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WELCOME TO HEARTLAND UNITED WAY
Heartland United Way is a voluntary, non-profit organization, which emphasizes broad citizen involvement and seeks to provide financial, volunteer and professional resources to effectively and efficiently meet human needs in our four county communities.  United Way exists because of the spirit of volunteerism.

Heartland United Way is comprised of four counties – Hall, Hamilton, Howard and Merrick County.   Heartland United Way was established in 1947 as the Grand Island Community Chest.  It was then known as the Grand Island United Way, Inc., GI Area United Way, Inc. and finally in 1993 changed the name to Heartland United Way, Inc. to include the communities in Hall, Hamilton, Howard and Merrick Counties.  
Hundreds of volunteers representing our communities give their time to raise funds for United Way agency programs, to plan to meet changing community needs, and to coordinate collaborative community services that will improve the quality of lives in our community.  The Heartland United Way is focusing our efforts in the areas of Education, Income and Health. You are now part of a team of people working to make our communities stronger and better places to live.

We see a lot of people and a lot of people see us.  How we feel about our work, how we perform our tasks and how we deal with people influence the public's feeling toward United Way.  United Way's job of assisting volunteers, agencies and helping meet human and health needs is important and worthwhile.  We are pleased that you have joined the Heartland United Way team to help build stronger healthier places to live, work and play and to bring out the best in our communities.  
INTRODUCTION

Any organization of people needs certain guiding policies, standards, and principles to operate in an orderly manner.  This manual has been prepared to inform you about our Heartland United Way organization and how it operates.  You will also want to know more about the business principles of our organization and the rights and benefits you are entitled to as a Board member, employee or volunteer of Heartland United Way. 

This Official Policy Manual is intended to be the basic guideline governing the regular activities of United Way Board members, employees and volunteers.  Heartland United Way reserves the right to alter the conditions of this document as necessary and as determined by the needs of the organization.  

These policies, standards, and principles were developed by various committees to insure consistent Board approved practices that allow for some flexibility.  Compliance with the policies contained in this manual is imperative in order to maintain consistency of operation.  Any deviation from these procedures must be approved by the Board.  If you have questions about anything in the manual, please contact the President or the Board Chair immediately for clarification and/or explanation.

It is your responsibility to know and to adhere to the policies, standards and principles set forth in this manual.  No Board member, employee or volunteer shall be penalized or discriminated against in any way for having requested consideration of the application of these policies or for having registered a complaint or grievance in accordance with the procedures outlined in this manual.

It should be remembered that Heartland United Way is a small organization.  Therefore, flexibility, initiative and willingness to be a "team player" are some of the characteristics important to all positions at Heartland United Way.
SECTION I
Mission

To improve lives and create possibilities

Brand Anthem

At Heartland United Way, we fight for the health, education and financial stability for every person in every community.

Education, Income and Health

Heartland United Way works toward goals in education, income and health, which we believe are the building blocks for a good quality of life. We are taking steps to accomplish the following goals in our communities by 2018:
· Education: Improve early grade reading levels and cut the high school drop-out rate in half

· Income: Cut the number of low-income families that are financially unstable in half

· Health: Increase the number of people who are healthy and avoid risky behavior by one-third

Our goals are ambitious, but with the help of community partners like you, we can achieve them.
BOLD GOAL?
ARTICLES OF INCORPORATION
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HEARTLAND UNITED WAY INC

PO BOX 1574

GRAND ISLAND NE 68802-1574

Department of the Treasury

P. O. Box 2508
Cincinnati, OH 45201

Person o Contact:
Ms. Benson #31-07273
Customer Service Representative
Toll Free Telephone Number:
877-829-5500

Federal Identification Number:
47-0469492

Dear Sir or Madam:
This s in response to your request of December 7, 2006, regarding your organization’s
tax-exempt status.

In May 1963 we issued a determination letter that recognized your organization as exempt
from federal income tax. Our records indicate that your organization is currently exempt

under section 501(c)(3) of the Internal Revenue Code.

Our records indicate that your organization is also classified as a public charity under
sections 509(a)(1) and 170(b)(1)(A)(vi) of the Internal Revenue Code.

Our records indicate that contributions to your organization are deductible under section
170 of the Code, and that you are qualified to receive tax deductible bequests, devises,
transfers or gifts under section 2055, 2106 or 2522 of the Internal Revenue Code.

If you have any questions, please call us at the telephone number shown in the heading of
this letter. :

Sincerely,

Janna K. Skufca, Director, TE/GE
Customer Account Services




BY LAWS
ARTICLE I - CORPORATION

Section 1.1  
The name of this Corporation shall be Heartland United Way, Inc.  It is referred to hereafter as "United Way."

Section 1.2
The mission of the Heartland United Way is to improve lives and create possibilities.
ARTICLE II - MEMBERSHIP

Section 2.1
Each person, firm, company, corporation, partnership, association or other donor making a financial contribution to the corporation shall be a member thereof for and during the year in which said contribution is made.
Section 2.2
The annual meeting of the members of the Corporation shall be held in the first quarter of each year at such time and place as the Board of Directors shall determine, for election of the Board of Directors and election of officers, to receive reports and to transact other business presented to it. Special meetings of the membership of the Corporation may be held upon call of the Chair or upon written request to the Chair of ten (10) or more of its members.  Notice of the time and place of each annual and special meeting shall be given by publication in a local newspaper of general circulation at least ten (10) days prior to said meeting.
Section 2.3
 Each member of the corporation present at an annual or special meeting shall be entitled to one vote on matters brought before said meeting.  Each member which is a firm, company, corporation, partnership, association or other group shall have one vote which shall be cast by a duly accredited representative present at each meeting.
Section 2.4
For any annual or special meeting of the membership, twenty-five (25) members of the Corporation shall constitute a quorum.
ARTICLE III - BOARD OF DIRECTORS
Section 3.1
Management and administration of the affairs of the Corporation shall be by a Board of Directors consisting of not less than twenty five (25) and not more than thirty two (32) voting members as determined by the Board of Directors and the President of the Corporation, a non-voting member of the board.  
Board members shall be elected to serve two, 3 year terms. No member may serve more than two consecutive 3 year terms with an optional seventh year, except after an absence from the board of one year. All board members are to be elected by members of the Corporation at the annual meeting each year.  
Partner agencies may submit the names of interested individuals to be considered by the United Way Nominating Committee to serve on the board as a voting member.  
No Board member may be employed by a partner agency.

Section 3.2 
As permitted by statute, a change in the number of directors may be made by an amendment of these bylaws.
Section 3.3   
The Board of Directors shall fill any vacancy for the remainder of the unexpired term of a resigned or deceased member, and such action can be taken at any meeting of the Board of Directors.  A member of the Board of Directors who is absent from three (3) regularly scheduled consecutive meetings, and such absences are unexcused, may be removed from the Board of Directors by a majority vote of the members present during the course of a regularly scheduled meeting.  
Section 3.4
The duties of the Board of Directors shall be:
a) To manage the affairs of the Corporation between meetings of the members thereof.
b) To adopt, and amend from time to time, such bylaws for the government of the Corporation as may be consistent with the Articles of Incorporation and designed to carry out the purposes of the Corporation.
c) To act upon the recommendations of the Executive Committee in appointment of such committees as it may deem expedient to carry out the purposes of the Corporation.
d) To arrange for the raising of funds.


e) To control distribution of funds.

f) To employ such persons as it may deem necessary for the successful prosecution of the purposes of the Corporation.

g) To give a full and complete report of its activities at a meeting of the members at least once a year.

Section 3.5
Liability/Indemnification:
a) Liability:    The Directors will not be personally liable for the debts, liabilities, or other obligation of the Corporation.
b) Indemnification:  The Corporation shall indemnify any board member, officer, or employee against expenses actually and necessarily incurred in connection with the defense of any action, suit, or proceeding in which he/she is made a party by reason of being or having been such board member, officer, or employee except in relation to matters as to which he/she shall be adjudged in such action, suit, or proceeding to be liable for gross negligence or gross misconduct in the performance of a duty.  Such indemnification shall not be exclusive of any other right to which such board member or employee may be entitled under any bylaw, agreement, and board action or otherwise.

Section 3.6
Meetings:

a) The Board of Directors shall meet immediately following the annual meeting or as soon thereafter as may be convenient, for the purpose of organization, approving of committees and transaction of such other business as may come before it.

b) Meetings of the Board of Directors of this Corporation shall be held at least quarterly and additional meetings may be held on the call of the Chairperson or, if he/she is absent or unable or refuses to act, by any officer, or by any five directors.

c) The Chairperson may adjourn a regular meeting of the Board of Directors and go into executive session if necessary.

Section 3.7
At any meeting, regular or special, a majority of the Board of Directors shall constitute a quorum.  During June, July, August, and September an emergency quorum of 33 1/3% of the members may be declared by the Chairperson to enact routine business.  If an issue is challenged by two members present of the board, that issue must come before a normal operating quorum meeting.  In the event emergency board action is needed, the majority of electronic votes cast would ratify the action.  

ARTICLE IV - NOMINATIONS FOR HONORARY MEMBERSHIPS

Section 4.1
Nominations for honorary board membership may be made annually.  Recommendations for nominations for honorary memberships shall be in writing with data supporting the nomination, and shall be submitted to the Nominating Committee by any member of the corporation.  

ARTICLE V- OFFICERS
Section 5.1 
The non-paid officers of the Corporation shall be a Chairperson, one or more Vice Chairs, and a Treasurer who shall be elected at the annual meeting.  No officer shall serve more than two successive terms in the same office except the Treasurer who may serve three successive terms.  Officers of the Corporation shall serve without compensation.

In addition, the Board of Directors shall elect a President (Chief Professional Officer) as a paid officer of the corporation who need not be a member of the Board of Directors.  The President of the Corporation shall be the registered agent.

The President (Chief Professional Officer) shall have the authority to employ and supervise all staff members.

Section 5.2
The Board of Directors may elect and employ an individual to serve as Secretary of the Board of Directors without vote.  Said employee or elected official shall keep the minutes and records of the Corporation and its Board of Directors and of its official committees, and perform such other duties as the Board of Directors may decide.  
Section 5.3
All officers shall be elected for terms of one year and serve until their successors are elected and qualified.

Section 5.4
The duties of the officers shall be as follows:
a) Chairperson (Chief Volunteer Officer):  To preside at all meetings of the Board of Directors and to call special meetings whenever he/she deems it necessary or upon written requests of ten (10) members of the Board of Directors.  The Chairperson will have all powers necessary to perform the duties of the office.  The Chairperson shall be an ex-officio member of all committees.
b) 1st Vice Chairperson: To perform the duties of the Chairperson in the event of his/her absence, resignation, inability to perform his/her duties, or death.  It is the intent that this position shall provide training to enable the 1st Vice Chairperson to become Chairperson in the succeeding year.

c) 2nd Vice Chairperson:  Same as 1st Vice Chairperson if 1st Vice Chair person cannot serve. The 2nd Vice Chairperson shall also perform other duties and functions as needed to carry out the purposes of the Corporation. 

d) Treasurer:  To have charge of the funds of the Corporation for the faithful performance of his/her duties as described by the Board of Directors.  The Treasurer shall serve as the Ethics Officer and chair of Finance Committee.

ARTICLE VI- COMMITTEES

Section 6.1
United Way Committees can be comprised of board members and members of the community at large.  Members from the community at large shall have the same responsibilities as board members on each committee.
Section 6.2
Executive Committee.

a) The Executive Committee shall consist of the officers of the Board of Directors, and such others as appointed by the Chairperson of the Board.  The Executive Committee may act for the Board of Directors in the interim between meetings to the extent permitted by law.

b) The Executive Committee shall have the power to make rules and regulations for the conduct of its business.

c) The Executive Committee shall keep regular minutes of its proceedings and report results of the proceedings at the next meeting of the Board of Directors.
d) A quorum shall be a majority of the Committee's membership.

Section 6.3
Campaign Committee:  The Campaign Committee shall consist of the campaign chairperson who is approved by the Board of Directors and such additional persons as said chairperson should name.
Section 6.4
Community Investment Review Committee: The Community Investment Review Committee shall be appointed by the Chairperson, and shall consist of board members, council members and United Way donors.   Their duties shall be to review partner agency programs and budget requests and present recommendations to the Board of Directors all matters pertaining to allowance, increase or reduction of budgets, including payments to agencies in accordance with budget allowance and all other matters incident thereto. 
Section 6.5
Finance Committee: The Finance Committee shall be appointed by the Chairperson, of which the Treasurer shall be Chair, and its duties shall be to supervise finance activities of the office, review pledges receivable, assist in collecting past due pledges, serve as Ethics Officer, recommend distribution of office administration allocation and any changes in finance policy to the executive committee.
Section 6.6
Nominating Committee: The Nominating Committee shall be comprised of at least three former members of the Board of Directors and three members of the current Executive Committee of the United Way Board including the Chairperson of the Board.  The Nominating Committee shall nominate the same number of names, as there are vacancies of the board, to be elected by the membership at the annual meeting.  Additional nominations may be made from the floor by the membership at the annual meeting.  The Nominating Committee shall also prepare a slate of officers to be presented at the annual meeting for approval.
Section 6.7
Planning Committee: The Planning Committee shall assess on a continuing basis the needs of the community.

Section 6.8
Audit Committee:  The Audit Committee shall include the Treasurer/Ethics Officer and a minimum of two additional members from the Board of Directors to be responsible for the outside and internal audits of all United Way financial transactions, the necessary controls to ensure compliance with the United Way’s financial policies, and compliance with federal and state legal requirements.  Further, the Committee shall recommend to the Board the designation of an independent auditor for the United Way each year, shall meet privately with that auditor at least once each year, shall receive the management letter from that auditor, and shall ensure that the Annual Report is timely prepared and submitted to the Board of Directors.  The Committee may request the designated independent auditor to appear before it to report on the financial condition of the United Way and answer any questions the Committee might have.  The Committee will meet at least twice per year and report to the Board of Directors annually.    
Section 6.9 
Special committees:  The Chairperson may appoint other committees considered necessary to carry out the purposes of the Corporation.
ARTICLE VII- FINANCIAL CONTROLS

Section 7.1
All Checks, or demands for money and notes of this corporation, shall be signed by such officer or officers as the Board of Directors from time to time designate.   
Section 7.2
A trustee, an officer, employee or administrator will be covered under the provisions of an employee dishonesty policy; the amount of which is to be determined by the Board of Directors.
ARTICLE VIII- UW COMMUNITY PARTNERS
Section 8.1
An organization or agency desiring to partner with the Corporation to provide programs and services in the Heartland Area shall submit to the United Way Board of Directors:

(a) Proof of incorporated, not-for-profit and IRS tax exempt agency for at least two years.
(b) A detailed statement of the history, purpose and work of the organization or agency demonstrating successful impact of programs by evaluating and reporting measurable program outcomes.
(c) A detailed statement of its assets and liabilities and its last annual statement of receipts and disbursements in such form as it is required in the UW Community Partner Agreement.
(d) A signed UW Community Partner Agreement agreeing to provide non-duplicative services or programs to fulfill unmet needs in Hall, Hamilton, Howard and/or Merrick Counties.  
(e) The Heartland United Way Articles of Incorporation and Bylaws of the Corporation may be made available to the applicant agency to further inform them of the United Way.

Such application shall be referred to the Board of Directors, which shall after proper investigation, take final action approving or disapproving the application.

Section 8.2  
Each Partner organization or agency sharing in the funds of the Corporation shall submit to the Corporation such information concerning its finances, program and activities in such form as prescribed in the UW Community Partner Agreement or other funding agreement.
Section 8.3 
The United Way and UW Community Partners will respect and preserve the basic premise of the United Way, which is to maintain a single workplace presence; promote community collaboration; address community concerns; and coordinate a community campaign which produces maximum proceeds at minimal costs. The UW Community Partner will agree to limit fundraising events and activities whenever possible to respect the campaign period and efforts of the United Way.  All UW Community Partners provide prior notice to inform the UW and post on community calendar such fundraising activities.  
ARTICLE IX- DESIGNATION OF GIFT OR FUND

Any member of the corporation may designate the UW Community Partner or organization or non-profit organization to which he desires his/her contribution to be credited.  This designation shall be credited to the UW Community Partner separately from their United Way allocation. 

ARTICLE X -CONFLICT OF INTEREST

United Way Board members must refrain from lobbying and must abstain from voting on any issue that directly and individually affects an agency in which they serve as a board member, or where the association creates a conflict of interest.  Conflicts of Interest will be annually declared in writing and publicly abstained from voting which will be reflected in the minutes of meetings 

ARTICLE XI- NONDISCRIMINATION

The Heartland United Way recognizes diversity and inclusion as core values that are critical success factors in achieving United Way’s mission. This is a business imperative that is required for United Way to grow, thrive and advance the common good in our communities. The United Way staff and volunteers ideally reflect all of the many faces, and walks of life, that proudly make up our nation and the world.  Together we genuinely demonstrate the principles of diversity and inclusion which enrich all communities. To value diversity is to respect and appreciate race, religion, skin color, gender, nationality, language differences, sexual orientation, gender identity, physical, mental and developmental abilities, age, socioeconomic status, work and behavioral styles, parental status and the perspectives of each individual shaped by their nation, culture and experiences. To be inclusive is to leverage diversity by bringing together unique individual backgrounds to collectively and more effectively address the issues facing our communities.

It is our aim, therefore, that the Heartland United Way’s system strategies, investments and partners reflect these core values. Diversity and inclusion are at the heart of what it means to live united and advance the common good; to be a diverse and inclusive system is fundamental to achieving our mission and goals in education, income and health.
ARTICLE XII - RULES OF ORDER

Robert's Rules of Order shall be the parliamentary authority for all matters of procedure not specifically covered by the By-Laws or by specific rules of procedure adopted by the Board of Directors.

ARTICLE XIII- AMENDMENTS
These bylaws may be enlarged, amended, or replaced by a majority vote of a quorum of members of the Board of Directors present at any meeting, provided that thirty (30) days prior written notice of such proposed changes shall have been given to members of the Board of Directors. 

SECTION II
CORE VALUES 

The mission of Heartland United Way is to improve lives and create possibilities for people in Hall, Hamilton, Howard and Merrick counties.  This critical role requires that all Heartland United Way Board members, staff, volunteers and representatives who foster such essential public good must assume the responsibility of earning public trust.

Accordingly, Heartland United Way (HUW) plays a unique role both as a leader in the health and human services sector and as a major resource for partner agencies to build trust through all that we do.  This bond of trust extends far beyond legal or regulatory requirements to include our core values, and ethics.  To fulfill this special obligation, five core values provide the foundation on which we base our actions and decisions:

INTEGRITY
We act with integrity that inspires the highest truth.  We therefore:  

· Stand as "one" in the relentless pursuit of instilling and promoting public confidence and trust.

· Maintain the highest standards of excellence and accountability, including prudent use of finances, and fair, accurate and honest disclosures of information.

· Keep our promises.  People trust the United Way.
IMPACT  
We make a positive difference and have a measurable impact of enduring consequence.  We therefore:

· Make a difference in our community and change lives through our efforts.

· Are committed to a United Way that is relevant to its people, its community and the times.

· Assume responsibility as good stewards and are accountable for our work and measurable, sustainable results.

VOLUNTEERISM  
We have impact and are made relevant through the spirit of volunteerism.  We therefore:

· Engage people to LIVE UNITED and to give of their time, advocate
· Believe that the most effective models of service and excellence are created through the leadership of volunteers.

· Encourage volunteer participation.

INCLUSIVENESS 
We are strong only when we are inclusive.  We therefore:

· Aspire to involve every segment of the community in every aspect of our work.

· Act in ways that respect the dignity, uniqueness, and intrinsic worth of every person, the community, the donors, our own Board members, staff, volunteers and representatives.

· Believe in a movement built from the rich diversity and gifts of all people in all systems.

COMMUNITY LEADERSHIP  
We provide leadership for community building to be a catalyst for positive change.  We therefore:

· Are effective educators and facilitators bringing all segments of the community together to promote individual well being and common good.

· Are leaders of a process that multiplies the impact of people's innate desire and capacity to care for one another.

· Help transform visions of compassion and giving into dynamic reality.

CODE OF ETHICS

Heartland United Way (HUW) is committed to the highest ethical standards.  Based on the unique trust placed in HUW to serve the public good, we have a special obligation to act ethically.  The Code of Ethics is based on our mission and guided by our fundamental core values:  Integrity, Impact, Volunteerism, Inclusiveness and Leadership.

The success of the United Way system and our reputation depend upon the ethical conduct of everyone affiliated with our organization.  Board members, volunteers, staff and representatives set an example for each other and for partner agencies, by their pursuit of excellence in high standards of performance, professionalism and ethical conduct.

We are mindful that these core values must be clearly articulated, communicated and continuously reinforced.  In addition, more detailed policies, guidelines, explanations, definitions and examples are often needed to bring these values into actual practice.  While no document can anticipate all of the challenges that may arise, the Code of Ethics values communicate key guidelines and will assist HUW Board members, staff, volunteers and representatives in making good decisions that are ethical and in accordance with applicable legal requirements.

PERSONAL AND PROFESSIONAL INTEGRITY
A personal commitment to integrity in all circumstances benefits each individual, as well as the organization.  We therefore:

· Strive to meet the highest standards of performance, quality, service and achievement in working towards the HUW mission.

· Communicate honestly and openly and avoid misrepresentation.

· Promote a working environment where honesty, open communication and minority opinions are valued.

· Exhibit respect and fairness toward all those with whom we come into contact.

ACCOUNTABILITY
HUW is responsible to its stakeholders, which include partner agencies, donors and others in the community who have placed faith in HUW.  To uphold this trust we:

· Promote good stewardship of HUW resources, including donations, grants and other contributions that are used to pay for community program services, fundraising expenses and operating expenses.

· Refrain from using organizational resources for non-HUW purposes.

· Observe and comply with all laws and regulations affecting HUW as a non-profit entity.

SOLICITATIONS & VOLUNTARY GIVING  
The most responsive contributors are those who have the opportunity to become informed and involved.  We therefore:

· Promote voluntary giving in dealing with donors and vendors.

· Refrain from any use of coercion in fundraising activities, including predicating 

professional advancement on the response to solicitations. 

DIVERSITY & EQUAL OPPORTUNITY  
HUW is an equal opportunity employer and is committed to the principle of diversity.  To value diversity is to respect and appreciate race, religion, skin color, gender, nationality, language differences, sexual orientation, gender identity, physical, mental and developmental abilities, age, socioeconomic status, work and behavioral styles, parental status and the perspectives of each individual shaped by their nation, culture and experiences. To be inclusive is to leverage diversity by bringing together unique individual backgrounds to collectively and more effectively address the issues facing our communities.

We therefore:

· Support affirmative action and equal opportunity programs.

· Refuse to engage in or tolerate in any form of discrimination or harassment.

CONFLICTS OF INTEREST  
To avoid any conflict of interest or the appearance of a conflict of interest which could tarnish the reputation of HUW or undermine the public's trust, HUW Board members, staff, volunteers, and representatives should:

· Avoid any activity or outside interest which conflicts or appears to conflict with the best interest of HUW, including involvement with a current or potential HUW vendor, grantee or competing organization unless disclosed to and deemed to be appropriate by the decision-making body who will take the matter to the Board.

· Ensure that outside employment and other activities do not adversely affect the performance of their HUW duties or the achievement of HUW's mission.

· Ensure that travel, entertainment and related expenses are incurred on a basis consistent with the mission of HUW and not for personal gain or interest.

· Decline any gift, gratuity or favor in the performance of HUW duties except for promotional items of nominal value. Declines the offer of any food, transportation, lodging or entertainment unless directly related to HUW business.  
· Refrain from influencing the selection of staff, consultants or vendors who are relatives or personal friends or affiliated with or employed by a person with whom they have a relationship that might give the appearance of partiality.  

· Prohibit loans to non-profit executives and volunteers.

HUW VOLUNTEERS  

· Should not knowingly take any action or make any statement intended to influence the conduct of HUW in such a way as to confer any financial benefit on themselves, their immediate family members or any organization in which they or their immediate family members have a significant interest as stakeholders, directors or officers.

· Should disclose all known conflicts or potential conflicts of interest in any matter to the President, Ethics Officer or Board Chair who will take the matter to the Executive Committee or Board.  Board members will make their disclosure to the Board, or to the chair of any committee upon which they serve.  
CONFIDENTIALITY & PRIVACY  
Confidentiality is a hallmark of professionalism.  Therefore, we should:

· Ensure that any information which is confidential, privileged or non-public is not disclosed inappropriately. 
· Respect the privacy rights of all individuals in the performance of their HUW duties.

POLITICAL CONTRIBUTIONS 

HUW encourages individual participation in civic affairs.  However, as a charitable organization, HUW may not make contributions to any candidate for public office or political committee and may not intervene in any political campaign on behalf of or in opposition to any candidate for public office.  We therefore:

· Refrain from making any contributions to any candidate for public office or political committee on behalf of HUW.

· Refrain from making any contributions to any candidate for public office or political committee in a manner that may create the appearance that the contribution is on behalf of HUW.  

· Refrain from using any HUW organizational financial resources, facilities or personnel to endorse or oppose a candidate for public office.

· Clearly communicate that we are not acting on behalf of the HUW organization.  If we are identified as an official of HUW while engaging in political activities, we are doing so as an individual.

· Refrain from engaging in political activities in a manner that may create the appearance that such activity is by or on behalf of HUW.

GUIDANCE & DISCLOSURE  
Board members, staff, volunteers and representatives are encouraged to seek guidance from the Executive Committee concerning the interpretation or application of this Code of Ethics.  Any known or possible breaches of the Code of Ethics should be disclosed to the Ethics Officer.  Reports of possible breaches will be handled in the following manner:

· All reports of possible breaches will be treated in confidence to the extent that the organization's duty to investigate and the law will allow.  If confidentiality cannot be maintained, the individual disclosing the possible breach will be notified.

· All reported breaches will be investigated and, if needed, appropriate action taken based upon the policies of the organization.

· Retaliation against a person who suspects, and in good faith, reports a breach will itself be treated as a separate breach of the Code.

· HUW affirms prompt and fair resolution of all reported breaches.

CODE OF ETHICS EXAMPLES

These examples are provided to illustrate how provisions of the Code of Ethics may be applied under certain circumstances.  The outcome of any particular situation depends on the facts presented and the language of the Code of Ethics.

HARASSMENT

Situation:  Dan is continually teased by his younger co-workers for being an "old geezer" who is out of touch and unable to keep up with the pace of the office.
Solution:  This could be considered harassment and is, at least, contrary to maintaining a positive work environment.  Joe should tell his co-workers that their behavior is unwelcome and ask them to stop.  If it continues, he should bring it to the attention of the President.
CONFLICT OF INTEREST

Situation:  A firm that your father owns is interested in bidding on a contract to supply goods to HUW.

Solution:  You must notify the President.  It is important to avoid even the appearance of conflict of interest or favoritism, especially in situations that could appear to benefit you or your family.  However, as long as you do not participate in, are removed from the decision making process, and have no influence in the awarding of the contract, he will likely be allowed to submit a bid.

Situation:  While at a conference you bump into a representative from a hotel who learns you are planning HUW's next conference.  He invites you to dinner and then offers you tickets for you and your spouse to attend the theater.  
Solution:  This could be considered a conflict of interest.  You should decline any gift or entertainment that exceeds a nominal value.  Similarly, you should not offer any entertainment or gift to a potential donor or supplier that could be interpreted as attempting to influence their decision regarding HUW.
SOLICITATION

Situation:  Your daughter is in the school band and at your previous job you sold gift wrapping paper for her to your colleagues at work.  Can you do that here at HUW?

Solution:  Solicitations are permitted at HUW provided prior approval is obtained from the President.  However, solicitations should be done in such a manner to avoid coercion, whether real or implied, and also to avoid conducting personal business during working time.  You should not directly solicit members of the staff over whom you exercise supervisory authority.  However, you may solicit in a manner which is non-personal such as posting your request on a bulletin board.

NEPOTISM & FAVORITISM










Situation:  Your sister-in-law is graduating at the top of her class from college this spring.  You think she would be a great asset to your department at HUW.
Solution:  Favoritism based on family or close personal relationships are unfair to other employees.  The appearance that this is favoritism is understandable, even when such situations are harmless.  To avoid such an appearance, HUW employees may not supervise or exercise management authority, directly or indirectly, over staff with whom they have a relationship that may adversely affect impartiality.  While it may seem like a mutually beneficial situation to bring your sister-in-law into your department, this may create an awkward or unfair situation for co-workers or other potential employees.
CONFIDENTIALITY

Situation:  A reporter from a local newspaper calls you and asks you for your comments concerning HUW's new fundraising strategy towards its largest donors.
Solution:  Although you may want to be helpful, it is important that you do not give out potentially proprietary or confidential information.  For your protection and that of the organization, it is necessary that you refer the call to the President.
POLITICAL CONTRIBUTIONS

Situation:  I serve on the HUW Board.  I would like to make a personal donation to my Congressman.  Is this something I can do under HUW's political contribution policy?
Solution:  HUW, as a charitable corporation, cannot legally make political contributions.  There is no legal restriction on our volunteer, staff or other representatives.  However, in making contributions in an individual capacity, volunteers, staff and representatives should refrain from actions or representations which may imply or create the appearance that the contribution is on behalf of HUW, such as using of HUW stationary, name or logo.
SECTION III - GENERAL ORGANIZATION POLICIES
HUMAN RELATIONS 

At Heartland United Way, we recognize the importance of our Board members, employees and volunteers.  We know that our greatest assets are our people.  With this philosophy in mind, we believe in the following human relation’s policy to guarantee fair treatment of all:

· Treating each Board member, staff, volunteer and representative as an individual.  Your rights are respected with courtesy, dignity and consideration.

· The value of cooperative, well trained, efficient and loyal people working together for the benefit of each other, our agencies and HUW.
· Providing fair wages, the fullest possible employment and good working conditions.

· Frank and open discussion of any problems and/or misunderstandings.

· Promotions and/or raises based on merit and ability.

DIVERSITY & NON-DISCRIMINATION tc \l2 "OUR POSITION ON AFFIRMATIVE ACTION



To value diversity is to respect and appreciate race, religion, skin color, gender, nationality, language differences, sexual orientation, gender identity, physical, mental and developmental abilities, age, socioeconomic status, work and behavioral styles, parental status and the perspectives of each individual shaped by their nation, culture and experiences. To be inclusive is to leverage diversity by bringing together unique individual backgrounds to collectively and more effectively address the issues facing our communities.

There is neither exclusion nor discrimination with regard to hiring, assignment, promotion or other conditions of Board member selection or staff employment.  HUW will cooperate fully with the applicable regulations of the Civil Rights Act of 1964 to achieve equal employment opportunity for all persons in filling staff positions.  We identify ourselves as an equal employment opportunity employer in recruitment advertisements.  

The Heartland United Way recognizes diversity exists and will strive to involve every segment of the Heartland Area in our work.  The HUW will advocate and promote diversity among its board, staff, agencies, volunteers, programs and donors.  We will build on the diversity of people in our communities and value their ideas and perspectives. 
The Heartland United Way will embrace diversity and make it an integral part of our organization.  HUW will maintain an organizational environment that enables all people to perform to their potential by actively valuing different backgrounds and perspectives, fostering teamwork and collaboration among members of the communities in the Heartland Area, and maximizing contributions to the HUW by using the skills, talents and resources of all members of our communities.  
HARASSMENT

It is a fundamental commitment of HUW to treat our Board members, staff, volunteers and representatives with respect and dignity and provide an environment free of intimidation and harassment.  All such individuals have a right to work in an environment free from all forms of discrimination and conduct which can be considered harassing, coercive, hostile or disruptive.  Consistent with HUW's respect for the rights and dignity of each individual, harassment of any kind will neither be sanctioned nor tolerated.  HUW will not tolerate any action or statement which threatens the safety or security of our Board members, staff, volunteers or representatives.    

The President and the Board are responsible for assuring that no Board member, staff, volunteer or representative is subjected to conduct that constitutes any form of harassment.  Any individuals found to have engaged in such harassment will be disciplined appropriately, up to and including discharge.  
Any staff member who has a harassment complaint must bring the problem to the attention of the President and provide a written statement detailing the harassment complaint.    All complaints will be handled promptly and reasonable measures to protect the privacy of both the charging party and the person accused will be taken.  The organization will retain confidential documentation of all allegations and investigations and will take appropriate action, including disciplinary measures when justified, to remedy violations of this policy.

CONFLICTS OF INTEREST        
No Board or staff member’s immediate family member will be considered for employment by HUW, except for occasional part-time employment.  Such employment may create either an actual conflict of interest or the appearance of the same. 

Key United Way personnel, both volunteer and staff, must be independent of United Way agencies, both in fact and in appearance.  United Way personnel will not be perceived as independent if they have relationships that are viewed as likely to influence their impartiality with respect to an agency receiving United Way funds.  

Any United Way officer, employee, or volunteer who is serving on the Community Investment Committee should not review funding requests for any United Way Agency for which they may also serve as a Board Member or Officer and would refrain from lobbying for that agency.  They shall also abstain from voting privileges in all similar situations.

No United Way volunteer shall derive any personal profit or gain, directly or indirectly, by reason of his or her membership on the Board of Directors or committee and shall refrain from participating on such matter.    
HUW Board members and staff will sign a Conflict of Interest Statement annually and will disclose any potential conflict of interest such as financial relationship, agency board member, etc.  (See Attachment 4)  The signed document will be maintained in the individual's HUW file.  Any duality or possible conflict of interest on the part of a Board member, staff, volunteer or representative shall be disclosed to the President or Board Chair who will take the matter to the Executive Committee or Board.  The minutes of the Executive Committee or Board shall reflect such disclosure.  Any Board member, staff, volunteer or representative having such duality or possible conflict of interest shall not act, make recommendations or use his or her influence on the matter in question.  The foregoing shall not be construed to prevent a Board member, staff, volunteer or representative from briefly stating his or her position on the matter or from answering pertinent questions.

CONFIDENTIALITY & PRIVACY  

It is the policy of HUW that the internal business affairs of the organization and all program participant information represent HUW assets that each Board member, staff, volunteer, and representative has an obligation to protect.

Information designated as confidential, privileged or non-public may not be disclosed to anyone outside the organization and may be discussed within the organization only on a “need to know” basis.  In addition, Board members, staff, volunteers and representatives have a responsibility to avoid inappropriate disclosure of HUW matters, its employees, its programs and its program participants.  

Board members, staff, volunteers and representatives authorized to have access to confidential, privileged or non-public information must treat the information as proprietary HUW property for which they are personally responsible.  The privacy rights of all individuals in performance of their HUW duties will be respected. 

Donor Privacy Policy

We will not sell, share or trade our donors' names or personal information with any other entity, nor send mailings to our donors on behalf of other organizations.

This policy applies to all information received by the Heartland United Way, both online and offline, on any Platform ("Platform", includes the Heartland United Way and Go Big GIVE websites and mobile applications), as well as any electronic, written, or oral communications.

To the extent any donations are processed through a third-party service provider, our donors’ information will only be used for purposes necessary to process the donation.

POLITICAL ACTIVITIES



As an organization who could potentially receive funds from federal agencies, HUW must administer programs in a politically non-partisan manner and must avoid actions which can reasonably be construed as intended to favor one political party over another or to influence the outcome of any election for public or party office.  The use of programs funds, the provision of services and the assignment of personnel must not result in the identification of the HUW organization with any activity which is designed to influence the election or defeat of a candidate for public office or for any other political purpose.

Board members, staff, volunteers and representatives of HUW may not engage in partisan political activities while on duty or use their HUW titles, HUW letterhead, etc while so engaged, as this may endanger the organization's 501c(3) status. 
ACCEPTANCE OF GIFTStc \l2 "ACCEPTANCE OF GIFTS



HUW Board members, staff, volunteers, representatives and its funded agencies are prohibited from soliciting gifts.  They may however accept gifts, honorarium, favors, personal gratuities or promotional items not exceeding a nominal value from persons receiving benefits or services funded under any HUW program or from any person performing services under contract or otherwise in a position to benefit from any staff or Board member action.  Gifts of a nominal value may only be accepted for the Heartland United Way campaign or designated to a tax-exempt non-profit organization.  Loans to non-profit executives and volunteers are prohibited.
LIABILITY INSURANCE & LEGAL COUNSEL

HUW maintains a Non-Profit Directors & Officers (D & O) Liability Insurance policy and has access to legal counsel when needed.  The D & O Liability Insurance covers directors, officers, employees and volunteers for any actual or alleged act, error misstatement, misleading statement, omission, neglect or breach of duty, mismanagement of funds, wrongful employment practice (e.g., discrimination, harassment, wrongful termination, etc.), and personal injury (e.g., libel, slander, invasion of privacy, defamation of character, etc).  Contact the President to review the liability policy in its entirety.    

 

PROFESSIONAL BEHAVIOR 

It is the policy of HUW that professional behavior is necessary for efficient business operations and for the benefit and safety of all.  Conduct that interferes with operations, discredits HUW, or is offensive to HUW Board members, staff, volunteers or representatives will not be tolerated.  Board members, staff, volunteers and representatives are expected at all times to conduct themselves in a positive and professional manner in order to promote the best interests of HUW.  

HUW SPOKESPERSON 



The announcement of an “Official HUW Position” to the press or other news media will come only from the President or the Board Chair.   Please keep this in mind if you are approached by the news media regarding HUW and its policies.

DRUGS & ALCOHOL 

Existing language

In compliance with Federal law, HUW is committed to providing an environment that is free from the effects of alcohol and drugs.  Board members, staff, volunteers and representatives are prohibited from the illegal use, sale, dispensing, distribution, possession or manufacture of illegal drugs, controlled substances or alcoholic beverages on HUW premises or work sites. Individuals will not work while under the influence of illegal drugs or alcohol.  HUW reserves the right to do required drug screening for HUW staff.
Proposed changes
In compliance with Federal law, HUW is committed to providing an environment that is free from the effects of alcohol and drugs.  Board members, staff, volunteers and representatives are prohibited from the:

1. Illegal use, sale, dispensing, distribution, possession or manufacture of illegal drugs, controlled substances on HUW premises or work sites. 
2. Consumption of alcoholic beverages on HUW premises or work sites with the exception of UW social or fundraising events which are board approved activities.
Individuals will not work while under the influence of illegal drugs or alcohol.  HUW reserves the right to do required drug screening for HUW staff.
SMOKE-FREE ENVIRONMENT

All HUW facilities are operated as smoke-free environments.  All tobacco products are prohibited except in designated smoking areas. 
REPORT OF INJURIEStc \l2 "INJURIES
All HUW work-related injuries to Board members, staff, volunteers, representatives and clients (regardless of severity) must be reported to the President immediately. Details of the accident must be made in writing on an Injury Incident Report and given to the President within 24-hours of the incident.  The report will be maintained in the individual's HUW file.  First Aid kits are available in the storage room for treatment of minor injuries.  For a serious injury, call 911. 

TELEPHONE & INTERNET USE

HUW telephones are to be used for business purposes in serving the interest of our

funded agencies and for normal HUW operations.  On occasion personal calls may be necessary, but we ask your cooperation in limiting them to emergencies or essential 

personal business and in keeping them brief.

The corporation provides internet and electronic communication access to conduct corporate business.  Occasional and incidental personal Internet and e-mail use shall be permitted if it does not interfere with the work of personnel and the company’s ability to perform its mission Since Internet and electronic communication activities may be monitored, all personnel accessing the Internet shall have no expectation of privacy. Personnel messages, while in the system, shall be considered to be in the possession and control of the corporation.
PROHIBITED USE

Prohibited activities when using corporate internet or electronic mail shall include, but not be limited to, sending or arranging to receive the following:

a) Information that violates state or federal laws, or corporate regulations.

b) Unsolicited commercial announcements or advertising material, unless approved by management in advance.

c) Any material that may defame, libel, abuse, embarrass, tarnish, present a bad image of, or portray in false light, the corporation, the recipient, the sender, or any other person.

d) Pornographic, racist or offensive material, chain letters, unauthorized mass mailings, or malicious code.
e) Please reference the company’s sexual harassment policy which prohibits harassing behavior, including electronic mail. 
e) Using company time, equipment or materials to start or maintain a personal or private business.

Occasional and incidental personal email use shall be permitted if it does not interfere with the corporation’s ability to perform its mission and meets the conditions outlined in official corporate directives. However, while they remain in the system, personal messages shall be considered to be in the possession and control of the corporation.

GENERALLY PROHIBITED USES OF INFORMATION RESOURCES

Generally prohibited activities when using corporate information resources shall include, but are not limited to, the following:

a) Stealing or copying of electronic files without permission or violating copyright laws.
c) Browsing the private files of others, except as provided by appropriate authority.

d) Performing unofficial activities that may degrade the performance of systems, such as the playing of electronic games or accessing online radios.

e) Performing activities intended to circumvent security or access controls of any organization, including the possession or use of hardware or software tools intended to defeat software copy protection, discover passwords, identify security vulnerabilities, decrypt encrypted files, or compromise information security by any other means.

f) Writing, copying, executing, or attempting to introduce any computer code designed to self-replicate, damage, or hinder the performance of or access to the company network.

g) Bringing discredit to the corporation, its personnel or business partners.

h) Promoting or maintaining a personal or private business, or using corporate information resources for personal gain.

i) Using someone else’s logon ID and password.

j) Conducting fraudulent or illegal activities, including but not limited to: gambling, trafficking in drugs, or attempting unauthorized entry to any corporate or non-corporate computer.

k) Disclosing any corporate information that is not otherwise public.

m) Performing any act that may defame, libel, abuse, embarrass, tarnish, present a bad image of, or portray in false light, the company.
SECTION IV - BOARD POLICIES

GENERAL

The ultimate responsibility and liability for the management and accountability of the Heartland United Way rests with the members of the Board of Directors who receive guidance from the President.  Board members should ensure that the mission is carried forward, ensure that the organization's finances are managed with diligence and prudence, and inspire ethical reflection and behavior in the management of Heartland United Way.

COMPOSITION

Members of the Board should have a desire to serve the community with an overriding goal of strengthening HUW and fulfilling its mission in the community.  Board diversity should reflect that of the HUW service area population and should strive for representation from each of the four counties.  The HUW Bylaws specify the management and administration of the affairs of the Corporation shall be by a Board of Directors consisting of not less than twenty five (25) and not more than thirty two (32) voting members as determined by the Board of Directors and the president of the HUW, a non-voting member of the board.

SELECTION

The Nomination Committee shall form three - six months prior to the beginning of the new fiscal year in January to ensure ample time for the recruitment and selection process.  The Board Selection Guidelines shall be used for this process.  Board members are encouraged to recruit and/or submit their recommendations for new Board members throughout the year to the Nomination Committee and/or President.  In the event of a Board vacancy occurring between terms, the Bylaws allow the Board of Directors to fill the vacancy at any meeting of the Board of Directors.

The Committee shall consider the Board’s needs and diversity of the nominees.  The nominees shall have a desire to serve the community with an overriding goal of strengthening HUW and fulfilling its mission in the community.  The nominee's prior participation as a HUW volunteer with the Campaign or with the Community Investment Process is desirable.  Board members shall be elected to serve a three year term.  No member may serve more than two consecutive terms with an optional seventh year, except after an absence from the board of one year.  All board members are to be elected by members of the HUW at the annual meeting each year.  
United Way Partner agencies may submit the names of interested individuals to be considered by the nominating committee.  No Board member may be employed by a partner agency.  
RESPONSIBILITIES & EXPECTATIONS



Board of Directors and individual Board member's roles, responsibilities, and expectations are outlined in the Board Function and Job Description.  (See pages 32-34) 
Orientation training shall be provided to new Board members within 90 days of joining the organization by the Board Chair and/or the President.  Upon completion of that training, the Board member will review and sign the Board Member Agreement.  (Signature Page 5)  That document will be maintained in the individual's HUW file. 

BOARD DEVELOPMENT




An Annual Board Retreat may be provided for all Board members to broaden their knowledge and understanding of specific challenges facing the organization and to determine creative resolutions to those challenges.  The focus and content of each retreat will be determined collectively by the Executive Committee and the President.

A Strategic Planning Retreat shall be scheduled every three - five years to reevaluate and determine the organization’s current mission and purpose and to translate the organization’s mission into measurable and obtainable goals and objectives. 

Board Development opportunities to attend workshops, courses and conferences shall be made available to Board members.  Priority will be given to the Board Chair and Vice-Chairs as they provide the leadership for the Board.  Such training opportunities are provided to broaden the member’s knowledge and understanding of United Way’s visions, goals and initiatives.  

Board members who attend workshops, courses and conferences shall provide a verbal report to the Board.  Recommendations for new initiatives and/or approaches for the Board to consider shall be submitted in writing.  A copy of the conference agenda and any supporting information shall be given to the President and filed as reference material for future organizational use. 

EXPENSES REIMBURSEMENT   


Board members are expected to volunteer their time and pay for their meals at committee meetings and local functions.  Board members may be reimbursed for United Way training, registration fees, commercial travel, lodging and other expenses incurred outside our four county region when authorized by the Board and appropriately documented.  The Board or Executive Committee may authorize training within budget constraints.

The Personnel Policies for "Reimbursements" shall be used for Board members seeking reimbursements.  Board members are to submit their HUW Expense Report during the month that the expenses were incurred.  The President is authorized to approve documented expenses for reimbursement consistent with the budget.  (also refer to PGS 76 - 77)
UNOFFICIAL HUW SPOKESPERSON  

Board members serve as HUW ambassadors, advocates and community representatives.  They should be mindful that they serve as "unofficial" HUW spokespersons at local functions and fundraising events.
RESIGNATION OR REMOVAL   


A Board member may resign at any time from the Board when unable to fulfill his/her Board responsibilities and expectations.  A written resignation will be submitted to the Board Chair.

HUW Bylaws state "absence from three consecutive meetings of the Board may, at the discretion of the Board, may be removed from the Board of Directors by a majority vote of the members present during the course of a regularly scheduled meeting."  Prior to that determination, the Board Chair shall call and/or meet informally with the Board member in question to discuss the matter and determine the Board member's intentions.  

PRESIDENT SELECTION, EVALUATION & SALARY INCREASE
The responsibility of choosing the President has the greatest impact on the organization's development and effectiveness.  While this function may also be shared with others who have a stake in the outcome, the final decision is the Board's to make.
The Board will inform and involve UWW worldwide in the search for a new President.  The Board may choose to hire an executive search consultant to help recruit a strong field of candidates, or it may prefer to execute the search on its own.  A carefully considered search process is essential, but the Board must recognize its duty to provide a positive working environment in order for a President to perform effectively.  
Prior to a search process, the Board should:
· Review the organization's statement of mission and purposes and ensure its adequacy.
· Conduct an inventory of the organization's major strengths and needs.
· Establish specific long-term priorities for the next period of executive leadership.
· Establish clear objectives and clarify expectations for at least the first year of the new President's service.
· Articulate the particular characteristics, skills and style it seeks in its new President. 
· Provide a competitive package and other employment terms.
· Clarify the Board's functions as distinct from those of the President and staff, including recognizing the President's exclusive responsibility to select and supervise a management team without Board interference.
· Prepare a comprehensive job description that reaffirms that the organization's President is the chief staff officer.  The distinction between this position and that of the Board Chair should be clear.
· Hire the President in an efficient, effective manner to allow for optimal transitioning prior to the start of the annual fall campaign.
The President Search Committee shall consist of the Human Resource Committee members, the Board Chair and any other members they deem appropriate.  That committee is responsible for ranking each of the applicants, interviewing the top applicants and making their recommendations to the Board.  The Board will make the final selection of the President.  The President Selection Guidelines shall be used for this process.
The Performance Appraisal shall be completed by the Board Chair with input from Executive Committee members.  Based upon the Performance Appraisal and input from the President, the Board Chair may complete an Action Plan for the President’s Development to identify target areas for improvement during the upcoming year.  The Board, with input from Executive Committee members, will determine salary increases based on the range** set by the Human Resource Committee. 
**Salary Range based on information from the United Way Staff/Salary Report for Metro IV which is for United Way organizations raising $1,000,000-2,000,000

BOARD OF DIRECTORS FUNCTION
United Way & Board Source Governance

Introduction:  

Effective Board governance determines organizational effectiveness. Leadership comes from both a strong Board of Directors and a strong President.

Board Function - To oversee the business affairs of the organization:

· Authorize major actions.

· Advise and counsel the President.

· Oversee corporate finances and ensure effective audit procedures are in place.

· Monitor performance and set performance objectives.

· Facilitate corporate decision making.

· Ensure compliance with all applicable laws.
Standards of Care - Statutory and Common Law:

· Business Judgment Rule - Requires Directors to act on an informed basis, in good faith and with an honest belief that the action taken was in the best interest of the organization.  Directors are not permitted to delegate personal judgment.

· Duty of Diligence - Requires Directors to act in good faith with the care of an ordinary and prudent person in the best interest of the organization.

· Duty of Loyalty - Requires Directors to refrain from engaging in personal activities in such a manner to injure or take advantage of the organization.

· Duty of Obedience - Limits Directors to acting in accordance with the powers conferred by state law, articles of incorporation, bylaws and Board policies.  

Specific areas of Oversight:
· Financial - Internal financial statements should provide meaningful and comprehensible information.

· Internal Audit - Assess business practices and risks.

· Relationships - Corporate sponsorships, major donors and community partnerships.

· Major Business Transactions.

· Employment and Executive Compensation.

· Forward planning, critical issues and new directions.

Best Practices for Board Management:
· Open process in board recruitment.  Draw members from broader community.

· Orientation program

· Conflicts of interest policies

· Conduct periodic audit reporting focusing on specific areas of compliance.

· Receive regular briefings from the President.

· Establish board committees.

· Foster open discussion and debate.

Basic Responsibility and Functions: 
· Determine the organization's mission and purpose.

· Select the President.

· Support and assess the President's performance.

· Ensure effective organizational planning (short and long-term).

· Ensure adequate resources.

· Manage resources effectively.

· Determine, monitor and strengthen the organization's programs and services.

· Enhance the organization's public standing.

· Ensure legal and ethical integrity and maintain accountability.

· Recruit and orient new Board members and assess Board performance.

Accountability:

The ultimate responsibility for the organization lies with the Board of Directors, which receives guidance from the Executive Committee, officers of the organization and the President.
BOARD MEMBER’S JOB DESCRIPTION

United Way & Board Source Governance

Responsibilities and Functions

General Expectations:

· Know the organization's mission, purpose, goals, policies, programs, services, strengths and needs.
· Perform duties of Board membership responsibly and to the level of competence expected from Board members as outlined in the Standards of Care as they apply to nonprofit Board members.
· Suggest possible nominees to the Board who are clearly individuals of achievement and distinction and who can make significant contributions to the work of the Board and the organization's progress.
· Serve in leadership positions and undertake special assignments willingly and enthusiastically.
· Avoid prejudging situations solely on the basis of information received from individuals and urge those with grievances to follow established policies and procedures through their supervisors.  (All matters of potential significance should be called to the attention of the President and the Board Chair.)
· Follow trends in the organization's field of interest.
· Bring good will and a sense of humor to the Board's deliberations.
Meetings:

· Prepare for and participate in Board and committee meetings, including appropriate organizational activities.
· Ask timely and substantive questions at Board and committee meetings consistent with your conscience and convictions, while supporting the majority decision on issues decided by the Board.
· Maintain confidentiality of the Board's Executive sessions and speak for the Board or organization only when authorized to do so.  
· Suggest agenda items periodically for Board and committee meetings to ensure that significant, policy-related matters are addressed.
Relationship with Staff:

· Counsel the President as appropriate and support him/her through difficult relationships with groups or individuals.
· Any special request of the staff should be directed to the President. 
Avoiding Conflicts:
· Serve the organization as a whole rather than any special interest group or constituency.  Even if you were invited to fill a vacancy reserved for a certain constituency or organization, your first obligation is to avoid any perception that you "represent" anything other than the organization's best interests.
· Avoid the appearance of any conflict of interest that might embarrass the Board or the organization and disclose any possible conflicts to the President or Board Chair in a timely fashion.
· Maintain independence and objectivity and do what a sense of fairness, ethics and personal integrity dictate, even though not necessarily obliged to do so by law, regulation or custom.
Fiduciary:
· Exercise prudence with the Board in the control and transfer of funds.
· Faithfully read and understand the organization's financial statements in order to assist the Board in fulfilling its fiduciary responsibility.
Fund-Raising:
· Give an annual donation.
· Assist the development committees and staff by implementing fund-raising strategies through personal influence with others (corporations, individuals, foundations).
Qualifications:

· A desire and commitment to serve the community with an overriding goal of strengthening Heartland United Way and fulfilling its mission to the community.

Benefits:
· Increased awareness of local human and health service systems.

· A sense of community service through the overall process of identifying and addressing community needs through fund-raising and distribution of those funds.

· Networking on a professional level with other community leaders.

Time Commitment:
· Board members are elected for two, three year terms.  
· There are 10 scheduled Board meetings per year, each lasting about 1½ hours.  The meetings are usually held at noon on the first Thursday of the month, every month except July and December.  
· Standing Committees meet at various times a year.  

· Board members are expected to regularly attend Board and Committee meetings.

· A full day Strategic Planning Retreat is held every three - five years.

· Board members are expected to attend the Annual Meeting and other special events and functions throughout the year, primarily during the Fall Campaign. 

SECTION V - FINANCE POLICIES

GENERAL

The HUW Board of Directors is accountable to the community for the organization's success in carrying out the mission and in meeting its ethical and legal obligations.  These obligations and responsibilities include assuring the financial solvency of the organization.  As a means, the Board approves an annual budget to guide the allocations of funds and an audit which provides an annual check of the organization's financial position.

BUDGET PROCESS




A budget is a plan of action.  It records, in monetary terms, the objectives of the organization, monitors the flow of resources and alerts the Board when objectives are not being met.  Operating with public support, a responsibility exists to spend money judiciously and to report on such expenditures to the public annually in the HUW Annual Report.

The President will draft the organization's annual budget each year in June for the following fiscal year (January - December).  This shall be done after consultation with the Campaign Committee and the Community Investment Committee Chairpersons to determine the amount of Campaign Income and Allocation expense for that period.  The draft budget shall be submitted to the Finance Committee in June for overall evaluation and recommendation to the full Board of Directors at the August meeting.  The Board will approve a final budget at the January meeting.

HUW has a Discretionary Fund that is included in the HUW office budget to provide small amounts of immediately available monies to programs that are community based.  A yearly amount up to $500 will be made available for organizations contacting the United Way for funds.  Ineligible for funding are monies to provide direct assistance to individuals and families, audits, or stipends to conduct or attend conferences, seminars and workshops. 
CERTIFIED AUDIT

An annual independent certified audit is one of the best ways to assure accountability and financial integrity.  The audit provides a check of fund activities and an opinion on the financial condition of the organization and the use of generally accepted principles.

An independent certified audit and IRS Form 990 will be prepared by a professional accounting firm each year.  The President will disclose any and all HUW information requested by the Auditor.  Upon completion, the Audit Report and Management letter will be presented to the Board for approval.  The Auditor Report will be made available to all potential and current donors upon request.  Information on the IRS Form 990 will be made available to the public via the HUW website.  HUW officers should not influence, coerce, manipulate or mislead auditors.
Annually, the Finance committee will decide whether to request bids to conduct HUW’s annual audit or make the determination to retain the existing auditing firm.  
PATRIOT ACT COMPLIANCE
In compliance with the spirit and intent of the USA PATRIOT ACT and other counterterrorism laws, the Heartland United Way represents that it takes steps to:

· Verify that individuals or entities to which it provides, or from which it receives, funds or other material support or resources are not on the US Government Terrorist Related Lists;

· Protect against fraud with respect to the provision of financial, technical, in-kind or other material support or resources to persons or organizations on such lists; and

· Ensure that it does not knowingly provide financial, technical, in-kind or other material support or resources to any individual or entity that it knows beforehand is supporting or funding terrorism (whether through direct allocation or distribution or donor designated funds

FINANCIAL REPORTS

Monthly Financial Reports provide a summary of the financial situation of the organization.  They allow the organization to track changes in income and expenditures and the current financial condition of the organization.

The Board Finance Committee will provide oversight and review monthly reports from the Director of Finance that includes the Balance Sheet, Profit & Loss Statement and comparisons for the month to the same budget.  These documents will be reviewed at the Board of Directors’ meetings.
FINANCIAL MANAGEMENT & CONTROL


To ensure that assets of HUW are used in accordance with the legal restrictions of HUW  Board, auditors and donors, the President will review and approve all bills/invoices prior to the Director of Finance printing the check.  All checks require two signatures from the board approved signers.  For outside vendors expenses expected to be over $500, the President will obtain, whenever feasible, estimates prior to authorizing the expenditure.

HUW uses a fire proof locked safe to protect all cash in the office prior to depositing in the bank.  The Public Relations and Volunteer Coordinator (or other appointed staff) will open the mail, prepare an envelope detailing the contents of the mail and stamping For Deposit Only on all checks received.  The Director of Finance will record deposits in a timely manner in appropriate computer programs.  The bank statements for the office account, along with cancelled checks, will be mailed directly to the treasurer or another Board appointed person to reconcile with the payment ledger from the accounting software.  Bank reconciliation will be done every month in a timely manner.
CAPITAL EXPENDITURES

Individual asset purchases or collective group asset purchases (i.e. desk, chair, credenza) that collectively total more than $1000 (other than those items approved during the annual budgeting process) will require approval of the Finance Committee. Individual or collective group asset purchases greater than $2500 will require approval from the Board of Directors. Electronic communication for approval may be used in the event of a need for an urgent purchase.  

CAPITALIZATION POLICY

All HUW asset purchases individually or collective group purchases over $1000 and having a useful life of one year or more are capitalized. All asset purchases below that specific dollar amount or having a useful life of less than one year would be expensed. 

The Finance Director will be responsible for maintaining a list of capitalized items to include: the asset, date of purchase, vendor name, serial number (if applicable) and original cost. The list should include a space to record the disposal details for the item (tracking the disposal date, manner and/or selling price (if applicable)).  

CONTINGENCY FUND POLICY

The Board of Directors of the Heartland United Way, Inc. shall maintain a contingency fund.  Income to contingency funds shall be from donations received after the close of the campaign, any unallocated campaign contributions, excess of estimated uncollectible funds over actual receivables and from other sources as approved by the Board of Directors.

Allocations from contingency may be made to member agencies and/or the United Way Office upon approval of the full Board of Directors.  Requests from member agencies are anticipated to be of an “emergency” nature, rather than for general operating expenses.

Withdrawals from contingency, to cover regular monthly allocations to member agencies and the United Way office, may be made due to timing issues of accounts receivables. Such withdrawals are expected to be re-paid through pledges receivable.  The Finance Committee will be informed of the monthly withdrawals and will monitor repayment of the contingency funds.  

If a withdrawal from contingency funds is not re-paid within a reasonable time frame, the amount may be considered uncollectible.  The total uncollectible amount is to be reported by the Finance Committee to the Board of Directors at their next meeting.  The total uncollectible amount then becomes a permanent allocation from contingency to the general account upon approval of the full Board of Directors.

Withdrawals from contingency may be made for other purposes, upon recommendation of the Executive Committee and approval of the full Board of Directors.

The level of fund balance of the contingency account maintained by the Heartland United Way, Inc., is to be not less than the amount of one month’s operating expenses (allocations to member agencies, the United Way office and campaign) and not recommended to have more than the average amount of six month’s operating expenses based on the current year’s expenses.
CREDIT CARD REFUND POLICY

Upon the request of a credit card holder, the Heartland United Way will directly handle any refund requests made by a credit card holder in regards to their payment to the Heartland United Way.

The President and Director of Finance will handle all refund requests with the credit card holder.  Approved refunds will be issued directly to the cardholder.

INVESTMENTS



The Board will develop a short and long term investment program for its assets considering availability of funds, security of principal and reasonable return.  The Finance Committee will review the investment program annually and recommend any appropriate changes to the Board.

An Investment Fund/Foundation was established for the purposes of receiving funds to be invested in long term securities.  The Investment Fund shall receive funds donated to HUW in the form of stocks, bonds, land and bequests that are not restricted for other purposes as well as the interest earned on the Fund's balances. As the Investment Fund grows, the Board may withdraw interest to offset some of its administrative expenses.

Gifts of stocks and land will be sold shortly after receipt.

Investment Fund/Endowment Fund/Foundation Policy is included in Section IX Other Policies
AGENCY ALLOCATION BUDGET & DISTRIBUTIONS

The availability of funds and community needs will be taken into account when developing the HUW budget.  The Agency Allocation Budget will be determined collectively by the Community Investment Committee, Finance Committee, and the Executive Committee with final approval by the Board.

Designated funds to non-member agencies will be paid in March - April, less 10% for administrative costs for all pledged funds.  Only the collecting United Way organization may charge an administrative cost for transferred out-of-the-area designations.

CONTRIBUTIONS & PLEDGES



Non-campaign contributions with no donor specifications as to the use of the contributions will be booked as “unrestricted income” when received.  Noncampaign contributions with specific donor restrictions as to use will be booked as “temporarily restricted income”.  The temporary restriction will be released when the funds are spent in accordance with the donors’ instructions.  

Campaign pledges and cash campaign contributions will be booked as “temporarily restricted income”.  The temporary restriction will be released when the funds are paid; either as donor designated to United Way and non-United Way organizations, to the UW partner agencies, community impact and venture grant programs, office support and any other purpose the present Board of Directors deems appropriate.   

A five year average of uncollectible pledges will be used to establish a minimal level to book an uncollectible rate for the current year. Pledges from the previous fiscal year's campaign that are unpaid at the end of December will normally be written off as "non-collectable".
IN-KIND DONATIONS

HUW does not normally place a monetary value on the donor's gift, however HUW will provide a letter verifying the donation upon request.  It will be the donor's responsibility to determine its value and whether or not it is deductible for tax purposes. 

EMPLOYEE'S RETIREMENT FUND


HUW will provide a supplemental pension plan for any employee who works at least 30 hours per week.  In order to participate, employees must have successfully completed their 90 day introductory period.  At that time, HUW will pay the equivalent of 4.5% of the employee’s salary into the Employee’s Retirement Fund, at no cost to the employee.  The employee may also elect to pay a portion of his/her salary, to the extent allowable by law, toward his/her retirement plan. 

Heartland United Way will be responsible for the set-up fee for each employee's 

account and the annual custodial fee each year thereafter.  All Sales and Management fees will be the responsibility of the employee and will be deducted from their individual account.

HUW FUNDS & BANK ROTATION
The Heartland United Way has four types of funds:  office, general, contingency and investment/endowed funds.  The office funds are funds used to cover office expenses and are approved by the Finance Committee, Executive Committee and Board of Directors annually.  

The contingency funds (described earlier) are used to cover “emergency needs by the United Way and/or a member agency and are deposited in financial institutions that annually support the United Way Campaign.  It is important to receive the best rate of return on contingency fund accounts.  Market surveys and negotiations will ensure the highest rate of return while maintaining professional UW relationships with supporting financial institutions.
General funds (campaign accounts) will be annually rotated between local banks who are Pacesetter Businesses in the United Way Campaign.  The campaign accounts (general fund accounts) will remain open with a minimal fund balance between bank rotations.  Note Bank Rotation Schedule in OTHER POLICIES section.
Investment/endowed funds.   The investment or endowed funds are assets designated to be held in the Investment Fund which will be professionally managed by local investment advisors/firms who are donors of the Heartland United Way.  The Finance Committee has the option to secure bids for new providers every 3-5 years.  Refer to the Investment Policy on pages 68-70
Records Retention Policy

	Type of Document
	Period

	I. Corporate Records

	A. Articles of Incorporation, corporate by-laws, registrations to do business, and any amendments to the foregoing
	Permanent



	B. Minutes and resolutions of the Board of Directors or Executive Committee
	Permanent

	C. Minutes and resolutions of standing committees or other committees
	Permanent

	D. Annual Reports
	Permanent

	E. Deeds, leases, easements, mortgages and other documents relating to real property. 
	Permanent



	F. Insurance policies, endorsements thereto and related correspondence from insurers or insurance brokers
	Permanent

	G. Patent, trademarks, services marks, copyrights
	Permanent 

	II.
Legal Records (Litigation and Administrative Proceedings)

	A. Consent decrees, administrative decrees, final orders, judgements and settlement agreements
	Permanent



	B. Requests for information
	3 years after matter fully resolved

	C. Notice or demand letters
	5 years after matter fully resolved

	D. Notices of violations/citations/complaints
	5 years after matter fully resolve

	E. Records that relate to ongoing or threatened litigation or other proceedings
	Permanent

	III.  Tax Records

	A. Tax-exemption application
	Permanent

	B. Information Returns (Form 990s)
	6 years-from due date of return or date of filing, whichever is later


	C. Other tax returns (e.g., Form 990-Ts), bills and statements


	6 years (federal),-from due date of return or date of filing, whichever is later


	D. Documents, including workpapers, establishing or relevant to supporting the calculation of any federal or state taxes.
	6 years(federal)-from due date of return or date of filing, whichever is later



	IV.  Accounting and Financial Records

	A. Audited financial statements
	Permanent

	B. All ledgers, accounts payable and receivable schedules, and other similar documents
	3 years and current

	C. Bank records(including deposit and withdrawal slips), bank statements, check registers, check receipt journals, cancelled checks and other similar documents
	6 years and current

	D. Expense account, vouchers, petty cash records and other similar documents
	6 years and current

	E. Investment records and reports
	6 years and current

	F. Management Reports

a. Year-end

b. Monthly
	3 years

1 year and current

	G. Treasurer’s Reports

a. Year-end

b. Monthly
	3 years

1 year and current

	H. Contracts
	5 years from completions of performance 

	I. Payroll Registers
	6 years and current

	J. Invoices(paid and unpaid)
	5 years

	V.  Pension Records

	A. Pension plans, amendments thereto and related documents
	Permanent

	B. Retiree and beneficiary records(e.g., names, addresses, SSNs, periods of employment (including breaks in service), pay, eligibility information, benefits calculations)
	Permanent



	C. Audit reports
	Permanent

	D. Records of payments to employees or beneficiaries
	5 years after death of payee

	VI.  Personnel Records

	A. Applications (non-employees)
	2 years

	B. Individual personnel files (including non-pension-related materials such as performance evaluations, employment contract, medical records and other similar documents)
	3 years after employee departs

	C. Training manual, educational materials, posted legal notices
	Until superseded

	VII.  Legislative and Other Materials

	A. Federal or state lobbying reports
	5 years

	VIII.  Internal Publications/Library

	A. HUW newsletter
	1 year

	B. In-house position papers and other similar documents
	Current and 1 year after superseded

	C. Directories, speeches, manuals, guidelines, reports and other library materials
	Until no longer useful as reference materials

	D. Magazines, newspapers, press releases and other similar documents
	Only while current


	Membership Records

	A. Membership directories
	Permanent

	B. Membership files
	5 years

	C. Membership fee records
	5 years

	Safety and Security Records

	A. Visitor clearances
	3 years

	B. Security violations, infractions
	3 years

	C. Fire, theft investigations
	3 years

	D. Emergency conditions
	3 years

	Office Supplies and Services

	A. Office equipment records
	3 years

	B. Records of inventories
	1 years

	C. Request for service
	1 years

	D. Requisitions for Supplies, purchases orders
	1 years

	Internal Memoranda and Correspondence

	A. Internal Memoranda

	a) Drafts of all documents (whether typed or written)
	Dispose of when final version prepared

	b) Handwritten or other informal notes (e.g., “to do lists, notes, from telephones calls meetings)
	Dispose of after use or 6 months, whichever is sooner

	c) Voicemail messages
	Dispose of after use or 6 months, whichever is sooner

	d) E-mail messages (both incoming and outgoing)
	Dispose of after use or 30 Days, whichever is sooner

	e) Telephone messages (both incoming and outgoing)
	Dispose of after use or 30 Days, whichever is sooner

	f) Copies of routine interdepartmental or other company correspondence (except officials statements of HUW policies or positions)
	Dispose of after use or 30 Days, whichever is sooner

	g) Agendas
	Dispose of after use 

	h) Calendars, schedule book, appointment books, daily planners and similar scheduling documents
	Dispose of after use

	i) Chronological files
	Dispose of after use 5 years

	j) General statements of HUW policies or positions
	Permanent or until superseded

	B.  Routing Correspondence

	a) Letters and notes that required no acknowledgement or follow-up(e.g., notes of appreciation, letter of transmittal, travel plans for meetings)
	6 months



	b) Other routing correspondence
	1 year

	C.  Significant Correspondence

	a) Letters relating to financial matters, statements or accounts
	Dispose of after use or 6 years, whichever is sooner

	b) Substantive letters relating to HUW projects, initiatives, or policies or to which a member might make reference.
	Dispose of after use or 5 years whichever is sooner


SECTION VI
COMMUNITY INVESTMENT POLICIES
GENERAL

HUW has a responsible relationship with its donors that honors the expectation that contributed funds will be invested in programs and services provided by partner agencies that respond to the needs of the community. Any funded organization must operate within the Heartland United Way’s four-county coverage area and have goals that align with our mission.  We work to create opportunities for a good life for all by focusing on the core issues of education, income and health in Hall, Hamilton, Howard and Merrick Counties.
The Community Investment Process leaders are responsible for recommending and justifying funding of programs to the Board. The Community Investment Review Committee members are appointed by the Board Chair.  The United Way Vice Chairs and Board chair will lead the Community Investment process. The Community Investment (CI) process will review applications for programs seeking UW funding.  The CI process will include the following review teams and objectives:

· Community Investment Financial Team (CIFT) - will review financial information for every organization that applied.

· Investment Committees – Volunteers that are United Way donors review applications and listen to presentations from the organizations.  Their role is to make sound funding decisions based on the United Way community investment process and in line with United Way’s mission and priorities.

· Community Investment Review Committee (CIRC) - will provide leadership, oversight and final program funding recommendations to the UW Board as a culminating responsibility from the community investment process. See diagram below
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The Board of Directors will formally receive the funding recommendations from the Community Investment Review Committee during the Board Meeting for approval.  The Board may modify any agency’s funding and/or restrict funding to a specific agency use as deemed appropriate. The UW Allocation Committee will have an ongoing responsibility to review policies and procedures relating to Community Investment. The UW Allocation Committee reports to the Heartland United Way Executive Committee.  The Executive Committee is responsible for evaluating and making recommendations for Emergency Community Grant funding available through the Contingency Funds.
UW AND COMMUNITY INVESTMENT ALLOCATIONS 
The availability of funds and community needs will be taken into account when developing the HUW budget.  The UW Allocation Budget will be determined collectively by the Finance Committee, Executive Committee and the President with final approval by the Board of Directors.

The Community Investment Allocations shall reflect HUW’s current vision, missions, goals and needs assessment, as well as other considerations such as the program’s purpose, population served, degree of agency participation with HUW, etc.    

Funded agency programs shall address health and human service problems; improve lives to create sustained health and human services improvements; and serve as a partner with HUW to achieve sustainable solutions in the areas of Education, Income and Health.    

Community Investments to its partner agencies’ programs are to be finalized in April after campaign funds have been audited and designations calculated.  Agency payment adjustments will be made with the March or April payment.  Monthly payments to the agencies will distribute the agency allocation and designations thereafter.  
Designated funds to non-affiliate agencies shall be distributed in April upon verification of compliance with the Patriot Act and their tax-deductible status.  A 10% charge for uncollectible and administrative costs will be assessed for all pledged gifts.  Only the collecting United Way organization may charge an administrative cost for transferred out-of-the-area designations.

HUW funds neither capital expenditures, nor accumulations of funds for construction or purchasing of building, nor provisions in an agency’s budget for extraordinary building maintenance or repairs.  HUW funds are not to be used to fund Partner Agency reserves.
SPECIAL EVENTS

HUW special event fundraisers are designed to promote the Heartland United Way and provide additional funds to support the mission and vision of the HUW.  Funds raised are generally included in the campaign revenue and allocated with the rest of the funds.  The Executive Committee and Finance Committee may jointly decide a mutually agreed upon purpose that may benefit the HUW in future endeavors and direct the revenue from the community fundraisers.  
DONOR CHOICE

A donor choice program is key to allowing the donor, who is our primary investor, the maximum flexibility to direct the distribution of his or her contribution.  It is much more than simply designating funds to an agency or agencies.  Rather, it provides the donor with the opportunity to make a difference in how the community chooses to address its problems.

The Heartland United Way will provide a pledge form or donor card that allows the donor to designate to the United Way’s community impact fund, a Partner agency or any 501(c)(3) organizations that are aligned with our strategic priorities. The receiving agency must be classified as a 501(c)(3) organization (and included in IRS Publication 78), with a primary mission to deliver health or human services. Only individual gifts can be designated.
If a designation is not able to be processed, efforts will be made to contact the donor in order to redirect the contribution to another agency or to return the contribution.  If the donor cannot be contacted, the contribution will be placed in the Community Impact Fund. 

A fee for administrative and fund-raising costs of 10 percent will be deducted from pledged designations to unaffiliated agencies. This fee is to be reviewed annually by the Finance Committee. No fee will be deducted from pledged designations to UW Partner Agencies. 

Gifts designated to UW Partner agencies will be distributed over and above the agency’s allocation; however, designations will be included with their monthly allocation check.   All cash designations over $5,000 will be sent directly to the designated agency following the completion of Heartland United Way’s campaign audit. No fees will be deducted from cash designations.  Promotion for designations by affiliated agencies of its own constituents, workplace employees, and the public at large is NOT permitted.

Corporate donor cards will not provide “Donor Choice” information nor will it be promoted. 
Names of Pacesetter businesses are made public in the HUW Annual Report.  Builders Club Donors are listed and shared at the HUW Annual Meeting unless a written request is made to Heartland United Way by the donor to remain anonymous.  Unless otherwise notified by a donor, the name and address of the donor who designated to a specific agency will be provided to that agency for acknowledgment purposes.  These names are not to be added to the Partner agency solicitation list.
TYPES OF FUNDED PROGRAMS AND AGENCIES 

HUW Partner Agencies: All United Way Partner agencies must be classified as a 501(c)(3) organization (and included in IRS Publication 78), with a primary mission to deliver health or human services within the boundaries of the 4-county area covered by Heartland United Way. This includes: Hall, Hamilton, Howard and Merrick Counties. These organizations must meet HUW membership criteria, demonstrate sound fiscal and organizational management practices and provide outcome measurements demonstrating that the quality of lives have been improved and the community has been annually impacted in a positive manner.  (See Partner Agency Agreement.)             

Agencies not eligible for admission are organizations that are governmental entities, political organizations, churches and agencies that provide services limited to members of a particular religious group or which exist primarily to advocate particular religious beliefs.     

Community Impact Funds – The purpose of Community Impact Funds are to align and coordinate efforts to fund programs within Hall, Hamilton, Howard and Merrick Counties that address identified community needs in the areas of Education, Income and Health which are supported by the Heartland United Way Board of Directors.  It is the realization of the Board that our efforts need to focus on the root causes of issues in the areas of Education, Income and Health.  The following percentages of the total campaign will be allocated for Community Impact Grant Funding based on the success of the campaign.  High – 2.25%, Medium – 1.75% and Low – 1.25%.  Additional funding may be set aside from the campaign by a vote of the Board of Directors for Community Impact projects.  

Community Impact projects represent "risks" purposely taken to more effectively and creatively meet people's needs.  Through one year demonstration, or pilot projects, organizations are encouraged to test and develop new or improved ways of delivering programs in the areas of Education, Income and Health; services which address emerging or newly identified needs; or services which respond to previously unmet or underserved needs within the Heartland United Way area of Hall, Hamilton, Howard & Merrick Counties.  The desired results of these one-year, demonstration/pilot projects will be improved delivery or services for persons in need, and a stronger more integrated human service network in our communities.  

The following are examples of items that will not be considered for Community Impact funding:

1. Direct financial assistance to individuals or families.

2. Capital expenditures unless there are matching monies or evidence of critical need for the item for program services.

3. Grants/stipends to conduct or attend conferences, seminars, and workshops.

4. Audits

5. Other items deemed inappropriate by the Heartland United Way Board of Directors.

RIGHT TO APPEAL 
An agency may, following the Feed Back Session on Community Investment recommendations, make an appeal for reconsideration to the Executive Committee Chairperson. The appeal shall consist of a written statement, which must contain either:

a) New and significant information which was not available at the Community Investment Presentation 


The Heartland United Way office must receive the agency’s appeal of the Community Investment Committee’s decision within 15 days after the Community Investment Feedback session. 

If the board decision is different than the Community Investment Committee’s decision, and an appeal is desired, then the Heartland United Way Agency must provide a written appeal to the Heartland United Way’s office no later than fifteen (15) days after the date of Heartland United Way Board action on Community Investments.

Any appeal that is received will be directed to the chairperson of the Executive Committee. The chairperson shall contact the Community Investment Cabinet for its review of the appeal. The Cabinet’s recommendation on the appeal shall be brought to the Executive Committee, which will make its final recommendation to the Heartland United Way Board, by the August meeting.  The appealing agency shall be informed of the Executive Committee’s recommendation in writing.

UW PARTNER AGENCY FINANCIAL RESPONSIBILITIES

· Budgets submitted to HUW shall be formally considered and adopted by the governing body of the agency.  The officials of the agency shall sign all funding requests to HUW.  The budget under which the agency proposes to operate shall be treated as a medium of financial control by the agency.

· During the year, HUW shall not exercise item-by-item control over an agency’s budget, except that an agency is to inform HUW of any major adjustment contemplated in a budget item.  If an agency receives income significantly in excess of that budgeted, particularly from new sources, it shall report such income to HUW in its next funding request.  

· HUW respects agency autonomy and ability to manage their own finances, but an audit conducted by an independent certified public accountant done in accordance with generally accepted auditing standards (GAAS) is required for budgets over $20,000.  An audit is required bi-annually (every even year) for an agency with a budget of less than $20,000 as reported on the IRS Form 990 or on IRS Form 990EZ. All new member agencies will be required to submit an audit accounting for the first year of United Way funding. HUW reserves the right to request a review of an agency’s financial situation.  All Partner agencies will be required to submit a completed IRS Form 990 regardless of the allocation amount received from the Heartland United Way.  

· HUW allows its partner agencies to make provisions, in their own self-interest, for Board restrictive emergency reserve to ensure continuity of their respective service mission within the community that they serve.

· If a HUW agency receiving funds ceases providing services, then all unspent HUW funds shall be returned to the Heartland United Way.
SECTION VII

CAMPAIGN POLICIES

PACESETTER PARTNER BUSINESSES

· PLATINUM PACESETTER PARTNERS – recognition of names will be listed in ranking order of total giving (combined corporate & employee giving). TOP 25 CAMPAIGNS will be listed

· GOLD PACESETTER PARTNERS – 50-50-10

· Meet criteria of:

· 10 or more employees at business

· 50% employees participate in campaign

· $50 per capita giving

UNITED WAY LEADERBOARD – UNDER CONSTRUCTION
RECOGNIZE TOP 2 BUSINESSES IN EACH DIVISION  
The UNITED WAY LEADERBOARD will recognize the Top Performing Businesses from some of the following campaign divisions:

Major Firms (50+ employees)

Business & Industry  (16-49 employees)

Commercial & Mall Accounts (5-15 employees)

Sales/Insurance/Real Estate 

Area Communities

Small Business & Food and Beverage

Professional Division

Reference in printed materials will note that the LEADERBOARD is inclusive of the Platinum and Gold Pacesetter Businesses.

UW Board of Directors, August, 2008
CAMPAIGN CABINET 
Campaign volunteers will be recruited for the following campaign divisions:  Builders Club, Pacesetters, Major Firms, Business & Industry, Commercial & Mall, Professional Division (Accountants, Attorney, Dentists, Physicians, Medical Association, Investment Advisor), Sales/Insurance/Real Estate, Public Service, Schools – Private, Public and Victory Division.  Loaned Executives from area businesses will be recruited to assist with the campaign.
CAMPAIGN GIFTS

Campaign gifts may be received in the form of payroll deductions, cash, check, credit card, debit card, EFT, ACH, mobile, online or direct billing or gifts of stock.  
LEADERSHIP GIVING

The Leadership Giving program at the Heartland United Way is referred to as The Builders Club and include donors who make an annual gift (individual or combined spousal giving) of $500 or more are recognized as Builder’s Club Members.  

Builder’s Club Giving Levels:

Foundation – Donors of $500 - $749

Cornerstone – Donors of $750 - $999

Pioneer – Donors of $1,000 - $2,499

Pillar – Donors of $2,500 - $4,999

Leadership Circle – Donors of $5,000 or more

Alexis de Tocqueville – Donors of $10,000 or more

Membres de la Société— $10,000 - $24,999

Ordre de Liberté — $25,000 - $49,999

Ordre d’Egalité— $50,000 - $74,999

Ordre de Fraternité— $75,000 - $99,999

La Société Nationale— $100,000 - $249,999

Ordre d’Indépendance— $250,000 - $499,999

Ordre de Connaissance— $500,000 - $749,999
Ordre de Prospérité— $750,000 - $999,999
La Table Ronde de Millions de Dollars— $1 million plus
GIFTS OF STOCK – Protocols and Procedures

When notice of a gift of stock is provided to the Heartland United Way, the Broker is given instructions to sell the stock by the President (or authorized signer in absence of the President) and remit proceeds of the sold stock to the Heartland United Way.

It is the United Way’s responsibility to contact a Broker (or the originating broker) and request a printed report showing the high and low traded values of the gifted stock for the day the stock was gifted (not necessarily sold).  The United Way will take the average of the two amounts (high and low) to get the value of the gifted stock.  This value is the recognized IRS value that should be booked in Donation Tracker and the donor should be recognized for.
Mutual Funds are priced once a day and do not require a calculated average.  The value of gifts for mutual funds is the value the day the stock was gifted.

Adjusting entries in QuickBooks may be necessary to record any realized gains or losses on the gifted stock and any fees associated with selling the stock.  

Stock Dividends normally go back to the donor unless the donor has gifted them to the United Way.  Gifted Dividends are an additional cash gift that the donor is recognized for.    

Stock gift acknowledgement will be sent to the donor as soon as the stock is received to the United Way.
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SECTION VIII
PERSONNEL POLICIES

EMPLOYMENT POLICIES

tc \l1 "OUR EMPLOYMENT POLICIES
GENERAL tc \l2 "GENERAL POLICY
It is HUW’s policy to fill any vacant position with the best-qualified applicant.  In doing this, a person’s ability, experience, training and formal education are all important.  Every effort is made to provide employment opportunities to persons in HUW’s service areas, with due consideration given to the requirements of the position being filled.  Employees are encouraged to refer to us any persons who might be interested in a job opportunity with HUW.

EMPLOYEE CLASSIFICATION



· Full-time employees:  Employees who work 30 hours weekly are considered full-time employees.  Full-time employees are eligible for all employee benefits after the initial 90 days of employment to include a 10% salary benefit to be used for insurance premiums, flex plan, child care, retirement, or salary enhancement.  In addition life insurance, retirement, disability, vacation, sick leave and holiday pay will be provided.  The leave time will be pro-rated to the average percentage of time worked during the year.   Holiday pay will be available during the initial 90 days of employment for holidays that close the UW office.
· Part-time employees:  Employees who work at least 20 hours a week, but less than 30 hours and maintain continuous employment status are part-time employees.  These employees are eligible for regular part-time employee benefits based on the average number of hours worked after the initial 90 days of employment. These benefits include vacation, sick leave and holiday pay.  The leave time will be pro-rated to the average percentage of time worked during the year.  Holiday pay will be available during the initial 90 days of employment for holidays that close the UW office.
· Temporary employees:  All other employees whose service are intended to be of limited duration or are employed less than 20 hours per week.  Temporary employees are not eligible for any employee benefits and are paid only for the time worked.  On rare occasions, a temporary full-time employee may be hired under contract, but he/she is not eligible for benefits.
· Loaned Executives:  A Loaned Executive is an employee of a local business or company that strongly supports HUW.  The business or company may lend an employee to act as a part-time or full-time temporary HUW staff from mid-August through mid-November to assist with and participate in the Campaign Fundraising efforts and monitor employee campaigns.  The business or company continues to pay the compensation for the Loaned Executive. 

· Experience Works:  The Department of Labor may provide an employee to provide a work experience opportunity.  The Department of Labor pays the employee and is responsible for all benefits.  The HUW provides a work environment, training on office machines and practices, and supervises the employee.  
· VISTA members:  TO BE DETERMINED

EMPLOYEE STATUS

· Exempt: Exempt employees are not eligible for overtime pay provisions of the Fair Labor Standards Act.  Exempt staff (i.e. President and Director of Finance) are under contract and pay is based on overall responsibility and not on the number of hours worked.  Weeknight or weekend work may be necessary on occasions.
· Non-exempt staff:  Pay for non-exempt staff is based on number of hours worked per week, as governed by the Fair Labor Standards Act.  Time worked in excess of 40 hours per week must have prior approval of the President.  Compensatory pay of time and a half for each hour worked over the 40 hours is to be paid.  
HIRING PROCESS

HUW is an equal opportunity employer and will hire individuals solely on the basis of their qualifications and ability to do the job to be filled.  Unless otherwise provided in writing, employment with HUW is considered to be at-will, so that either party may terminate the relationship at any time and for any lawful reason. 

The Board is responsible for recruiting and hiring the President.  A search Committee will be appointed for the recruitment of a President/Chief Professional Officer.  The Search Committee will make a recommendation to the Executive Committee for approval before hiring.

The President is responsible for recruiting and hiring the staff.  Job openings will be publicly advertised until filled.  Job openings will be submitted to the local daily and weekly papers, the Workforce Development Office and other local media and service agencies as appropriate.

HUW will attempt to fill vacant position by promoting from within whenever qualified internal applicants are available.  When candidates from outside HUW are to be considered for job openings, the following procedures shall be followed:

· All applicants must complete and sign an employment application and attach a resume for review.
· The President will interview applicants to determine their suitability for available job openings, shall verify personal and employment references and will conduct credit, background and criminal checks when appropriate.

· The Search Committee will rank the President applicants, interview the top applicants, and make their recommendations to the Board.  The Board will make the final selection of the President.

· All employees of HUW will be aware that employment with HUW is at-will and should not make any representations otherwise. 
Former United Way employees who left in good standing may be considered for rehire and will retain accumulated seniority.  Employees who retire may be eligible to be considered for rehire and/or as consultants.  Former employees who resigned without notice or who were dismissed for disciplinary reasons may not be considered for rehire. 

EMPLOYMENT AGREEMENT
HUW may execute written Employment Agreements with new employees during their initial 90 days of employment and with certain short-term and/or special assignment employees.  The President (or Board Chair if President’s position is vacant) is the only HUW representative authorized to enter into a written employment agreement with employees. The Board is the only body authorized to enter into such an agreement with the President.  Employees are encouraged to review carefully their employment agreement.                

INITIAL EMPLOYMENTtc \l2 "INITIAL PERIOD OF EMPLOYMENT
The first 90 days that an employee works for HUW, will be considered a “probationary period".  That initial 90-day period may be extended another 30-90 days, at the discretion of the President. This probationary period gives an employee an opportunity to determine whether or not the position is suitable to him/her.  It also gives HUW a chance to determine whether or not an employee’s work, attitude, attendance record and skills measure up to HUW’s standards of employment.  

During the initial 90 days of employment, an employee may be released without a two weeks notice.  Of course, during this period an employee may decide to resign without stating a reason, or may be released by the organization on the same basis, without an adverse effect on their employment record.  Until an employee has completed their initial 90 days of employment, he/she will not have recourse to the organization’s “dispute resolution process".

During this initial period, new employees will be ineligible for benefits or vacation, with the exception of the exempt employees.  Holiday pay will be paid for days that close the UW office.  The employee will be notified by the President when he/she has satisfactorily completed the initial probationary period or otherwise extended.  The President will be notified by the Board Chair of his/her satisfactory completion of the initial probationary period. 

FUNDING LIMITATIONS

While we do not like to think about funding limitations, it may be necessary to do a reduction in force, eliminating some employees because of funding limitations.  If this becomes necessary on an individual basis because of a program's elimination or due to a reduction in force, the employee will be given at least two weeks’ notice of termination whenever possible. He/she would then be qualified for unemployment benefits.

HOURS OF WORK

HUW's regular workweek is forty (40) hours Monday through Friday recorded on a timesheet.  The normal workday will consist of eight (8) hours of work including a non-paid 30 minute meal period.  Employees are expected to work during the core business hours of 8:30 AM until 4:30 PM. 

The President may schedule adjusted work hours or extra work hours.  Hours worked in excess of forty (40) hours during a work-week will be calculated for overtime compensation of time and a half.  No overtime compensation will be allowed without authorization from the President.   

Employee attendance at United Way or sponsored organization lectures, meetings and training programs will be considered hours of work, and therefore will be

compensated time if attendance is required.  Time spent by non-exempt employees in traveling away from home on HUW business is considered hours worked for pay purposes.  

The nature of the exempt employee's position may require him/her to work more than the regularly scheduled 40 hours in a given work-week.  Exempt employees are not eligible to receive overtime compensation but may be eligible for compensatory time-off after working evenings, weekends or long hours within the pay period.

STAFF DEVELOPMENT - ORIENTATION & TRAINING tc \l2 "ORIENTATION AND TRAINING
The President is responsible for the general orientation of new employees and the processing of their employment forms and necessary job training.  The Board Chair is responsible for the President's orientation and training.  

All employees are expected to maintain up-to-date skills required to perform their jobs.  Employee development is encouraged throughout the organization.  Some educational training or conference opportunities may be offered to employees and paid by HUW. The individual will be notified by the President when classes or conferences are offered. The President will approve training for each individual staff member within budget restraints.  The Board Chair will approve training for the President.  Training and travel costs beyond that in the budget will need prior approval by the Board.

HUW Job Descriptions are on file in the President's office.  A copy of the applicable job description will be given to each employee.  Salaries and benefits are in accordance with prevailing practice for similar size United Ways and are Board approved.  
PAY PROCEDURES


It is the policy of HUW to pay employees by check or direct deposit (when feasible) bi-weekly.  All payments will be in a manner so that the amount, method and timing of wage payments comply with all applicable laws or regulations. 

Hourly employees are required to maintain timesheets that correspond to the pay period for which they are being paid.  All hourly employees are required to complete, sign and submit the timesheet and expense reimbursements to the President. 

State, federal and Social Security taxes will be deducted automatically.  No other deductions will be made unless required or allowed by law, contract, or employee obligation.  An employee may elect to have additional deductions (e.g., HUW pledge and Retirement Plan) taken from their pay, but he/she must request the deductions in writing.  The President is the only staff person authorized to receive a writ of garnishment or a notice of levy by any taxing authority.

Employees who discover a mistake in their paycheck, lose their paycheck or have it stolen should notify the Director of Finance immediately.  In the case of a mistake, the error will be remedied promptly.  
PERFORMANCE APPRAISAL

The effectiveness of Heartland United Way is dependent upon a competent staff fully cognizant of its duties, responsibilities and performance standards.  Therefore, the purpose of the performance appraisal process is to enable each employee to understand what is required of the position, to know how well he/she is performing and to identify steps needed to improve performance or to prepare for more responsibilities.  

The President will complete the staff's performance appraisals.  The Board Chair and Executive Committee will complete the President's performance appraisal.  A performance appraisal will be accomplished upon the following occasions:  at the end of the initial 90 days of employment or annually after the completion of the fiscal year.   Between scheduled appraisals, the President and Board Chair should keep records of any significant incidents which include both positive and disciplinary information.  The employee should receive a copy of the memo that describes the event.  The President will provide a report to the Executive Committee on the completed employee evaluations.
The performance appraisal should include evaluation comments and recommendations for continued improvement.  In evaluating the employee, the supervisor should consider factors such as the experience and training of the employee, the job description and the employee’s attainment of annual objectives.  Other factors that normally should be considered include knowledge of the job, quantity and quality of work, promptness in completing assignments, cooperation, initiative, reliability, attendance, judgment, conduct and acceptance of responsibility.  
After the appraisal process has been completed, the President will meet with the employee and a member of the Human Resource Committee may be (or may not be) present during the discussion and review.  The Board Chair (and/or Executive Committee) will meet with the President.  During that meeting, the supervisor will discuss the evaluation, assessing the employee’s strengths and weaknesses in a constructive manner and will determine management objectives for the upcoming year.  The supervisor will complete and sign the Performance Appraisal Summary and the employee will sign the form to verify that it was reviewed.  The employee will be given the opportunity to examine the appraisal and make written comments about any aspect of it.  The completed appraisal form will become part of the employee’s personnel file.  
MERIT PAY REVIEW      


Each employee will be reviewed for a merit pay increase in concert with his/her annual performance evaluation.  The Human Resource Committee will decide annually the range for the merit pay increases, most generally from 1-5%.  The merit pay increase is calculated on the current base salary and will be applied to the employee's base salary for the following year.  Determination of the exact percentage for the merit pay increase will be based upon the President's review of staff and the Board Chair’s review of the President's performance in relation to overall performance rating, attainment of goals and objectives established the previous year and the availability of funds.  
Salary ranges for all employees are based on local comparative data and information from the United Way of America Staff/Salary Report for Metro IV which is for United Way organizations raising $1,000,000 - $2,000,000.  Annually the salary ranges are reviewed and/or revised by the Human Resource Committee, Executive Committee and the United Way Board of Directors.  

PERSONNEL RECORDS            

HUW respects each employee’s right to privacy.  Personnel records are kept in a locked file in President’s office.  Only the President is authorized and has a need to review your record.  However, each employee has the right to see his/her personnel records in the presence of the President.  Upon request of a Board Officer to the President, an employee's file may be reviewed in the presence of the President. 

Except as required by Federal, State or local law or regulations, HUW will refuse to release information about the employee to sources outside HUW without the employee’s written approval.

It is important that individual personnel records be accurate and kept up-to-date.  Employees are to report any changes in name, address, telephone number, marital status, tax exemption status and number of dependents.  A copy of any professional advancement (degrees, training, workshops, etc) should be given to the President.  

DISCIPLINARY PROCESS

Under normal circumstances, HUW endorses a policy of progressive discipline in which it attempts to provide employees with notice of deficiencies and an opportunity to improve.  HUW does retain, however, the right to administer discipline in any manner it sees fit.  This policy does not modify the status of employees or in any way restrict HUW’s right to bypass the disciplinary procedures suggested.

The normal process of progressive discipline will be initiated when an employee is not meeting HUW standards of behavior or performance.  The employee’s supervisor shall take the following action:

· Meet with the employee to discuss the matter;

· Inform the employee of the nature of the problem and the action necessary to correct it. Issue a written reprimand or warning and place document in personnel file.
· If there are additional occurrences, the President may or may not offer a second chance and can terminate employee.
Employees who believe that they have been disciplined too severely or who question the reason for discipline are encouraged to use the Dispute Resolution Process.  

EMPLOYEE DISPUTE PROCESS

HUW anticipates that each employee will have a successful employment experience. However, there may be an occasion when a problem relative to your working conditions or the administration of Organization and Personnel Policies may occur.  A dispute is an allegation, by an employee, that there has been a violation, misinterpretation or misapplication of the terms of the HUW Official Policy Manual.

An Employee who feels that he/she has an appropriate dispute should proceed as follows:

· Informal Complaint & Meeting with President.  The employee will submit his/her complaint in writing.  The President shall resolve the issue within five (5) days and shall prepare a written summary of the dispute and proposed resolution for the employee's personnel file.   

· Appeal Decision to the Board’s Human Resource Committee:  An employee may appeal in writing the President's decision to the Human Resource Committee.  The Committee will investigate the dispute and will then issue a written decision.  The Human Resource Committee may forward the appeal to the Executive Committee and/or Board of Directors when deemed appropriate.

TERMINATION OF EMPLOYMENT

An employee is free to resign at any time for any reason.  HUW reserves the right to terminate employment at any time for violation of policy and procedures, failure to meet job competence or for conduct inconsistent with HUW mission and goals.  Also, an employee who is absent from work for three consecutive days without being excused or given proper notice will be considered as having voluntarily resigned.  

An employee is requested to give a written two-week notice of their intent to resign. The President should give as much advance notice of his/her intent to resign/retire but is asked to provide a minimum of 30 days notice.   Failure to give written notice may result in forfeiture of non-vested HUW benefits such as pay out for unused annual leave and render him/her ineligible for rehire.

To ensure that termination is the appropriate course of action, the President will review employee records and make recommendations before any final action is taken.  This review will ensure that the decision is based on objective and job-related reasons that the employee has been treated fairly and that the discipline is administered consistently among similarly situated employees.

TERMINATION PROCESS

The President will offer to conduct an exit interview no later than the employee’s last working day.  The President will maintain written reports of the termination notice meeting (when applicable) and exit interview.  Pertinent items requiring managerial review and needed changes of policy will be brought to the attention of the HUW Human Resources Committee.  An employee may be called upon to assist in the training of their replacement. 

The Director of Finance will attempt to have the employee's final pay, including accrued annual leave available on the next regular payroll.  He/she also will be responsible for obtaining from the employee any funds advanced and all HUW property such as keys and other property.  If the employee owes HUW any money or is responsible for any lost or damaged property, those accounts are to be settled by deduction from final pay, unless prohibited by law. 

Requests for employment references must be made in writing to the President and should include an authorization by the employee for the release of the requested information and release of confidentiality.  The President will not release information without the employee’s authorization and will limit the information to verification of the employee’s position, wages and dates of employment with HUW.

REIMBURSEMENT POLICIES

GENERAL          

Employees traveling on HUW business are representatives of the United Way and are expected to maintain a high level of professionalism and to follow all of HUW's policies and rules.  It is the policy of HUW that business travel must be approved in advance and should be engaged in and reimbursed according to the guidelines below.  HUW Expense Reimbursement Form will be used to record expenses. 
All employee business expenditures are to be submitted during the month that the expenses were incurred and are subject to HUW's internal review process.  Employees must book the least expensive fares, parking and stay and eat at moderately priced establishments.  Meals will be reimbursed when overnight travel is required. The maximum per diem rate for daily meals and lodging allowances is determined by the General Services Administration (GSA) rate for the specific area or location.  Utilizing the per diem rate for the specific area, employees will be reimbursed for each quarter that a meal is not provided or included in the conference/meeting.  A cash advance may be obtained for approved business travel by submitting a written request to the President that does not exceed approved per diem rates.  HUW reserves the right to issue further guidelines specifying or restricting reimbursement procedures.  

Expenses for approved HUW business will be reimbursed when properly documented by the employee and approved by the President.  (The Board Chair will review and approve travel and expenses by the President.)  Examples of expenses normally paid or reimbursed include transportation, meals, lodging, and limited incidental expenses.  Any travel expenses considered unreasonable under the circumstances will not be paid or reimbursed and are the employee's personal responsibility. 

MILEAGE 

HUW will reimburse employees for business-related travel that is properly authorized, reasonable, and appropriately documented.  HUW will reimburse employees at the current rate approved by the Internal Revenue Service (IRS) for those miles incurred on an individual's personal vehicle while conducting HUW business.  Reimbursement on a per mile rate is intended to cover all costs of operating the travelers personal automobile including gasoline, oil, insurance, repairs, etc.  Tolls and parking fees are considered additional reimbursable expenses.
Mileage is recorded on the HUW Expense Reimbursement Form.  Employees must submit their request for mileage reimbursement within 30 days of travel.  Employees who fail to submit timely requests may not be reimbursed for their travel expenses.  

HUW requires that personal vehicles used on HUW business be insured as required by law.  HUW does not provide reimbursement for deductible amounts applicable under personal vehicle coverage.  HUW insurance is excess over the employee's own insurance coverage as stipulated in HUW's policy.

MEALS             

HUW will reimburse employees for business-related meals that are properly authorized and appropriately documented.  Meal expenses should be reasonable and should not exceed the GSA rates for the location.  Meal costs are reimbursed for the actual, reasonable cost, including tax and gratuity, and will be documented on the HUW Expense Reimbursement Form with appropriate receipts attached for local meetings.  When traveling overnight (or long enough that you need to stop for sleep or rest to properly perform your duties.) for HUW, GSA per diem rates will be provided for the number of quarters an employee is traveling and when a meal or snacks are not provided already.  
LODGING

HUW will reimburse employees for business related lodging that is properly authorized and appropriately documented.  Lodging expenses should be reasonable and should not exceed the GSA rates for the location.  Reimbursement will be made for actual and reasonable lodging expenses when supported by the paid receipts and documented on the HUW Expense Reimbursement Form.  

Hotel reservations may be made with an agency credit card to guarantee a late arrival.  If unable to honor that reservation, it is the employee’s responsibility to ensure that the room is cancelled in compliance with the cancellation terms established by the hotel.  Unless there is an authorized reason for not canceling a reservation, HUW will not pay those charges and they will be the responsibility of the individual.   Late check out penalties is not reimbursable.

REGISTRATION FEES
When an employee is authorized to participate in training programs, conventions or conferences the registration fees may be prepaid by HUW or reimbursed afterward when supported by the paid receipt and documented on the HUW Expense Reimbursement Form. 

COMMERCIAL TRANSPORTATION




Employees must book inexpensive commercial transportation when traveling on HUW business.  Transportation fares may be pre-paid by HUW or will be reimbursed when supported by the paid receipt and documented on HUW Expense Reimbursement Form.  

PHONE EXPENSES




HUW will reimburse employees for business-related phone calls that are supported by an itemized phone bill and documented on the HUW Expense Reimbursement Form. The President shall be reimbursed expenses associated with maintaining a mobile phone.
HUW CREDIT CARD & USE





Employees are authorized to use the HUW credit card for travel and other approved expenses.  All charges made to HUW Credit Card will be supported with receipts turned into the Finance Director.  If an employee inadvertently makes a personal charge on the credit card, payment must be remitted in full by the  due date and made payable to the credit card company.







EMPLOYEE BENEFITS
HOLIDAYS 
HUW provides 11 paid holidays each year to full-time and pro-rated part-time employees.  
The office will be closed on the following holidays:


New Year’s Day


Thanksgiving Day


Memorial Day



Thanksgiving Friday


Independence Day


Christmas Eve 

Labor Day



Christmas Day

Veteran’s Day



Martin Luther King Day


One (1) Personal Day

If a holiday occurs during the time you are taking annual leave, that day is paid as a holiday and not charged to annual leave.  Holidays falling on a weekend will be observed the Friday before or the Monday following.  Holiday pay will be pro-rated based on the percentage of full-time employment.  
ANNUAL LEAVE



Full-time and part-time (20 hours/week) employees are eligible to receive annual leave with pay.  Temporary employees are not eligible for annual leave.  Annual leave should be approved by the President prior to the start date and is accrued as 

follows:         
Employed  =  Vacation   

  
1-4years
   10 days 
  
5-9 years
   15 days 
  
10+ years
   20 days



Accumulated and used annual leave time will be reflected on the employee’s pay stub detail.  Employees may not carry over earned, but unused, vacation time above their annual vacation allowance into the new calendar year.  Exceptions to this policy may be granted by the President.  Under special circumstances, and upon approval of the Executive committee, earned vacation may be paid in lieu of time off.  In the event of termination of employment, employees will be paid for unused annual leave unless terminated from HUW for misconduct.

SICK LEAVE tc \l2 "YOUR SICK LEAVE PAY
Sick leave benefits are available after the initial 90 days of employment.  All full-time and part-time employees are eligible for the use of sick leave for themselves or an immediate family member for an illness or for medical, dental or optical examination or treatment.  It is the employee’s responsibility to notify the President of his/hers appointment(s) and/or to call the HUW office when he/she is sick.  A doctor's note is required when absence exceeds five days.

For all full-time employees and part-time employees’ sick leave is accrued at a rate of one day for each full month of employment completed.   Employees not working full-time will have their sick leave pro-rated according to the number of hours averaged per year.  These days can be accumulated up to a maximum of 60 days.  When an employee’s illness continues beyond the expiration of sick leave credit, the remaining time may be charged to annual leave or as a leave of absence.  Unused accrued sick leave at the time of termination of employment will not be paid.

PERSONAL LEAVE with Pay

It is recognized that there are times when employees may be required to absent themselves from work for personal reasons such as serious illness or death in the immediate family or an appearance in court.  Personal leave must be requested and approved in advance by the President.  Employees are provided a reasonable time to arrange and attend (with pay) in the event of serious illness or death in the immediate family.  Immediate family is defined as the employee’s parents, spouse, brothers, sister, children, grandparents, grandchildren, mother-in-law, father-in-law, sister-in-law, brother-in-law or any person living in the employee’s household
PERSONAL LEAVE without Pay
Personal Leave is an approved absence from work without pay.  Employees must submit a written request for leave of absence and receive approval by the President and the Executive Committee.  Whenever possible a request should be made at least one month in advance.  In no instance is a leave of absence granted automatically.  Accrued vacation time must first be used before a leave without pay will be granted.  No benefits or leave shall accrue during a leave of absence in excess of 5 working days.  Any leave of absence of 30 days or more shall be deducted from consecutive length of employment. 

JURY DUTY LEAVE


tc \l2 "JURY DUTY
An employee summoned and serving jury duty will be granted time off with pay when needed for actual jury duty.  The President should be notified when the employee receives a summons to serve.  Employees are expected to return to work when excused from jury duty for the day or when the period of jury duty is over.  The employee's pay will be reduced by the amount of any jury duty compensation received.

SOCIAL SECURITY BENEFITS 

Social Security Act payments are made by both the employee and the organization.  Normally, employees will be eligible to receive a monthly income from Social Security when they retire or when they become totally or permanently disabled.

WORKER'S COMPENSATION 

Employees are provided insurance coverage from the day of employment.  This is paid in full by HUW.  The policy covers injury resulting from accidents while on the job.  All such incidents must be reported to the President within 24 hours of occurrence and a written Injury Incident Report completed.  

UNEMPLOYMENT COMPENSATION

HUW complies with the regulations of the State Unemployment Compensation Fund.   If you become unemployed through no fault of your own, you may be eligible for unemployment compensation for a limited period under provisions and laws of Nebraska.

INSURANCE 

Upon completion of a 90-day introductory period, HUW employees working a minimum of 30 hours per week will receive benefits equal to 10% of their gross annual wages to be used for health insurance, life insurance, vision or dental care, retirement and dependent care.  If an employee chooses an option other than what is offered through the United Way Flex Plan, the 10% designated for benefits will be subject to tax (i.e. salary enhancement).  
RETIREMENT PLAN          

Upon completion of a 90-day introductory period, HUW will contribute monthly 4.5% of an employee’s gross income to a 403(b) retirement plan for all employees working a minimum of 30 hours per week.    
DISABILITY COVERAGE
Upon completion of a 90-day introductory period, HUW will provide long-term disability coverage for all employees working a minimum of 30 hours per week.  The coverage will provide 60% of salary after a 30-day waiting period.  Any disability caused by, contributed to, or resulting from a pre-existing condition will not be covered unless the employee remains treatment free for 12 consecutive months beginning on or after the insured’s initial effective date of coverage. 

WELLNESS BENEFIT
Upon completion of a 90-day introductory period, the United Way will pay monthly for Health and Wellness activities up to or equivalent to 50% of the monthly cost for a basic single YMCA membership to promote and support employee health and wellness.
EMPLOYEE RESPONSIBILITES
ATTENDANCE

Being on the job and on time each working day contributes greatly to a better team effort and the efficient operation of HUW’s programs. If an employee finds it necessary to be late or absent from work because of illness or an emergency situation, he/she will contact the President.  Employees who are absent from work for three consecutive days without being excused or giving proper notice will be considered as having voluntarily resigned.  

PERSONAL APPEARANCE 

It is the policy of HUW that each employee’s dress, grooming and personal hygiene should be appropriate to the work situation. At the President's discretion, employees may occasionally be allowed to dress in a more casual fashion than is normally required.  On these occasions, employees are expected to present a neat appearance and are not permitted to wear ripped or disheveled clothing, suggestive attire or similarly inappropriate clothing.

TELEPHONE & VOICE MAIL USE

HUW telephones are to be used for business purposes in serving the interest of our funded agencies and for normal HUW operations.  Answer all calls promptly and courteously starting with “Heartland United Way” and include your name.  On occasion personal calls may be necessary but limit them to emergencies or essential personal business.  When an employee takes a message for someone else in the office, a written message will be left on that person's desk giving the caller's name and phone number.  The President will monitor long distance calls by reviewing the monthly itemized phone bill.

Employees’ on-line/internet use should be limited primarily to work-related activities.  In addition, employees should not duplicate or download from the Internet or from an e-mail any software or materials that are copyrighted, patented, trademarked or otherwise identified as intellectual property without express permission from the owner. Employees are prohibited from using the Internet to view pornographic or other unsuitable sites at any time.  

Like your computer, the United Way will access your email for various reasons.  In use of e-mail for business or personal purposes, you should be aware that such messages are not entirely confidential.  Do not use derogatory, offensive or insulting language in any email message.  
EMPLOYMENT OUTSIDE OF HUWtc \l2 "EMPLOYMENT OUTSIDE OF MACAA
HUW does not wish to prevent an employee from holding outside employment but, in the best interest of all concerned, the following policies have been adopted with regard to additional employment:

· The employee is required to notify the President if he/she is engaged in any employment outside of HUW.  The President will notify the Board Chair only when there is a need or problem. 

· Such employment shall not interfere with the efficient performance of the employee's duties, constitute a conflict of interest with his/her duties, occur with any HUW-funded organization or occur during his/her regular working hours at HUW.

COMPLIANCE



HUW employees are responsible for familiarizing themselves with the content of the HUW Official Policy Manual and for complying with the core values, code of ethics and the operating policies, standards and principles set forth in this manual.  Upon completion of orientation, each employee will sign a Certificate of Compliance that will be placed in the individual's HUW file.  (See Attachment 6)
HAZARDOUS WEATHER OR OTHER ENVIRONMENTAL CONDITIONS


The President shall determine when HUW will be officially closed or opening late because of the weather and will notify staff.  The President will take into account weather conditions affecting our location and issue appropriate instructions to staff to protect their safety.  

CONFIDENTIALITY
During the course of employment, employees will be working with Partner agencies, volunteer lists, future plans, donor information and other information that is highly confidential.  Employees are trusted to protect this information by safeguarding it when in use, filing it and/or disposing of it properly and discussing it only with those who have a legitimate business need to know.  

SECTION IX
GLOSSARY

Allocations:  Also called "Community Investments".  An annual process performed by an all volunteer panel that “allocates" or distributes funds to member and non-member agencies and programs that provide human and health services.  Allocations are paid out to member agencies monthly and to non-member agencies in one lump sum in April.

Board Member:  Any member of the HUW Board of Directors.  Board Members are uncompensated and serve two, two-year terms with an optional 5th year available.

Campaign:  A region-wide fund-raising effort to solicit contributions from individuals, businesses and others.  The Campaign starts with the Pacesetters in August, the Active Campaign in September-December.

Campaign Cabinet:  A group of volunteer community leaders, recruited and led by the Campaign Chairs, selected to coordinate solicitation efforts for each of the campaign divisions.
CFC:  Combined Federal Campaign is an organized solicitation of federal employees that may be part of some United Way campaigns, but has its own structure and set of guidelines.  HUW is affiliated with a couple of CFC's in surrounding areas.

Community Building:  A long-term process of identifying and addressing and meeting  critical needs in communities through needs assessments and the formation of community partnerships.

Community Impact:  The formation of community partnerships and leveraging of funds for new initiatives and/or to fund specific needs.  The desired outcome is a long-term impact on the root cause of the problem and not short-term symptomatic treatment. 

Contingency Funds:  Designated by the Board, these are monies set aside for purposes of operating expenses and community emergencies not otherwise covered by the normal budgeting and allocation process.

Corporate Gift:  Any contributions made by a business.

Designated Donation:   A contribution that the donor has specified for a particular agency or program only.  United Ways provides donors an opportunity to make designations when contributing in order to fulfill the donor’s wishes.

Donations:  Monetary or in-kind contributions made to HUW.

Donor:  An individual, business or entity that makes charitable contributions to HUW.

Employee Campaigns:  Organized solicitations of all employees at a particular company or business.  The CEO of the company usually designates an Employee Campaign Coordinator to oversee the solicitation effort.

Fiscal Year:  A fiscal year is the “accounting year” in which all business is transacted and recorded.  The HUW fiscal year is January 1 through December 31. 

HUW:  An abbreviation for Heartland United Way

Immediate Family Members:  An individual's spouse, children, parents, grandparents, siblings and spouses of children or siblings.

In-Kind Donations:  Businesses or individuals who donate services or products instead of cash contributions. 
Leadership Giving:  A program used as a marketing tool to provide incentives and recognition for donations of $500 or more.  The Alexis de Tocqueville Society, a national recognition program for donors who give over $10,000, is administered by the United Way of America and promoted on the local level. 

Loaned Executive:  A business/company which strongly supports Untied Way may "loan" one or more employees to act as part-time or full-time HUW staff during the campaign.  Loaned Executives typically conduct and monitor employee campaigns.  Salaries and other expenses continue to be paid by the employer.

Member (Partner) Agency:  An agency that meets all HUW membership requirements and provides health and human services programs in the HUW service area.

Metro Size:  United Ways are classified according to the amount of money raised during their campaign.  This results in their being assigned a classification by "metro size":  Metro VI = $500,000-$750,000; Metro V = $750,000-$1 million; and Metro IV = $1-2 million campaign.

Nominal Value – A nominal value is considered something of less than $200 in value

Non-member Agency:  A 501c(3) or non-profit agency or organization that has no direct affiliation with HUW.  Designated donations to non-member agencies will be assessed a 10% administration & uncollectible fee. 

Non-public Information:  Any business, financial or personal information which is not and should not be publicly disclosed.

Non-campaign Income:  Revenue other than campaign contributions such as grants, sponsorships, investment interest, etc.

Overhead/administrative costs:  Monies spent on salaries, benefits, office rent, fundraising, etc.  The amount spent on these items is typically low for United Ways and is marketed to the public as one reason giving through the United Way "umbrella" is cost-effective.

Pacesetters:  A group of companies/businesses who agree to conduct their employee campaigns in August, before the active campaign begins, so that the general campaign kicks-offs will have a portion of the money already raised.  Pacesetters have 10 or more employees; 50% employee participation and an average $50 per capita gift.
Pledge:  A written agreement made by an individual or employee to donate a specific sum of money that is usually over a 12-month period.  Payroll pledges are usually deducted monthly on a calendar year basis (Jan-Dec).  Individual pledge donors will be billed periodically to ensure collection of the pledge.

Political Committee:  Any party, committee, association, fund or other organization organized and operated primarily for accepting contributions to influence the selection, nomination or election of any individual to any federal, state or local office.  

Political Contribution:  Anything of value, including monetary and in-kind gifts, provided for the purpose of influencing the outcome of an election.

Privileged Information:  Information that is protected from involuntary disclosure by legally recognized privileges such as attorney-client, doctor-patient, etc.

Representatives:  Individuals who provide personal services to HUW as independent contractors, consultants or loaned executives.

Staff:  Any HUW employee, loaned executive or volunteer working for or on behalf of the HUW and reporting to the President.

Uncollected Pledge Promises:  Unpaid pledges or collection losses from individual donors and payroll deduction donors which are usually a result of employees leaving a company or the company going out of business.

Vendors:  Those who provide goods and services to HUW for a fee.

Volunteers:  Individuals, other than Board members, who perform their HUW duties without compensation.

Section X   - OTHER POLICIES

WHISTLEBLOWER POLICY

General
Heartland United Way’s Code of Ethics and Conduct (“Code”) requires directors, officers and employees to observe high standards of business and personal ethics in the conduct of their duties and responsibilities. As employees and representatives of the Heartland United Way, we must practice honesty and integrity in fulfilling our responsibilities and comply with all applicable laws and regulations. 
Reporting Responsibility
It is the responsibility of all directors, officers and employees to comply with the Code and to report violations or suspected violations in accordance with this Whistleblower Policy. 
No Retaliation
No director, officer or employee who in good faith reports a violation of the Code shall suffer harassment, retaliation or adverse employment consequence. An employee who retaliates against someone who has reported a violation in good faith is subject to discipline up to and including termination of employment. This Whistleblower Policy is intended to encourage and enable employees and others to raise serious concerns within the Heartland United Way prior to seeking resolution outside the Organization. 
Reporting Violations
The Code addresses the Heartland United Way’s open door policy and suggests that employees share their questions, concerns, suggestions or complaints with someone who can address them properly. In most cases, an employee’s supervisor is in the best position to address an area of concern. However, if you are not comfortable speaking with your supervisor or you are not satisfied with your supervisor’s response, you are encouraged to speak with someone on the Executive Committee or anyone in management whom you are comfortable in approaching. Supervisors and managers are required to report suspected violations of the Code of Conduct to the Heartland United Way’s Board Treasurer, who has specific and exclusive responsibility to investigate all reported violations. For suspected fraud, or when you are not satisfied or uncomfortable with following the United Way’s open door policy, individuals should contact the Heartland United Way Board Treasurer directly. 
Compliance Officer
The Heartland United Way’s Compliance Officer (Board Treasurer) is responsible for investigating and resolving all reported complaints and allegations concerning violations of the Code and, at his/her discretion, shall advise the President of the Heartland United Way and/or the Finance committee. The Compliance Officer has direct access to the Finance committee of the board of directors and is required to report to the Finance committee at least annually on compliance activity. The Organization’s Compliance Officer is the chair of the Finance committee.  
Accounting and Auditing Matters
The Finance committee of the board of directors shall address all reported concerns or complaints regarding corporate accounting practices, internal controls or auditing. The Compliance Officer shall immediately notify the Finance & Executive committees of any such complaint and work with the committee until the matter is resolved. 
Acting in Good Faith
Anyone filing a complaint concerning a violation or suspected violation of the Code must be acting in good faith and have reasonable grounds for believing the information disclosed indicates a violation of the Code. Any allegations that prove not to be substantiated and which prove to have been made maliciously or knowingly to be false will be viewed as a serious disciplinary offense. 
Confidentiality
Violations or suspected violations may be submitted on a confidential basis by the complainant or may be submitted anonymously. Reports of violations or suspected violations will be kept confidential to the extent possible, consistent with the need to conduct an adequate investigation. 
Handling of Reported Violations
The Compliance Officer will notify the sender and acknowledge receipt of the reported violation or suspected violation within five business days. All reports will be promptly investigated and appropriate corrective action will be taken if warranted by the investigation.  

INVESTMENT FUND INVESTMENT POLICY

INTRODUCTION

The primary purpose of this policy is to establish written guidelines and a statement of objectives for investing the assets designated to be held in the unrestricted Investment Fund of the Heartland United Way.  This policy may also be used for investing assets restricted by future donors, but to be held in the Investment Fund.  Specifically, the investment policy has been formulated to provide the following:

A. A clear understanding on the part of the Board of Directors, Finance Committee and the Investment manager/Agency as to the investment objectives, guidelines and expectations relating to the assets or monies designated to the Investment Fund.

B. A basis for the Finance Committee to monitor the investment process and 

evaluate the performance of the assets under management.
DUTIES

A. Finance Committee

The Finance Committee, with or without assistance from an Investment Manager/Agent will be responsible for the following:

a. Recommending the selection of an Investment Manager/Agent for final approval by the Board of Directors.

b. Establishing reasonable investment objectives.

c. Developing sound and consistent investment policy guidelines.

d. Monitoring and evaluating performance results in consideration of the Investment Policy objectives and expectations.

e. Reviewing the Investment Policy on an annual basis or more often if conditions warrant.

f. Review the performance of the Investment Manager/Agent annually to consider whether the expectations are being met and the needs of the United Way are being met.  The Finance Committee, subject to Executive Committee approval, could re-bid for the Investment Manager/Agent at any time but should be conducted at a minimum every three years.
B. Investment Manager/Agent

a. The Investment Manager/Agent will be selected by the Finance Committee and approved by the Heartland United Way Board of Directors from the following process.

i. A notice to submit a proposal will be published in the local newspaper.

ii. A pool of three to five proposals will be presented to the Finance Committee.

iii. References will be reviewed for the top candidate.

iv. Final recommendation will be forwarded to the Executive Committee and the Board of Directors.

b. The Investment Manager/Agent will make recommendations for all 

investment decisions regarding the assets of the Investment Fund in accordance with the objectives, guidelines and expectations set forth in this Investment Policy.  
c. The Investment Manager/Agent is responsible for communicating with the Finance Committee on all significant matters pertaining to the investment of the Investment Fund under its management and should also advise the Finance Committee as to the investment of all the assets within the Investment Fund, whether under the management of the Finance Committee or the Investment Manager/Agent.  The Finance Committee should be consulted before the Investment Manager/Agent acts on any major changes in investment outlook, investment strategy and other matters broadly affecting policy.  Whenever the Investment Manager/Agent believes that any particular guideline is too broad or too restrictive, requires further definition, or should be altered or deleted, it shall be the responsibility of the Investment Manager/Agent to initiate communication with the Finance Committee.

d. The Investment Manager/Agent will provide management with monthly reports of account holdings and transaction activity.  The Investment Manager/Agent will present quarterly reports to the Finance Committee.  The reports should include performance reviews of the investments along with comparisons against an appropriate benchmark.  

INVESTMENT PHILOSOPHY AND OBJECTIVES (LONG TERM INVESTMENT FUNDS)
A. The Investment Fund is a perpetual fund.  The Heartland United Way’s goal is to increase the purchasing power of the investment fund through the years and to increase the assets held in the Investment Fund.  This can be accomplished by investing in line with target allocations and by controlling spending from the fund.  (A spending Objective is outlined further within this policy.)

B. The Investment Policy adopted by the Board of Directors provides that the Heartland United Way will follow the “Prudent Man Rule” when making investment elections and will invest to obtain the most favorable returns available consistent with the goal of maintaining quality and growth of the funds.  In making such investments, political, environmental or social cause issues cannot be controlling considerations.

C. Based upon historic results and future expectations, equity investments are expected to produce higher total rates of return for the Investment Fund than will be expected from fixed income investments over long periods of time.  In order to achieve this goal and provide for regular income and liquidity, the Finance Committee has recommended and the Board of Directors has established the following investment ranges and targets for allocating the assets of the Investment Fund:

Target Range

Cash and Equivalents

0-5%




Fixed Income


25-40%


Equities


60-75%
Up to 40% of Equities may be invested in international investments

INVESTMENT POLICY FOR CONTINGENCY FUNDS

A. The United Way needs to have the equivalence of a 6 month operating and agency allocation reserve in the contingency funds.  The purpose of the contingency funds are to make monthly agency allocation and office expense payouts in times of emergencies.  The equivalent of the 6 month reserve must remain in a liquid cash account.

B. After the 6 month reserve is met, the remaining contingency balance will have no less than 50% in cash with up to 50% of the remaining balance eligible for investing.  The United Way may opt to have the full balance in a liquid cash account.

C.  The funds that are invested will follow the target range below:

Target Range

Cash and Equivalents

0-10%




Fixed Income


30-40%


Equities


50-60%
INVESTMENT GUIDELINES - Investment Type and Quality

· Equity Investments - Equity investments are to be established based on potential for above-average returns, over the long term, from investment quality and growth-oriented common stock and/or mutual funds.  In general, common stock or mutual funds should be selected which invest in companies with positive and growing earnings, conservative use of debt and ample market liquidity. Mutual Fund Trading.  With the exception of cash reserve, the portfolio is to be invested long-term.  Mutual funds should not be purchased with the intent of attaining short-term gains.  Mutual funds may be traded to improve yields, quality, maturity dates or composition of the portfolio.  Trades should be based on prudent investment strategy.

· Fixed Income Investments - Fixed income investments should be invested in investment grade bonds or bond funds.  

A. Bond/CD Investment Process will involve: 
a. Director of Finance calling all banks for current CD rates before the Finance Committee meeting immediately preceding the maturity date. 
b. Director of Finance will contact the current holder of the CD to match the best bank rate CD rate being offered. 
c. If the holder is unable to match the best bank CD rate Finance committee discretion applies. 
d. Finance Committee approval.
· Cash Reserves - The Investment Manager/Agent may maintain cash or cash equivalents in such amounts as are necessary.  Unless otherwise approved in advance by the Finance Committee, the investment shall be limited to the following:

U.S. Treasury obligations or issues of agencies guaranteed by the U.S. government, the maturity of which should not exceed one year. U.S. Government base money market mutual funds. 

PROHIBITED INVESTMENTS

No investment shall be made that would result in the denial of the tax exemption of Sections 501(c)(3) of the Internal Revenue Code.

No investments should be made in funds investing in venture capital, private or letter stock, margin purchases, commodities, oil and gas properties, futures or options. 

PERFORMANCE REVIEW

Portfolio performance will be reviewed by the Finance Committee on a semi-annual basis-emphasizing adherence to the objectives and guidelines established in this Investment Policy.  Equity and fixed income funds will be analyzed in consideration of the effects of market cycles due to the long-term nature of the investments.  [Performance will be evaluated on a weighted-average basis in comparison with the following indexes:  S&P 500; Bond Investments-Shearson Lehman Intermediate Government Corporate Index; Cash or equivalents-U.S. T Bills (90 days).]

SPENDING OBJECTIVE

As noted above, if the Heartland United Way were to overspend from the Investment Fund each year, inflation would, overtime, decrease the value of the fund.  In order to protect the Fund from the effect of inflation and to increase the assets of the Fund, the Finance Committee has adopted a “Spending Objective” which limits the investment spending.

Annual spending from the Investment Fund shall not exceed 50% of the income earned during the previous calendar year from the total invested assets designated to the Fund.  The earned income may be comprised of interest and dividends as well as any capital gain distribution from mutual funds held within the Fund, but shall not include capital gains realized from the sale or conversion of equities or fixed income assets of the Fund.  Withdrawals for spending shall be first taken from interest income, then dividends, and then mutual Community Investments of the Fund assets.  Under no circumstance should the principal amount of the Investment Fund be withdrawn, distributed or reduced without the prior approval of the Board of Directors.  The earned income not distributed (spent) shall be retained within the Investment Fund and added to the principal assets of the Fund.  This spending objective is to be reviewed on an annual basis in conjunction with the preparation of the Heartland United Way office budget.
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