal value and income over time sufficient to preserve or
increase the purchasing power of the assets, thus protecting the assets against inflation.

INVESTMENT PHILOSOPHY

A. The investment objectives call for a disciplined, consistent management philosophy that
accommodates the occurrence of all those events which might be considered reasonable and
probable. The investment objectives call for a philosophy which avoids extreme positions
or opportunistic styles.

B. The Foundation's investment portfolio shall be diversified both as to fixed income and equity
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Cuesta College Foundation 2 v
Investment Policy Guidelines .

holdings. The purpose of diversification is to provide reasonable

assurance that no single investment or class of investments will have a disproportionate or
significant impact on the total portfolio.

C. The purpose of fixed income investments shall be to provide a highly predictable and
dependable source of income, to reduce the variability of the total portfolio market value.

D. The purpose of equity investments shall be to provide current income, growth of income,
and appreciation of principal with the recognition that this requires the assumption of greater
market volatility and risk of loss than in fixed income investments.

E. The integral part of the investment philosophy shall be to maintain flexibility and to invest
relatively more heavily in cash equivalents during periods when their risk/return
characteristics appear more attractive than other investments.

1lI. ASSET ALLOCATION

The assets of the Foundation will be invested so that equity investments will normally constitute
sixty percent (60%) and fixed-income investments forty percent \#0%) of total assets.

Equity investments of the Foundation ay include common stocks, preferred stocks, real estate,

direct ownership of a business or enterprise, and personal property received by the Foundation
by means of gift or bequest (automobiles, jewelry, objets d’art, paintings, etc.).

A. Common Stocks

1. The principal category of equity investments will be common stocks, with primary
emphasis on high quality, investment grade, dividend-paying stocks in corepanies that
are financially sound and that have favorable prospects for earnings growth. Preferred
stocks having the foregoing qualities are also suitable for investment.

2. Stock investments should be diversified in terms of industry, capital size, and country
of origin. It is expected that at jeast ten percent (10%) and not more than twenty
percent (20%) of stock investments should be in companies not within the United States,
that no more than five percent (5%) of the equity portion of the endowment’s assets
should be invested in any onme stock issue, and that investments of more than tweaty
percent (20%) of the portfolio in any one industry sector should be avoided.

3. Stocks which do pot meet the foregoing criteria may be held by the Foundation if
received by the Foundation as a gift or bequest. However, the Foundation will not
normally purchase such stocks. .
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In the event that the Foundation receives by gift or bequest, stocks of sufficient value
such that the portion of the assets of the Foundation represented by equity investments
exceeds the sixty percent (60%) guideline, the Investment Committee may hold such gift
or bequest, without adjustment in the balance of the equity portion of the Foundation’s
assets, until such time as the Investment Committee deems it prudent to sell or
otherwise dispose of the gift or bequest. In the event that the Investment Committee
deems it prudent to hold such gift or bequest for more than one year, without such
adjustments to the assets of the Foundation, the Investment Committee shall report such
determination to the Executive Committee.

In addition to direct ownership of stocks, the' Foundation may invest in stocks by means
of mutual funds.

Real Estate

1. Equity investments may also include equity in real estate investments in professionally
managed, income producing commercial property.

Such investments, however, shall not exceed fifteen percent (15%) of total endowment
assets, and no more than five percent (5%) of total endowment assets shall be
committed for real estate investments in any two-year period in order to achieve
diversification over time.

In the event that the Foundation receives, by gift or devise, real estate of sufficient
value such that the portion of the assets of the Foundation represented by equity
investments exceeds the sixty percent (60%) guideline, or the portion of real estate
assets exceeds fifteen percent (15%) of total endowment assets, the Investment
Committee may hold such gift or bequest, without adjustment in the balance of the
equity portion of the Foundation’s assets or of total endowment assets, until such time
as the Investment Committee deems it prudent to sell or otherwise dispose of the gift
or bequest. In the event that the Investmeat Committee deems it prudent w hold such
gift or bequest for more than one year, without such adjustments to the assets of the
Foundation, the Investment Committee shall report such determination to the Executive
Committee.

Private Equity and Venture Capital

1. Equity investments may also include private equity or venture capital investments.

2. Such investments, however, shall not exceed five percent (5%) of total endowment
assets and must be made through pooled funds offered by professional investment

managers with proven records of superior performance over time.

In the event that the Foundation receives, by gift or bequest, a private equity or venture
capital interest of sufficient value such that the portion of the assets of the Foundation
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D.

represented by equity investments exceeds the sixty percent (60%) guideline, the
Investment Committee may hold such gift or bequest, without adjustment in the balance
of the equity portion of the Foundation’s assets or of total endowment assets, until such
time as the Investment Committee deems it prudent to sell or otherwise dispose of the
gift or bequest. In the event that the Investment Committee deems it prudent to hold
such gift or bequest for more than one year, without such adjustments to the assets of
the Foundation, the Investment Committee shall report such determination to the
Executive Committee.

Personalty

1. The Foundation shall not normally invest in tangible personal property such as
automobiles, commodities, jewelry, objets d’art, paintings, etc.

In the event that the Foundation receives, by gift or bequest, an item or items of
tangible personal property of sufficient value such that the portion of the assets of the
Foundation represented by equity investments exceeds the sixty percent (60%) guideline,
the Investment Committee may hold such gift or bequest, without adjustment in the
balance of the equity portion of the Foundation’s assets or of total endowment assets,
until such time as the Investment Committee deems it prudent to sell or otherwise
dispose of the gift or bequest. In the event that the Investment Committee deems it

prudent to hoid such gift or bequest for more than one year, without such adjustments
to the assets of the Foundation, the Investment Committee shall report such
determination to the Executive Committee.

V. FIXED INCOME INVESTMENTS

A.

Cash and Equivalents

Fixed-income investments may include short-term, money market securities. Such
investments, however, shall be kept at the minimum level which the Investment Committee
considers necessary to meet foreseeable short-term liquidity requirements, ot normally
exceeding five percent (5%) of the total assets of the Foundation. Such investments shall
be made in U.S. Treasury securities, commercial paper rated A-1 or P-1, and money market
securities issued by institutions with proven high-quality credit ratings or by pooled funds
with demonstrably high-quality credit standards and proven recorJs of superior performance
over time.

Bonds
1. It is expected that the largest percentage of fixed-income investments shall be invested

in portfolios of high-quality (primarily A to AAA rated) corporate bonds, U.S.
Treasury securities, or issues of foreign sovereigns.
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2. In the event that the Foundation receives, by gift or bequest, fixed income
investments of sufficient value such that the portion of the assets of the
Foundation represented by fixed income investments exceeds the forty percent (40%)
guideline for fixed income securities, the Investment Committee may hold such gift
or bequest, without adjustrnent in the balance of the fixed income portion of the
Foundation’s assets or of total endowment assets, until such time as the Investment
Committee deems it prudent to sell or otherwise dispose of the gift or bequest. In
the event that the Investment Committee deems it prudent to hold such gift or bequest
for more than one year, without such adjustments to the assets of the Foundation, the
lavestment Committee shall report such determination to the Executive Committee.

VI. BALANCED FUND MANAGERS

It is the policy of the Foundation not to retain the services of “balanced fund” managers, or to
invest in "balanced” mutual funds, inasmuch as such discretionary management of assets tends
to be judgmental with respect to market timing and will tend to render moot the prescribed asset
mix according to these guidelines.

. VIl. RESTRICTED INVESTME
Certain funds are obtained by the Foundation through donations wherein the donor has placed
restrictions on the form of investment to which these amounts may be applied, either directly by
specifying qualifying investment vehicles or indirectly by stipulating a higher-than-normal
spending rate. Such funds will be invested according to the donor’s requirement to the extent
such requirement is a condition of the gift, and will be excluded from the total pool of available
funds subject to the present investment guidelines with respect to asset allocation.

VIII. SHORT-TERM/CASH-MANAGEMENT

A. Responsibility
The Foundation Inver*ment Committee will be responsible for the investment of current (non-
endowment) gifts to \:e Foundation and may delegate management of these short-term cash
investments to Foundation staff.
B. Investment Strategy
Generally, the designated Foundation staff may invest any such current funds in:

1. Certificates of Deposit issued by commercial banks and insured by FDIC or FSLIC.

2. U.S. Treasury Bills or notes with a maturity of less than three years.
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3. Money market funds which assure safety on the basis of high credit standards and a
proven record of superior performance over a period of not less than 10 years.

4.  Other, as specifically approved by the Investment Committee.

Draft Date:0709%92
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PREFACE

Private support for public higher education is a firmly-
established practice which has become a necessary supplement to
public support. Much money and other things of value are
successfully solicited by privat¥e foundations. 1Institutions of
higher education, and especially the students atcending these
institutipns, have been the beneficiaries of donor contributions.
Indeed, the institutions and the students become dependent upon
such contributions to fill "gaps®" caused by inadeqpate public
funding.

Each private foundation exists only to enhance the mission of the
institution with which it is associated*. However, each party
must be legally independent of the other, with separate board of
directors/trustees. There may be, and indeed should be
instituticnal representation of the foundation board, preferably
the president or chancellior of the institution., glthough he/she
should serve as an ex-cfficio, non-voting member.

Foundations must posture themselves in such 4 manner as to protect
the institution, its board, the foundation board, and the donors.
This broad obligation implies certain mcre specific obligations
such as the following:

acceptance of a cods of ethics .

use of generally accepted accounting procedures’

use of acceptable auditing procedures

avoidance of any involvement in political acfiv%kies
]

0000

These obligations can best be met fhrough the adoption of
appropriate policies. This publication is meant toc meet these
neacs.

Dennis E. Mitchem Rea Drennen
President Executive Director

2April 21, 1982

* The institution with which the Maricopa Community Colleges ‘
Foundation is associated is the Maricopa County Community College
District cf Maricopa County, State of Arizona. The Maxicopa
Community Colieges Foundation is a fully qualified 501 (c) (3)
incorporated in the State of arizona for the sole purpose of
supporting this institution.
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POLICY: FIDUCIARY RESPONSIBILITIES OF FOUNDATION

BOARD MEMBERS .

PURPOSE:

To emphasize the fiduciary responsikilities of board
members througn a policy statement.

STATEMENT OF POLICY:

rppropriate orientation shall be given to each person
wno has been selected and who has agreed to be a memder
of the Foundation Board. This orientation shall stress,
among other things, the fiduciary respcnsibilities ol
each board member and cf the total bcard.

1. Each board member shall understand thac the
Foundat-ion 1s a ncn-profit organization organized
under the statutesz of the Stats of Arizona, an
approved as a 501{c) {3} by the United States
Inzernal Revenue Service (IRS!; and that the

undation must ramain legally ind

1szitution.
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Each board member individually and all bcocard merders

co.lectively, shall adhere to al.l apcroprlate laws

regulacicns, and legal opinions which aprly to the
undaticn and its existence.

The board members collectively shall be respcnsikle
0 see that apprcpriate financial management
po.icies and practices are instituted and emplcoyel.
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CODE OF ETHICS:

The Foundation shall have a code of ethics which
incorpcrates applicable and relevan:t State laws.
additionally, the pledge of cooperation and the
acceptance of a "single-purpose" cf both the institution
and the Foundation shall be included.

CONFIDENTIALITY OF FOUNDATION RECORDS AND FILES:
PURPOSE:

The Foundacion enjoys a tax-exempt status under t: e IRS
Section 501 (c¢)(3) and is a private, non-profit
corporation organized under the laws of Arizona. &s
such, it solicits, accepts, administer, and disburses
gif-s in the form of donations, contributions, dgrants,
gifr=-:n-kind, and begueszs. All records pertaining to
such activities must be censiderecd COﬂ‘idential to
cro-ect doncrs and prospective Aonor
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n, records, and files relating to donors
doncrs, and their c¢ifts, shall be
ctly confidential and nct available to
spcnsibilicy for melntaining
*1: of such i1information, records, and files
tre Executive Director of the foundation
may be otherwise specifically directed by the
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POLICY: INTEREST EARNED AND ALLOCATED/COST
RECOVERY

PURPOSE:

To recover all or part of the cost of managing
restricted accounts held by the Foundation.

STATEMENT OF POLICY:

In order to defray operational costs of the Foundation,
a cost may be established by the Finance Committee on an
annual! basis and imposed upon recipients. The Finance
Comrittee may also make exceptions to the cost recovery
polaicy.
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POLICY: FINANCIAL MANAGEMENT

PURPOSE:

To establish policies pertaining tc the financial
mnanagement of the Foundation for the protection of the
Foundation, its board, the institution, and donors.

AUDIT/FINANCIAL:

A financial audit shall be conducted on an annual basis
by an external, qualified accounting firm. Additioneal
financial audits may be instituted by the Finance
Committee as it may deem necessary to uphold the
integrity of the financial afifairs of the Foundation.

PERFORMANCE AUDIT AND INTERNAL CONTROLS:

From time to time, as recommended by the Finance
Committee or the Executive Committee, the Board of
Directcrs shall direct that a performance audit be
conducted by a qualified external agent. Such audit
shall include, bu- not be limited to, an examination of
3 -1 N
1 MY~ COAL\,LO-‘-SI

CAS i MANAGEMENT:

OBJECTIVE - To inves: tempcrarily available cash 1in
shorc-ternr investments to the greatest degree
possitle and tc maximize the return on investments
within pertinent laws and regulations; a.l such
inves:tments and deposits tc be insured or
collaterized.

PURPOSE -

To develcp cash recelp:t prcjections

To control and manage cash receipts

To control cash disbursements

To develop and implement a sound investment of
funds policy to insure the prompt investment of
1dle fpnds for maximum benefit.

INSTITUTIONAL CONTRCL OVER FOUNDATION FUNDS -
The Foundation shall not accept nor hold any funds
whieh are controlled by the institution or any of
its members.

EFFECTIVE ENDOWMENT MANAGEMENT GUIDELINES:

GENFRAL OBJECTIVES - Tc accumulate and manage all

n all
endowment funds in such a manner as tc efficiently
optimize bo:h financ:al ané strategitc values and o

invest all idle funds promptly and prudently.

. Prutoxt provideayemc | . ¥




ITEMS OF CONSIDERATION -

a. COMMITMENT - Foundation Board members, the
Maricopa Community Colleges Board members, and
the senior administration must be strongly
committed to:

© The mission of the Foundation
o The endowment fund of the Foundation
-and-

The efficien: management of endowment funds in
the relation to the institution's objectives.

CASH MANAGEMENT - All funds received shall be
processed immediately and invested wisely, all
such i1nvestment and/or accounts to be insured or
collateral:ized.

RECORDATION - 211 funds received shall cause
appropriate records to be initiated ard
maincained.

FOUNDATION AND/OR INSTITUTIONAL POICIES - There
shall be clear and explicit policies pertaining to
the acguis:tion, the investment, and the managemenc
of the endowed funds. Some of the items to be

included are these.

a. Maricopa Community Colleges mission statemer.t
ané philosophy as it pertains to the endowment
fund.

Investment guidelines

Use of professional investmen:t managers

é. Spending rate policy

EVALUATION AND REPORTING - Evaluation of
performance of the fund (or fund manager) as
measured against the investment policies shall be
on-going. Formal reporting shall be on a semi-
annual basis to the Finance Comm:ttee and at least
annually to the Foundation Board.
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INVESTMENT COMMITTEE/USE OF A PROFESSIONAL
INVESTMENT MANAGER

The chairperson of the Finance Committee shall appoint
an Investmen:t Committee consisting of at least two (2),
but no- more than three (3) of its members to act, as
necessary, in the prudent investment of all available
funds. This Committee shall have a chairperson
appointed by the chairperson of the Finance Committee.
In addition to the supervision of prudent investment of
all available funds, the Investment Committee shall be
responsible for recommending the use or non-use of a
professional investment manager and/or the use or non-
use of an investment consultant.

1. INVESTMENT COMMITTEE RESPONSIBILITIES

a. Fiduciary responsibility is to prudently manage
and conserve the funds of the foundation.

Performance shall be measured as it relates to
~he investmen: of puklic funds. Guidelines for
evaluazion of performance and required
management reports shall be ecstablished by the
Tnvestmen: Committee and shall become part of
any contractual arrangement with an investment
manager and/or investment counselor, il

TE .
ucilized.

Comp.iance with State laws and regulations
promuigazed by the Foundation board 1s absolute.

Responsibility for guiding the investment of
funds lies with the Investment Committee.

Responsibility for daily operational matters
ies with the Executive Director.

Investment results, including securities held,
shall be reported at least seni-annually, to the
Finance Committee.

SECURITIES -

a. Investment up tO one year may be made without
rior approval of the Finance Committee.

Business shall be conducted only with financial
institutions of unguestionable financial
reputation.

Maximum possible liquidity shall be maintained
in accordance with projected needs of the
Foundation.




EXCLUSIONS - Any investment situation not covered
by policy shall be the responsibility of the
Investment Committee which shall have the following
options:

a. Make the decision if time reguires an immedia! .
decision and report the action to the Finance
Committee.

Request a special meeting of the Finance
Committee, present the situation, and make a
recommendation to the Finance Committee for
accion.

REAL PROPERTY POLICIES

1
-

DUE DILIGENCE - Due diligence, including
consideration of possible envircnmental prcblems,
shall be exercised at all time in the process of
accepting gifts of real property. All real property
gifts shall be carefully examinel by & subcommittee
of the Finance Committee.

REAL PROPERTY SUBCOMMITTEE - a property
subcommittee shall be appointed by the chairperson
of the Finance Committee and shall consist of at
least two (2), but no mecre than three (3) members of
the Finance Committee, who shall work with a
designaced staff person. The subctommittes shall
have the delegated authority to act (accept or
reject) offers of real property, but shall report
the particulars and the action(s}! to the Finance
Comm.-tee and to the Executive Director. The
Finance Comuittee and Executive Director shall
repor- informationally to the Foundatiorn Bcard.

PURCHEASING POLICIES

i RIC
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GENERAL - The Foundation shall utilize the existing
institutional procedures for acquisition and
accountability for goods and services.

TRANSFER OF ASSETS TO INSTITUTION - The
Founda-ions shall not acquire any asset for the
institution without prior approval of the
insticutional Governing Board or its designee.
Further, no existing asse- held or controlled by the
Foundation shall be transferred to the institution
without the approval of the institutional Governing
Board. It is axiomatic that there must be

Foundation board approval through policy or specific .

actior..
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PERSONAL SERVICES/CONSULTING AGREEMENTS - The
Foundation may contract for personal/consulting
services as may be properly budgeted or specifically
approved by Board action. All such contracts shall
be in writing and bid, wherever possible.
Tnstitutional procurement policies shall be utilized
(see Appendix, Section 0900). Exceptions may be
authorized by the Executive Committee.

RECORDATION

All funds received shall cause records to be initiated
which contain, but shall not be limited to the following
informacion:

1. Date of receipt

2. Source and amount Or

Type and description ci gifts, with restrictions, if
any

Pertinent donor information

~corda—ion of any official action which might alter
v affect gifts or their usage

rRe-ordation of reports made to donors, Foundation
Board, and others

SECURITIES/AUTHORITY TO ASSIGN

The portfolio oI securities which may be held by ti
Foundatior shal. be regularly monitcred in order ¢
cause action most advancagecus to the value of sai
porcfolio.

Any two (2) of t. - persons holding the position
lis-ed below are authorized and empowered to sell,
assign, or transfer any and all bonds, cercificates
of deposit, stocks, or other securities wnich may be
recistered in the name of the Foundation or which
may now or hereafter be ass:igned to 1it:

President

Immediate Past President
Chairperson of Finance Committee
Executive Director
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POLICY: FUNDS : MANAGEMENT OF FUNDS

The fiduciary responsibility dictates that extreme
cautior shall be exercised in the management of all
funds under the control of the Foundation.

AUTHORITY TO EXPEND FOUNDATION FUNDS -

Only -he Board of Cirectors can authorize the
expend:ture of Foundation funds. The Board must honor
donor wishes and may, with discretionary funds,
authorize expenditures through the adoption of an annua.
budget and through delegation to its committees and to
its executive Director.

1. RESTRICTED FUNDS - Expenditures shall be strictly
in accordance with donor stipulations and
conditions. &any funds accumulated through the
investment of restricted funds, not stipulated by

~e donor, shall be expended in accordance with
oundation Board policy and/or actionmn.

UNRESTRICTED FUNDS - Unres:tricted funds shall be
the basis for funding current expenditures and shall
be made in accordance with an annually adopted
budget. Latizude shall be incorporated into the
annual budget to allow the Executive Director
reasonable discretion in the execution of the
business of the Foundation.

INVESTMENT OF ENDOWMENT FUNDS -

PURPOSE:

h:s investment policy is to provide

-
-
-
-

ne investment funds deemed “permanenc’

permanent endowment funds are defined as those funds
{restricted or unrestricted) the principal of which
cannot be invaded and thus can be committed for extended
macurities (in the case of debt ainstruments or with no
specific repayment framework in the case of egquity cr
real estate transac:zions). Though this policy
contemgiates only :the investment of funds in debt
instruments, noth.ng in this policy should be construed
which would preclude investments in other instruments
which may be, from time to time, approved by the Finance
Committee of the Fcundation. Upon the accumulation cf
$100.0C0 of funds deemed to be permanent endowment 1r
nature, the appropriate staff member shall invest those
funds according to the following guidelines:

9
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NOTE: For purpose of this investment policy, the
maturity of an investment shall be deemed to be
an accumulation of funds.

PERMITTED INVESTMENTS

a. United States Treasury Notes and Bonds

b. Obligations of the Federal National Mortgage
Association, the Federal Farm Credit Bank
System, the Federal Home Loan Bank Board, or the
Student Loan Marketing Association.

MATURITY SCHEDULES

a. Investments shall be made in $100,000
increments.

Funds shall be invested in any permitted
investment (s) which has a maturity date no
longer than seven (7) years from the date of
1Nvestmens.

The goal of the investment policy is to develop
an investment portfolic structured such that in
each year one seventh of the portfolio will
mature. To the extent that the portfolio does
not have funds invested in tha:t proportion,
available moneys in appropriate increments will
be invested in the next succeeding year that
would cause the portfolio to approach the
desirel proportion.

EXAMPLE:
investment Amount

$200,000
200,000
200,000
10C.000
100,000
100,000
10C, 000

SOy U WO

NOTES: The next available funds shall be
invested with a maturity in year 4. If the nex:
available funds resulted from the maturity of
the investments in year 1, $100,000 each would
be invested in years 4 and 5.

10
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AUTHORIZATION OF INVESTMENTS

scaff shall require the approval of either the
chairperson, the vice chairperson or other
designated member of the Finance Committee (to be
named annually by the Finance Committee Chairperson!
prior to the investment of permanent endowment
funds.

COMBINED INVESTMENTS/POOLED FUNDS

Endowment funds may be combined with other types of
funds provided accounting identity is maintained and
provided this policy is strictly follcwed. The
pooling of funds shall be utilized as may be
beneficial to the Foundation.

INVESTMENT OF FUNDS - SHORT TERM
1. DEFINITIONS

SHORT TERM INVESTMENT shall be described, in this
conzext, up to 180 days. It is intended that funds
no- needed for a period longer than 180 days, buc
less than one year, shall be reinvested upon

maturicy.
POLICY STATEMENT

Tdle funds shall be invested to the extent possible,
Short terr investmen: of funds shall be invested tC
maintain the maximum possible liguidity to meet
projected needs. Investments may include
certificates of deposit, U.S. Government Securities,
and instruments from Arizona financial institutions
proviged there 1s insurance coverage through FSLIC
or FDICZ. Investmen:t periods shall be not longer
tr.an one hundred eighty (180) days. Short term
investment of funds may be effected by the Executive
Director of the Foundation or as delegated. Any
funds needed within thirty (30) days shall be kept
in an interest bearing checking account.

LOAN OF FOUNDATION FUNDS

There sha.l be no loaning of foundation funds, either
external to the Foundation or as inter-iund
borrow.ng/lending.

POLITICAL DONATIONS
There shall be no donation of foundation funds fcr

pclicical purpcses.
11




RESTRICTED FUNDS/GENERAL
1. PURPOSE:

To provide for efficient and effective management of
restricted accounts held by the Foundation.

DEFINITION:
4 restricted account is one from which expenditures
are restricted to a purpose or purposes specified by
the donor(s!).
STATEMENT OF POLICY:
SECTION 1
Restricted accounts shall not accrue interest;
excep: where there are specific agreements with

donors to do so.

SECTION 2

all rescricted accounts shall be formally
established and recorded in the Registry of
Trust wnich shall contain donor identification,
restric-ions, recipients, distribution and any

ocher directions related to the awarding cf
funds from the account.

SECTION 3

Restricted accounts which have been inactive for
a period of three (3) years shall revert to the
General Scholarship Fund. A statement o waiver
shall be signed by each donor as part of the
Registry of Trust to authorize transier cf these
funds.

SECTION 4

Awards from restrictec accounts shall be
authorized by the Executive Director in
accordance with the donors' restrictiocns. An
annual report of all cistributions {rom each
accoun- shall be made tc the Executive Committee
prior to the annual meeting.

RESTRICTED FUNDS/ENDOWMENTS
PURPOSE:

To provide for e.ficient and effective estakb.ishment and
managemen: of restricted endowed funds.

12
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DEFINITION:

A restricted endowment is a fund from which expenditures
are limitred to the annual earnings from investment of
principal and whose expenditures are restricted to the
purpose(s) specified by the donor(s).

STATEMERNT OF POLICY:
SECTION 1

Each restricted endowed account shall have a minimum
balance of $5,000, said amount to be reached withir
a three (3) year period from the time of initial
donation.

SECTION 2

I1f, after the three .3) year period has expired, the
account has not reached the minimum level
prescribed, the contributors to the fund shall have
two cptions, (a) award the existing amount over a
designated period, or (b) authorize combining the
fund with another compatible, existing, active fund.

SECTION 3 ,

£l in-erest earned in developing restricted endowed
accounts shall revert to the fund corpus during the
three-vear period. No awards shall be made from the
developing fund during the three-year period, unless
rhe minimum balance of $5,000 is reached prior to
the end of the three-year period.

SCHOLARSEIP FUNDS/ADMINISTRATION

Donations to the Foundation designated for scholarships
shall be administered in accordance with the following
guidelines:

-

1. RESTRICTED SCHBOLARSHIP FUNDS

Donations specifically designated for specified
programs and/or designated for specified students
shall be administered in accordance with the dcnors
scipu.atcion(s) .

UNRESTRICTED SCHOLARSHIP FUNDS
Unres-ricted donations designated for scholarships

shail be made available to all distric: colleges fcr
use -n areas of greatest need.

13
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3. MEMORIAL FUNDS

Funds designated for memorial scholarships which ‘
shall be establiched as “one-time-only* accounts.
any legally allowable restrictions shall be honored.

4. PROCEDURES

211 Foundation scholarships shall be made available
to students in any of the district's cclleges in the
following manner:

a. Each district college shall receive a copy oI a
Foundationr: Scholarship Announcement form
describing the Scholarship eligibility
requirements and deadlines for application.

[ SRR DO AN R T

b. Using established procedures for announcing
available scholarships and receiving scholarship
applications, the district colleges may solicizt
applications and send application fcrms to the
Founda-ion Executive Director for submission to
the Foundation Gift 2llocation Comm.ttee.

|

- c. The selectiorn of the scholarship recipient(s;
shall be made by -he Foundation Gift Allocations
Commictee cor its designated representatives. 0

d. A member of the Foundation Gift Allocations
~ommit-ee or another Foundation Boarc member
sha.l presen:z the scholarship(s) at each
college's Honors and Schelarships ceremonies. A

= Founda-ion staff member or a college staf
member may make the presentation if no
Foundation Bcard member is available.

0409 TRANSFER OF FUNDS
PURPOSE:

This pclicy is restricted to the transfer cf funds from
~he foundation to the institution.

i POLICY:

1. fThere shall be agreement of acceptance on the part
of the institu-ion prior to any transfer of funis
from the Foundatiorn.

There shall be a uniform signatory process utilized
in each instance of a transfer of funds, including
( any donor conditions.

tD

14
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K . There shall be a stipulaticn tc the institution
o “ requiring reporting from the insz:itution to the
< Executive Director of the Foundation; said reports
o to indicate purpose and amounz oI funds used and
adherence to donor stipulations. Reports shall be
reguested at least annually.

Ccnflict of interest situations shall be avoided in
all transfers of funds.

>
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POLICY:

GIFTS

: ’ Non-profit foundations exist based upon gifts.

‘) Foundations must search, accept or deny, invest,
- control,
is imperative that each foundation adopt policies

disburse, and account for gifts. Therefore, it

pertaining to gifts.

0501 ACCEPTANCE OF GIFTS

LY
— -

to

PURPOSE:

To provide for orderly, efficient, and judicious
acceptance of gifts to the Foundation.

STATEMENT OF POLICY:

SECTION 1

The Executive Director of the Foundation may
accept the following types of gifts without the
approval of the Board of Dlirectors:

a. Unrest-ricted cash gif«s

b. Restricted cash gifts if restrictions are
conscnant with the charter purposes cf che
Foundation and with the educational mission
and goals of the Maricopa Commun:ity Colleges

c. Securities which car. be zraded or puklic
exchanges

@. Unencumbered beguests
e. Paid-up insurance policies
SECTION 2

All gifts accepted by the Executive Director
must be reported to the Executive Commnittee tC
the finance Committee, and to the Board of
Directors at the next scheduled meeting of each
of these groups.

SECTION 3

The Executive Director may, at his/her
discretion, remand acceptance of any gift
outlined in Section 1 to the Executive Committee
or the the full Board if he/cshe feels that the
decision requires such parcicipation.

16
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SECTION 4
The following types of gifts may be accepted
only with the approval of the Board of
Directors:

a. Real and perscnal property (encumbered and
unencumbered)

b. Securities which are not traded on publ:c
exchanges

c. Ar:c objects and collections
d. Bequests of an encumbering nature

e, Trust Agreements

th

Unpaid insurance pclicies

g. Any gif: from a guestionable source and/or
with i1deological restrictions Or purposes
which the Executive Director evalua"es as
potentially controversial or inimica. te the
charcer of the Foundation and/or the mission
and goals of the Maricopa County Community
College District {Institution).

SECTICN 5

T™he BEoard of Directors may delegate evaluat:icnh
and accectzance of any gift categories out.:ned
in SECTION 4 (above) to the Finance Comrmittee,
which, in turn, may appoint a sub-committes of
rhe Finance Committee with the specify charge of
evaluazion and acceptance or rejection.

CATEGORIES OF GIFTS/DEFINITIONS
BEQUESTS - gifts made through a donor's will.

CASH - funds received on behalf cf, or for the benei:
0f the institutiorn.

DEFERRED GIFTS - gifts in which the gift is conveyec
at some later date or in such a way tha:t the donor
rece.ves a lifetime income (such as charitable gift
annuities, 1ife incomg, annuities or remainder trusts)
after which the g:f: becomes unencumbered property of
the foundatior.. In some instances, a deferred gift may
aisc be restricted.




FELLOWSHIPS - scholarships or stipends which aid
students in the pursuit of their educational goals.

MEMORIAL GIFTS - gifts, scholarship funds, property,
etc. given in honor of a person or persons.

NON-CASH GIFTS - gifts which include items such as
real property, securities, items Or personal property
(such as works of art, books, antigues), etc.

RESTRICTED GIFTS - gifts for which the purpose of
usage has been stipulated by the donor(s).

UNRESTRICTED GIFTS - gifts for which the donors do not
restrict the use of the principal cr of any interest
earned through investment.

PERMANENT ENDOWMENT - funds given which are
estak_:shed and maintained in perpetuity; income derived
through investment of these funds can be expended.

QUASI-ENDOWMENT - funds set aside by the Foundation
Bocaré much the same as permanent endowment funds
(maincain the principal and expend invested earnings);
designation as quasi-endowment can be changed by
appropriate Foundation Board action to invade part or
all of the principal; funds are considered to be
unrescricted for financial reporting purposes.

RESTRICTED ENDOWMENT - funds for which the donor
specified the use to which the income cr earrings shall
be expended. '

SCHOLARSHIPS - donor or foundation gifts estaklished
rc be awarded co support the educational okjectives cof
selected students.

STUDENT LOAN FUNDS - donor or Foundation gifct
established to be loaned to selected students for the
purpose of supporting their educational objectives.

TERM ENDOWMENT - permanent-type endowment which
includes an expiration date or stated period of time or
occurrence cf a specified event, after which all or part
of the principal may be expended.

UNRESTRICTED ENDOWMENT - funds established and
maintained in perpetuity, for which the earnings
(through inves:tment) may be expended at the discretion
of the Foundia:tion board.

PAruntext providea by eric [




LIQUIDATION OF GIFTS

1. It shall be the general policy of the Foundation
liguidate gifts of land, stock, bonds or other
collateral upon receipt-or-as socn thereafter as
practical unless such gifts are accepted with
rescricticns.

The liquidation of such gifts shall be the
responsibility of the Finance Committee, and the
funds from such sales shall be placed in
unrestricted Foundation funds - unless there are
donor stipulations, which shall then be honored.

Any exceptions to this policy shall be brought
before the entire Foundation Board for approval.

Q
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POLICY. IRS RULES AND REGULATIONS -~ ADHERENCE

The Foundation shall strictly adhere to all IRS rules 0
and regulations which pertain to a non-profit foundation
classified as 501 (c)(3). Generally accepted accounting

and reporting procedures shall be utilized to insure

explicit understanding of all revenues and expenditures.

Due diligence shall be exercised by staff and external
qualified auditors shall be employed on a regular basis.

PREMIUMS/FOUNDATION RESPONSIBILITIES
PURPOCSE:

To state the Foundation board's position regarding the
disclosure of the deductibility of gifts in instances
where premiums or benefits are involved.

DEFINITIONS:

DOMATIVE INTENT - Cour: decisions state that "a gift
is not a gift unless it is moravated by detached and
éisinterested generosity."

PREMIUMS - An incentive of some value offered (given)
£c a donor; the value may be deemed to be token "or it
may be deemel o be oI substantial value."

DISCLOSURE RESPONSIBILITY - This responsibility has 0
beern. piaced upcn each non-profit organization by the IRS
wizh the ult:mate "zhnreat" of loss of tax-free status.

STATEMENT OF POLICY:
SECTION 1
FOUNDATION RESPONSIBILITY/DISCLOSURE:

The Foundation shall exer: reasonakble effort tec
notify donors of the deductibility amount of each
gift. This shall be done through pranted
informatcion which shall indicate the value of any
“premium" involved to alert the donor(s) of the
potenci»l deductibility of the value of the premiunm,
if subsrancial.

SECTION 2

IRS RULES - SUBSTANTIVE VALUE GUIDELINES FOR
IMPLEMENTATIONS OF POLICY:

In Ferruary cf 1990, the IRS issued "safe harbor"
rules for premiums of minimal value. .

&9
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*Donor can safely ignore premiums or benefits if
their value totals less than two (2) percent of the
contribution with a cap of $50.* Total pliedge shall
be considered amount of gift.

Foundation can give "token items" without tax
conseguences provided (1) the donor gives more than

$27.26 and (2) the total cost of premiumi{s) does not
exceed $5.45.

“Value of a benefit is based upon fair market value,
not upon its cost to the non-profit orgarization."

“TRS assumes that a donor used (accepted) an offered
benefit unless the donor specificalliy refuses it."

"Final burden of proof of deductibility of a giftc
falls upon the taxpayer.®
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POLICY: EXCEPTIONS TO POLICIES

If an exception to a policy is deemed advisable and/or
necessary by the Executive Director, and if ic is not
feasible to call a board meeting, the EXecutive
Committee shall have power to authorize the exception.
Any such exception(s) shall be reported to the board at
its pext scheduled meeting. Ratification of such action

shall be reguested.
ANNUAL POLICY REVIEW

Once each year, the policies shall be reviewed and up-
dated by staff. The revised policy manual shall be
submitted to the finance Committee for its consideration
and its recommendation to the board.
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INSTITUTIONAL POLICY - PROCUREMENT OF GOODS AND
SERVICES

PURPOSE:

For consistency, the Foundation shall utilize existing
institutional procurement policies and personnel
wherever possiblie.

INSTITUTIONAL POLICY

8 K 1, Purchaging BAuthority (in part)

aA. Through delegation, the Procurement Officer has
authority to commit funds for the procurement of
goods and services.

Confidentiality on price and terms shall be
maintained by all individuals involved in
specifying, requisitioning, approving, and
purchasing goods and services.

K 2. Definition of Termg

Acquisition: For purposes of this policy, the
rerm "acgquisition® means purchase, rental,
iease, lease/purchase, or lease with option to
purchase, or the contracting of service which
produces revenue for the District f{institution).

Furnicure andé Equipment: &1l izems of movakle
furniture and eguipment which are capita.ized
within the guidelines for budgeting, accouncing,
and reporting for the Arizona community
colleges.

Real Property: All items, fixed 1n nature,
which are capitalized within the guidelines for
budgeting, accounting, ané reporting for the
Arizona community colleges.

8 R 3, Dollar limits and purchaging
reqguirements

%. Determination to use competitive sealed bidding
cr the sealed compe:zitive proposal process shall
be made by the Purchasing Manager for all
purchasing transactions exceeding $10,000.
Procurement of professional services are
included in the category.

Purchasing transactions from $5,000 to $1C,000
require a minimum of three written bids or
guotations.

23
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Purchasing transactions under $5,000 will be
made with as much competition as is practical,
and may include written or verbal guotations
obtained by the Purchasing Department.

Purchasing transactions are not to be
artificially divided or fragmented in order to
meet the lesser requirements of lower dollar
transactions.

Sole source determinations will be approved by
the Purchasing Manager or Supervisor after
review of supporting documentation with the
Buyer.

Prior to acquisition by the Purchasifig
Department purchase of furniture and equipment
costing 42,500 or more per unit must have been
approved by the Governing board during the
previous budget approval process.

1. Exceptions, such as subs:titutions, or
emergency procurement for health ané safe:y,
shall be processed for decision through the
Vice Chancellor for Educational Developmen:t
and Vice Chancellor for Business Services,

Quarterly reports shall be generated ani
provaded to the Board by the Purchasing
Manager and shall l1ist by college all
furniture and eguipment purchases exceei:ing
£2,50C.

All requisitions fcr computaing and
communications equipment and software over
$1,000 shall be reviewed by the Informatiorn
Technology Executive Council (ITEZ) before
purchase by the Purchasing Department.

Maintenance agreements for equipment must be
submitted (by requisitioni and processed f:rst
through the appropriate fiscal authority and
second through the district Purchasing
Department.

4 Real P

Acguisition of land, builidings, site
improvements, and internal systems (mechanicel,
electrical, and electronic) shall be processed
through the district Purchasing Department.

Q
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Construction Contracts

1. Governing Board approva. 1is reqguired for the
award of contracts involving major
construction projects, installation of major
building utility systems, and major site
improvement projects., as prescribed by the
State Board of Community Colleges.

Construction contracts exceeding $1C,000 will
be awarded through sealed competitive bids,
as outlined by the State of Ar:zona
Procurement Code.

A building, structure, addition or alteration
of a district facility may be constructed by

force account employees if the cost does not
exceed $10,00C.

the Governing Board cf the Institution on December

Q
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Operations

Despite the good intentions and planning outlined in Policies and Procedures, the key
to a foundation’s success is in how it operates day-to-day. Here is a checklist of
questions to ask and of little things that make a big difference:

® Is the office customer-oriented?

® Is the phone answered as though every call were a potential donor?

® Are foundation board members kept informed of issues or events which may
effect the college?
Are donations and gifts to the college promptly acknowledged?
Are board members thanked for their efforts in foundation and other college
publications?
Does all foundation stationery and forms carry the foundation IRS tax-
deductible and employer identification numbers?
Are copies of the most recent audit report available to inquiring foundations,
corporations, and major donors?

® Are board members given adequate time to add items to the board agenda?
Are board agendas posted in advance of the meetings for other staff mem-
bers to review?

® Are hard copies of all checks and attached correspondence kept on file?
Does the foundation president review the board meeting agendas and min-
utes before mailing to the entire board?
Are meeting reminders called to board and executive committee members?

A well-operated foundation office needs equipment and access to many services.
However, access should not necessarily imply ownership of the capacity. This is a list
of the minimum equipment needed in a typical foundation office, and services
frequently required:

Equipment

® A good computer and laser-quality printer which can handle envelupes. The
computer must have enough memory to handle the donor software the staff
selects. Suggestion: Choose the software first, then the hardware.

® Computer furniture, if possible

® A desk and ergonomically designed secretarial chair

J.0




At least two, 3-drawer locking file cabinets
Electric 3-hole punch and electric siapler . _
Work surface. You’ll often need to spread out i
A pleasantly decorated office and comfortable side chairs with arms for the

executive director

Services

® Use of a fax machine

Internal mailroom assistance with bulk mail

® Printing (for invitations, etc.) Suggestion: Buy a font package with good-
looking scripts. You can then prepare the camera-ready copy yourself.

¢ Copying, collating, and stapling

U
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PERALTA COLLEGES FOUNDATION
333 tast Eighth Street
Oakland, CA 94606 O

ACCEPTANCE OF GIFTS-IN-KIND

Gift from: Date:

Address: Phone:
City/Zip:

Type of gift:

Description (indicate quantity, model number, serial number, and manufacturer).
If additional space is needed, use a separate sheet and attach it to this form.

Donor value of the gift: o

Gift restrictions, if any:

Deposition of gift:

Given to the District on:

Given to the department:

Accepted by:

Department chair or dean approval:

Approved:

College President Foundation




PERALTA COLLEGES FOUNDATION
333 E. 8th Street
Oakland, CA 94606
APPLICATION FOR ASSISTANCE
NAME : DATE:

ORGANIZATION:

LOCATION: REQUESTED AMOUNT: §

Purpose of request:

Rationale for request:

List sources exhausted in your fund search:

Identify potential donors or funding sources:

Identify funds currently available:

State in detail the liabilities associated with the project and the Foundation,
and how you intend to address them:

Approved for submission by: Dept. Chair

College President District Office Supervisor

FOUNDATION USE ONLY

Approved Denied Date:

Amount approved: §

txecutive Director




IV. GIFT PROCEDURES
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IV, - GIFT PROCEDURES |

GIFT ACCEPTANCE: Gifts which have restrictive terms or conditions or gifts
of either real or personal property, including cash, must be reviewed and
approved prior to acceptance by the College and/or Foundation officials. This
will begin with the Planning and Development Office/Foundation Office and
consultation with appropriate designated officers. Consultation may also be
required with institutional attorneys, senior administrators, and others as
appropriate, depending on the nature of the gift and the terms and conditions, if
any, attached to the gift. Specific processing requirements for gift acceptance are
provided in this Policy. :

HANDLING CASH AND CHECKS: The payee is to be the Foundation.
Promotional literature must specifically indicate this requirement. Checks made
payabie to a department or other unit of the College are the property of the
institution and must be deposited accordingly. All checks payable to the College
or Foundation must be stamped with appropriate restrictive endorsement for
deposit to the College or Foundation. All cash gifts are to be deposited in total
and may not be used for direct payment of any purchases or expenses, prior to
deposit. Funds may be disbursed only by proper authority, after deposit. Cash
gifts are to be delivered to the Planning and Development/Foundation the day
received. The Business Office will deposit the funds as appropriate, after transfer
from the Planning and Development/Foundation Office.

SOLICITATION AND CLEARANCE: Clearance s _required prior to
solicitation. This will eliminate duplicate or competitive solicitations from within
the institution as well as ensure appropriate solicitation levels and purposes.
Individuals seeking solicitation clearance must first consult with the Planning and
Development/Foundation Office to determine the most appropriate solicitation of
the prospect.

ACKNOWLEDGEMENT: A critical component of gift acceptance is
acknowledgement. All gifts must be acknowledged with 2 letter and official
receipt. The Planning and Development Office is the only institutional agency
authorized to provide official gift receipts to donors. The Planning and
Development Office encloses an acknowledgement letter with an official gift
receipt. When a gift is restricted, a copy of this acknowledgement letter is
forwarded to the appropriate individuals concerned and is placed on file. The
Planning and Development/Foundation Office will initiate/recommend additional

12
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letters of acknowledgement/appreciation from College and Foundation officers as
appropriate. Additional letters of appreciation are encouraged to be written by
solicitors and others.

a. All gifts (regardless of size) are acknowledged by letter and receipt within
three days by the Vice President of Planning and Development.

b. Gifts of $100 or more may also be acknowledged with a phone call to the
donor (when possible) by the Vice President of Planning and
Development.

c. Gifts of $1,000 or more are also acknowledged by letter from the College
and Foundation Presidents. This procedure is followed when a gift is
received in the form of any outright gift, pledge, or deferred gift.

REPORTING: All awards and gifts including pledges to the
institution must be reported to the Administration and Foundation Board. This
includes all categories of awards or gifts fror: all sources, whether internal or
external to the institution.

DECLINATION OF GIFTS: Gifts should not be accepted under any of the
following circumstances:

a. The gift is in contravention of applicable Federal or State laws, policy, or
Foundation policy.

b. The gift is otherwise not in the best interests of the College or Foundation
and donor.

c. The gift would obligate the College or Foundation to undertake
obligations, financial or otherwise, which it may not be fully capable of
meeting for the period required by the terms and conditions of the gift.

d. A gift constitutes a request to the College or Foundation to operate a
commercial endeavor for the sole benefit of the donor.

e. A gift presents an unreasonable or unacceptable degree of risk due to
environmental health/safety hazards.

QUESTIONS: Questions by any persons involved in receiving gifts should be
directed to the Planning and Development/Foundation Office.

DEFINITIONS: The following are definitions of gifts:

13
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Bequests are gifts made through a donor’s will.

Cash (U.S., check, credit card) are funds received on behalf of or for the
benefit of the institution.

Deferred Gifts are gifts in which the gift is conveyed at some later date
and/or in such away that the donor receives lifetime charitable gift
annuities, life income, annuities, or remainder trusts.

Discretionary Gifts are gifts in which the recipient (a unit of the College)
has been stipulated, without further stipulation as to how the gift maybe
used. These are not considered as restricted gifts.

Memorial Gifts are made in memory of an individual or individuals.

Non-Cash Gifts and gifts that include items given or donated to the
Foundation such zs real property, businesses,securities, personal property
including works of art, books/similar items, and life insurance.

Restricted Gifts are gifts for which the purpose has been stipulated (e.g.,
equipment purchases, student financial assistance) and other similar

purposes.

Unrestricted Gifts are gifts for which the donor does not specifically
restrict use of the principal or interest derived from the principal or
otherwise suggest or require a specific use of the funds.

Permanent Endowments are fund established and maintained in perpetuity;
monies received are invested and only the income is used.

Quasi-Endowments (funds which are functioning as if they were
endowments) are funds which are established by the Foundation rather
than an external donor or agency and are determined to be retained and
invested rather than expended. As internally designated funds rather than
externally restricted, the Foundation has the prerogative, at any time, to
expend the principal. Quasi-endowments may be established for financial

reporting purposes.
Restricted Endowment Funds are funds in which the donor specifies the

use to which the endowment income will be placed.
Term_Endowments are similar to Permanent Endowment Funds except

that, after the expiration of a stated period of time or occurrence of a
specified event, all or part of the principal may be expended.
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ndowment Funds are funds in which the annual earnings are
used at the discretion of the institution consistent with the wishes of the
donor.

Scholarships are funds that support the education of individual students.

nds are donor-established funds loaned to students and
administered by and repayable to the College.

GIFT CATEGORIES: The following pertains to categories of gifts:

a. Cash: Cash must be deposited in accounts administered by the College or
the Foundation on the same day received.

Non-Cash___Gifts: Non-Cash gifts of real property and
securities must be processed by the Planning and Development Cffice and
coordinated with appropriate College administrative officers. Neither the
College nor Foundation/nor any of its representatives are authorized to
establish valuation of a non-cash gift. Donors are required by the Internai
Revenue Service in most cases to obtain independent appraisals of large
gifts. In any event, the valuation of the gift is the responsibility of the
donor, not of the College or Foundation.

Acceptance: For a gift to the Foundation to be completed there must be
(1) an offer of something of monetary value and (2) acceptance of the gift
by an authorized institutional officer. It is essential that gifts which are
not in the best interest of the College or Foundation not be accepted;
therefore, no gift should be accepted unless appropriate authorization has
been accomplished through the Planning and Development Office.
Acceptance procedure is formalized by the presentation of an official gift
receipt and/or letter. For conveyance of gifts which have restricted terms
or conditions, the conditions must be reviewed and approved prior to
acceptance by appropriate authority through coordination by the
Development/Fund Raising Office.

. The official receipt date assigned to a gift depends on the
nature of the gift and its methed of conveyance through the Planning and
Development Office. The date of the gift is the date it is placed in the
hands of the official College or Foundation representative or the date title
or ownership interests transfer to the name of the College or Foundation.
In order to facilitate this process, letters or notes which accompany gifts
and postmarked envelopes in which the gifts and letters or notes are
mailed will be placed in the donor’s file in the Planning and Development
Office.




Pledges: The conditions of a pledg= must be clearly understood by both
the donor and the institution. The use of the Letter of Intent form
(Appendix F) will facilitate this.

Personal Property: For acceptance of a gift of personal property, the gift
must be reviewed to determine whether there are any costs related to
acceptance of the gift such as repairs, management fees, maintenance
expenses, financing costs, or other related items. This must be
coordinated through the Planning and Development Office with
appropriate College and/or Foundation representatives. Upon transfer of
ownership, appropriate documentation must be provided through the
Planning and Development Office. The institution does not establish
valuation of the gift for the donor, although it is common in the letter of
acceptance to state that such-and-such property has been received the value
of which the donor estimates at so-and-so. Any gifts of personal property
must be reviewed by College and/or Foundation authorities prior to
acceptance to ensure that the College or Foundation is not subjected to
unreasonable risks or liability due to an environmental or health safety
hazard, or other situations.

Negotiable Securities: (a) Stocks, bonds, and other securities of publicly
held companies with established trading markets (major or regional stock
exchanges, over-the-counter, etc.) will be valued as of the day they are
received in the Planning and Development Office. The median between
the opening price and the closing price will be used for securities listed on
stock exchanges. The median price between the closing bid and ask will

be used for over-the-counter securities.

(1)  Values for privately held securities (often based on book value)or
closely held securities (often traded on a limited basis by banks)
will be determined after proper consultation with the donor,
company involved, and, if necessary with legal and accounting
counsel. Gifts of negotiable securities with ready markets
normally will be sold upon receipt (in keeping with customary
practices) except as different timing may be required or requested
by the donor. It should be noted that securities registered in the
name of the donor or held in his account as street name by his
broker need not be re-registered through a transfer agent in the
name of the Foundation in order to effect the sale of securities in
the name of the institution. The donor need only deliver: (1) The
security registered in his name; (2) The signed certificate or
separate stock power; (Note: Only the donor’s name should be
attached. Adding the name of Foundation, etc., could make the

sale and transfer more difficult. Let the broker make the proper
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entries.); (3) A third party release in which the donor, in writing,
authorizes his broker to use the security in naming the institution
as new owner/gift beneficiary. Said security will be sold by the
Foundation's own brokerage account. This is not to be regarded
as a sale by the donor and no capital gains liability is established
for him by the transaction. It is a sale by the Foundation in its
own name of a security which has been given 10 the institution.

Gifts of real estate and other real property
normally will be listed for sale following receipt of legal title
except for special provisions imposed or requested by the donor
and approved by the Foundation.

n . Gifts by will and codicil thereto in favor
of the Foundation should be accompanied by a written statement
filed with the Foundation that such testamentary bequest will not
be revised.

PLANNED GIFTS: The following list of types of planned gifts that may
be solicited by community colleges was written by Don Love, Ph.D.:

a.

b.

Cash is a frequently used asset for all forms of charitable gifts.

ities are gifts of highly appreciated securities
which may be given with substantially reduced after-tax cost.

Real Estate is frequently used to make charitable gifts due to the
rapid escalation in value and capital gain exposure.

n T is used because of the rapid
appreciation of collectibles. Special regulations may apply.

Life Insurance Policies that are no longer needed for family
security are good sources of charitable gifts.

Assignment of Trust Income. Some donors may have limited
capital but can assign an income interest to your institution.

Charitable Gift Annuity. The institution receives corpus of the gift
immediately, the donor receives a fixed income for life. The
donor gives an irrevocable gift of money or property. The assets
of the Foundation or College back this annuity in addition to the
donor’s gift. This annuity is helpful to the smaller donor and is
easier to write.
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Charitable Remainder Annuity Trust. Donor receives a fixed
income from a charitable trust. If the trust earns more than the
amount paid to the donor, the excess is added to the principal of
the trust. If the trust does not earn enough to meet the fixed
payments,the balance needed is taken from the principal.

Charitable Remainder Unitrust. Donor receives variable income
from a charitable trust. At the death of the donor and any
designated beneficiaries, the value of the trust goes to the

institution.

: A lead trust pays income to the
institution, and the trust principal reverts to the donors or passes
to their heirs at the end of a designated period of time.

Pooled Income Fund. Donor receives a life income from an
investment fund composed of donor’s gift pooled with other gifts.
The institution receives the remainder. The foundation or college
must be qualified by the Internal Revenue Code to establish a
pooled income fund. Legal advice is recommended.

Gift of Residence With a Retained Life. The donor transfers title

to the institution or foundation,but reserves the right to use and
enjoy the property for life.

Gift By Will. Donors of modest means, as well as the wealthy,
can make gifts from their estates. by Will. . All of the forms of
trusts and life income gifts can be established by Will. Donors
with family members can make a gift by Will, should the family
members not survive the donor. (1)
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Y. DONOR RECOGNITION
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1. Appropriate recognition of donors accomplishes two
purposes: (1) Deserved credit to the donor or person Or persons
designated by the donor and (2) encouragement by example for others to
give. It is equally important to recognize the desires of the donor to
remain anonymous if that is his/her choice; however, experience shows
that most donors who at first request anonymity, later accept recognition
and exemplary leadership roles if they become involved to the appropriate
degree in the ongoing development activities of the institution. Every gift
no matter how small, nor how long deferred is greatly appreciated, and
will be appropriately acknowledged.

a. Qutright Gifts of Cash or Non-Cash G™s such as real property
and securities or personal property tha: can be converted to cash
immediately upon acceptance and which are available for
expenditure without endowment restrictions will be counted at face
value as of the date of acceptance. Written pledge (Appendix F)
to be paid in equal installments over the next five years following
the date of the pledge will be counted as outright gifts.

b.  Planned/Deferred Gifts

(1)  Charitable Remainder Unitrusts and Charitable Remainder
Annuity Trusts will be counted at the face value of the cash
or securities, as of the date of their acceptance by the
Foundation, contributed by the donor to fund a Unitrust or
an Annuity Trust, provided that there are no more than 2
beneficiaries prior to the remainder interest ultimately
being inured to the Foundation.

(1) Don Love, Ph.D., "Meeting the Challenge: How to Get a Planned Gifts Program Started.”
in "Foundation Development Abstracts, Network of California Community Colleges, James M.
Anderson, Ph.D., Editor. Vol. 1, No. 2, March 1991. (Detailed descriptions of these vehicles
for giving are contained in pamphlets available through the Development/Fund Raising Office.)
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(2)  Pooied Income Fund: Face value of the cash or securities
used to fund the contribution to the Pooled Income Fund
will be counted at face value as of the date accepted by the
Foundation.

Revocable Planned/Deferred Gifts such as Revocable
Remainder Trusts, Bank Account Trusts, or Bequests, will
be counted at the face value of the contribution used to
fund the gift vehicle as of the date of acceptance by the
Foundation provided that a written notification such as a
letter from the donor to the Foundation stating that the gift
stated in the vehicle will not be decreased or eliminated
during the donor(s) lifetime(s). (These are gift vehicles in
which ownership of the assets to fund them is retained by
the donor and many be expended or reduced/increased
during the lifetime of the donor.)

Life Insurance Policies will be counted at the face value of
the policy provided that the Foundation is named as the
owner, and the full premium is either paid as of the date of
acceptance by the Foundation or is pledged (Appendix F)
to be paid in full within five years, and that the Foundation
is named the sole beneficiary.

Donors of Deferred Gifts are encouraged to ensure
consummation of the gift by codicil to their will, specifying
the gift with "agrezment to maintain in force.”

(6) Imm:' A testamentary bequest will be
valued as of the date of agreement to not eliminate or
reduce the bequest.

Recognition of gifts such as the above will be provided on a
cumulative basis as follows:

(New, larger categories should be established
for the capital campaign.)

(1)  Special Recognition: $100,000 or more
(2)  Golden Eagles: $50,000 to $99,999

(3)  Silver Eagles: $10,000 to $49,999

(4)  Summit Club: $1,000 to $9,999

(5)  Builders Club: $500 to $999

(6)  Donors: Up to $499
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VI. POLICY ON INVESTMENT OF FUNDS

OVERALL OBJECTIVE:

The overall objective of the Foundation Investment Policy is to provide
reasonably secure invesiments while achieving the highest rate of return possible.

AUTHORITY AND RESPONSIBILITIES

The Foundation Development, Investment and Finance (Investment) Committee
has authority to make investment decisions and to act upon them in conjunction
with the Vice President of Business Services without further action under the
guidelines of this policy without further approval by the full Board of Directors.
The Foundation Treasurer has authority to administer this policy subject to the
reporting provisions and special circumstances cited in this policy.

The Foundation Investment Committee will have the following responsibilities:

I.

Establish the general guidelines, including asset mix and economic’
assumptions used to direct the selection of investment instruments.

Determine specific security selections within the asset mix and advise staff
of action to be taken.

Review economic assumptions and performance and report periodically to
the full Board (at least annually).

Direct staff to move funds among securities selected, and/or execute
necessary documents to accomplish transfer as conditions warrant.

Determine on a cases by case basis the appropriate
enforcement position and/or other reasonably needed determination to
protect the best interests ind/or reputation of the College, the Foundation,
and/or the Donor.

The staff will have the following responsibilities:

1.

Follow the general investment policy guidelines and specific instructions
of the Committee as to security selection.

Monitor performance and furnish periodic reports to each committee
member.




* Invest incoming funds in accordance with the asset mix guidelines when
the amount of funds accumulated and corresponding minimum investment
requirements are at a reasonable level.

GENERAL INVESTMENT GUIDELINES:

The investment decisions of the investment policy should provide for:

Security of principal

Prudent management

Diversification

Flexibility with regard to term and commitment

Liquidity. In general, investment terms should not exceed the planning
horizon of the Foundation.

To provide for necessary consultants and/or experts if needed to assist in
the prudent managerment of assets.

The Foundation will not invest in the following types of assets: commodities,
options and futures, and real estate; provided, however, donated real estate will
be discussed by the Foundation Investment Committee before any decisions for
acquisition are made.

POLICY ON FUNDS OR GIFTS WITH NO INVESTMENT
RESTRICTIONS .

1.

Non-cash gifts. It is the general policy of the Foundation to liquidate non-
cash gifts of stock, real estate, securities, etc., where there are no
investment restrictions with the proceeds to be managed under the
provisions of this policy. An exception to this policy would be made
where the same security or asset is being held in the Foundation portfolio.
All questionable gifts will be referred to the Committee for discussion as
to acceptance and future disposition before acceptance.

Cash gifts will be administered within the guidelines established by the
Committee as to asset mix and security selections within the mix. All
non-invested cash will be deposited in local financial institutions in
insured, interest-bearing accounts.

POLICY ON FUNDS WITH INVESTMENT RESTRICTIONS:

Gifts or donations received with investment restrictions imposed by the donor will
be managed in compliance with the donor stipulations.
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Gifts or donations received for specific purposes will be accounted for as separate
funds but the cash/proceeds will be invested as if the funds are a part of the
Unrestricted Fund, when liquidity is already available.

Gifts or donations received for the various types of Endowment Funds will be
invested separately and cash/proceeds will be segregated in order to accurately
account for individua! funds principal and earnings.

Some specific examples related to this policy are cutlined below:

POOLED INCOME FUNDS: Will be managed and invested by a trustee (bank).

ENDOWMENT FUNDS: Will be segregated for accounting and investment
purposes. The donation will be invested in accordance with the asset allocation
factors utilized for investing unrestricted funds, in securities chosen by the
Foundation Investment Committee.

SECURITY OF INVESTMENT DOCUMENTS:

Whenever possible, the Foundation staff should minimize risk associated
with safekeeping of investment documents by deposiung such documents
or evidence of initial ownership in a safe and secure location.

LIMITATION ON GIFTS

Gifts with marginal or hard to ascertain value to the Foundation will be referred
to the Foundation Investment Committee prior to acceptance by the Foundation.

Examples may include:

- unusual charitable remainder trusts
- bargain sales

- vacant land

- boats, jewelry, other used property
- other hard-to-evaluate gifts
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VI. POLICY STATEMENT - DISTRIBUTION AND ALLOCATION

A.

OF FUNDS

UNRESTRICTED FUNDS

All unrestricted gifts will be allocated to a fund for determination of the
Foundation Executive Board.

ENDOWMENT FUND

1. All gifts designated for endowment purposes will be allocated to 2
permanent fund known as the Endowment Fund. Income only from this
fund is to be used to meet the needs of the Foundation either for capital
purposes or as designated by the donor.

Unless otherwise designated by the donor, the income from the
Endowment Fund will be transferred to the income account of the
Foundation. This action is automatic and a board vote is not required.

OTHER RESTRICTED GIFTS
All such gifts will be handled in accordance with the donor’s ....cuctions

and distributed pursuant to actions of the Executive Board of the
Foundation.




APPENDICES




APPENDIX A

NATIONAL SOCIETY OF FUND RAISING EXECUTIVES
Code of Ethics and Professional Practices

Preamble

Professional fund raising executives are motivazed by positive forces; by an inner drive 10
improve the society in which they live through the causes they serve.

They seek to inspire others through their own sense of dedication and high purpose.

They are committed to the improvemen: of their own professional knowledge and skills in
order that their performance will better serve others.

They recognize their trusteeship—to assure their employers that needed resources are
rigorously sought, and donors that their purposes in giving are honestly fulfilled.

Such professionals write their own code of ethics every day.

Profassional fund raising executives accept and abide by the following Code of
Ethics and Professional Practices:

Members shall be responsible for conducting activities in accord with accepted professional
standards of accuracy, truth, integrity and good faith.

Members shall encourage institutions they serve: (o conduct their affairs in accordance with

accepted principles of sound business management, fiduciary responsibility, and accounting
procedures; to use donations only for the donors’ intended purposes; and to comply with all
applicable local, state, provincial and fedcral,laws.

Members shall manage all accounts entrusted to them solely for the benefit of the organiza-
tions or institutions being served.

Members shall recommend to the instisutions they serve only those fund raising goals which
they believe can be achieved, based on their professional experience and an investigation and

rational analysis of facts.

Members shall work for a salary, resainer or fee, not a commission. If employed by a fund
raising organization, that organization shall operate in its client/consultant relationship on

the basis of a predetermined fee and not a percentage of funds raised.

Members shall make full disclosure to employers, clients, or, if requested, potential donors,
all relationships which might pose, or appear to pose, possible conflicts of interest.

Members shall hold confidential and leave insact all lists, records and documents acquired in
the service of current or former employers and clients.

A member’s public demeanor shall be such as to bring credit to the fund raising profession.
2
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APPENDIX B

/R RD PLAN

A Donor Profile/Record form (samples attached) will be developed on each
prospective major donor and will be kept current and on file.

These currently update Donor Profile/Record forms will be the basic
information documents from which prospect research, evaluation, cultivation,
solicitation, recording, acknowledgement, and other appropriate actions will
be initiated. (Please 