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AAUW California Policies and Procedures Introduction

The AAUW CA policies and procedures govern the day-to-day operations and administration of
the state organization, as well as branch activities associated with statewide activities and
projects. The policies clearly define decisions made by the AAUW CA governing body over
time, and the procedures describe the steps that need to be taken to carry out these policies.

These policies and procedures are to be used in conjunction with the AAUW CA bylaws, which
is the primary governing document of the corporation. At no time may the policies and
procedures be in conflict with the national AAUW bylaws or public policy program, or the
AAUW CA bylaws or public policy priorities.

The policies and procedures are reviewed annually and updated as needed to reflect current

operations and business practices of the organization. These policies and procedures may be
amended, suspended (for a specific purpose) or rescinded by a majority vote of the board of
directors.

The policy sections have been organized to correspond with articles in the AAUW CA bylaws:

Policy Section Bylaws Article
100-Management I. Name and Governance
200-Purpose II. Purpose

300-Use of Name III. Use of Name
400-Membership and Dues IV. Membership and Dues
500-Nominations and Elections V. Nominations and Elections
600-Officers VI. Officers

700-Board of Directors VII. Board of Directors
800-Executive Committee VIII. Executive Committee
900-Committees and Appointments IX. Committees
1000-Financial Administration X. Financial Administration
1100-Meetings XI. Meetings

Each policy within each section is dated with the most recent amendment date and the version,
beginning with Version #01 from completely revised policies approved by the board in April
2013.

Please note that the American Association of University Women of the State of California, Inc is
referred to as AAUW CA, or the state; the AAUW CA board of directors is referred to as board,
or directors; and the AAUW CA president is referred to as president.

These policies and procedures are exclusively for the use of AAUW CA.
AAUW CA Governance Committee

Sandy Kirkpatrick, AAUW CA Secretary
April 2013



AAUW CA Policy Section 100: Management 101
Office and Office Manager

Policy 101 — Office and Office Manager

101.1  Office

AAUW CA maintains an office in Sacramento. The office centralizes and administers state
business as appropriate. The AAUW CA president oversees the office. The executive
committee of the board of directors serves as the personnel committee.

The state president has overall responsibility for and must sign leases, agreements and/or
contracts. Prior to their initial signing or renewal, all leases, agreements and/or contracts related
to office operations will be reviewed by the president and chief financial officer (CFO) to ensure
that best business practices are in place for the administration of the office and its related
functions/facilities/equipment.

101.2  Office Manager
The office manager supports AAUW CA’s mission and vision through the delivery of services to
state officers, branches and members.

The office manager shall be an at-will employee of the corporation and may not accept outside
employment without the express approval of the board.

Subject to the supervisory powers of the board and the president, the office manager shall:

1. Be responsible for day-to-day administrative functions, including but not limited to,
providing general information to members, prospective members and the public; producing
and distributing regularly scheduled communications and mailings of the state not handled by
the communications committee of the state; and providing bookkeeping functions that
support the financial operations of the state.

2. Maintain a master file of branch documents and state files (e.g. minutes, resolutions, history,
public policy, archives).

3. Maintain an asset list and files of letters of agreement for equipment use. (See Policy 102-
Equipment)

4. Serve as the assistant secretary of the corporation, and perform all duties delegated by the
secretary, subject to the general oversight of the secretary.

5. Serve as the assistant Chief Financial Officer (CFO) of the corporation, and perform all
duties delegated by the CFO, subject to the general oversight of the CFO.

6. Perform any other powers and duties as may be authorized or required by the board, any
committee, or the president.
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Equipment

Policy 102 — Equipment

102.1 AAUW CA Assets

AAUW CA owns/leases equipment for the performance of AAUW CA business. Owned/leased
equipment is tracked as part of AAUW CA’s assets. The asset list is maintained by the office
manager in consultation with the president and CFO.

102.2 Loaning Equipment

Equipment may be made available for loan to board members for use during their term. Board
members who borrow AAUW CA equipment must sign a letter of agreement. The letter of
agreement will include terms of the loan including responsibility for maintenance and protection
of the equipment from damage or loss. Copies of the letter of agreement will be maintained by
the board member and the office staff.

]
]
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AAUW CA Policy Section 100: Management 103
Interbranch Councils (IBCs)

Policy 103 - Interbranch Councils (IBCs)

103.1  Purpose

Interbranch Councils are formed to focus on public policy and community action in accordance
with AAUW and AAUW CA mission, purpose and the Use of Name policy in areas where two
or more branches exist. IBCs exist to:

1. Foster communication among branches.

Encourage multi-branch activities.
Alert branches to act on intercity or inter-county issues.

Establish positions on issues affecting the interbranch area.

AR

Engage in activities that enhance and promote AAUW CA membership and program.

103.2  Organization and Structure

Interbranch councils are composed of IBC officers, branch presidents or designated branch
members, branch public policy chairs, district liaison(s), state and AAUW team members, and all
interested branch members.

Each interbranch council determines its dues, based on expected expenses (e.g., mailings,
printing of minutes, membership in coalition organizations, publicity, meeting space costs) and
anticipated income (if any) from other sources.

Each interbranch council has officers responsible for carrying out duties of the council.

Each interbranch council has its own governing documents, which would include, at a minimum,
a policy sheet or set of standing rules. Model IBC bylaws can be found on the AAUW CA
website, and the governance committee and parliamentarian are available to help write or revise
these governing documents.

Each interbranch council will establish a meeting schedule, determining a minimum number of
meetings per year with options for the calling of special meetings, location(s) which would serve
the membership for maximum representation, and who should be responsible for the hosting of
meetings.

Date: 4/21/2013 (Version: 01) Page 1 of 1
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Conflict of Interest

Policy 104 - Conflict of Interest

104.1 Conflict of Interest

1. Service on behalf of AAUW CA at any level and in any capacity carries with it important
ethical obligations and legal responsibilities. Conflict of interest considerations affect all
aspects of governance and fiduciary responsibility, not just financial accountability. The
welfare of the organization must come before personal benefit. Concurrent service on
multiple levels of AAUW, including but not limited to national, state, interbranch, and
branch, carries with it the potential for conflicts of interest due to the competing interests of
the various AAUW entities and projects. Concurrent service on boards of directors of
multiple organizations carries a similar risk for conflicts of interest. AAUW leaders at any
level are encouraged not to compromise their fiduciary responsibilities in this way.

2. Board members and committee members must actively seek to avoid situations and activities
that create an actual or potential conflict between the individual’s personal interests and the
interests of the corporation. If a board member or committee member believes that a conflict
exists relative to a particular issue being considered by the board or any committee, he or she
shall disclose the conflict to the board or committee, as appropriate, and abstain from
discussion or voting on the issue.

3. Both the fact and the appearance of a conflict of interest should be avoided. Board members
or committee members who are unsure as to whether a certain transaction, activity, or
relationship constitutes a conflict of interest should discuss it with the president, who will
determine whether disclosure to the board or the assistance of legal counsel is required. The
board or committee member shall abstain from discussion or voting on the issue and shall
leave the room in which the meeting is being held. The minutes of the meeting shall reflect
that the conflict of interest was disclosed and that the interested person was not present
during the final discussion or vote, and did not vote. When there is doubt as to whether or not
a conflict of interest exists, the matter shall be resolved by a vote of the body, excluding that
individual.

4. AAUW CA directors and employees involved in the investment process shall refrain from
personal business activity that could conflict with proper execution of the investment
program, or that could impair their ability to make impartial investment decisions.
Employees and directors shall disclose to the president any material financial interests in
financial institutions that conduct business within their jurisdiction, and they shall further
disclose any large personal financial/investment positions that could be related to the
performance of investments.

5. Inthe event an actual or potential conflict of interest is not disclosed in advance or at all, the
matter shall be referred to the board for determination of continued membership or of the
individual concerned.

104.2 Definitions
1. For purposes of this section, a “conflict of interest” means a situation in which a board or
committee member is part of a discussion or decision by the board or a committee that has
the potential to financially benefit that board or committee member or a member of that
board or committee member’s immediate family. “Immediate family” means spouse or
domestic partner, children, parents, siblings, parents-in-law, or siblings-in-law. No officer,
]
]
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AAUW CA Policy Section 100: Management 104
Conflict of Interest

member of the board, appointed chair, project director or immediate relative shall realize any
personal gain from her/his office.

2. Any of the following actions may result in a conflict of interest:

a. Acceptance of gifts, entertainment, services, loans, or promises of future benefits from
any person who might benefit from said individual’s relationship with AAUW CA.

b. Performing for personal gain, any service to a supplier of goods to the organization as an
employee or consultant, or any other capacity that promises compensation of any kind.

c. Confidential material (rosters and personal contact information) acquired during service,
shall not be used for personal advantage or shared with any other group, organization or
business.

d. If director, appointed chair or project manager becomes a candidate for an employed
position with AAUW CA, that person shall resign her/his volunteer position prior to
submitting an application for employment.

104.3 Disclosure Form
Annually at the beginning of the AAUW program year each director, appointed chair, and

project manager shall sign the disclosure form regarding conflict of interest found appended to
this policy (see next page).
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Conflict of Interest

Conflict of Interest Disclosure Form

Any possible potential conflict of interest shall be disclosed in writing to the president by the
individual concerned prior to engaging in conflict of interest action.

When any such conflict of interest is relevant to a matter requiring action by the board, the
individual concerned shall call it to the attention of the president and such individual shall not
vote on the matter. Moreover, the individual shall leave the meeting room and not participate in
the final deliberations or decision regarding the matter under consideration.

The minutes of the meeting shall reflect that conflict of interest was disclosed and that the
individual was not present during the final discussion or vote and did not vote. When there is a
doubt as to whether a conflict of interest exists, the matter shall be resolved by a vote of the
board, excluding that individual.

In the event that a potential conflict of interest is not disclosed, the matter shall be referred to the
board for determination of the continued membership of the individual.

(Print name) I understand the concept of a conflict of
interest and declare that I have not knowingly been party to such a conflict that has not been
previously disclosed to the president. I also agree to report any potential future conflicts of
interest to the president prior to engaging in the action or activity.

Sign name

Date

Date: 4/21/2013 (Version: 01) Page 3 of 3



AAUW CA Policy Section 100: Management 105
Internet Guidelines

105 — Internet Guidelines

105.1 Purpose and Authority

1. The AAUW CA website, www.aauw-ca.org, (herein referred to as the state website) and
online communications provide information and services in furtherance of AAUW’s mission
to advance equity for women and girls through advocacy, education, philanthropy, and
research. Content focuses on all aspects of AAUW at the state level in California, and is a
benefit and service in furtherance of AAUW CA’s nonprofit and tax-exempt status.

2. This policy is designed to maintain the integrity of AAUW CA on the World Wide Web and
in other online communications and to avoid the use of AAUW CA’s name in ways
inconsistent with its image, mission, policies, and programs.

3. Any entity or individual who uses, accesses, or links to the state website—including logos,
written content, photographs, graphics, video, and audio—is bound by this policy. Use of,
access to, or linkage to the state website shall constitute acceptance of and agreement to be
bound by the terms in this policy. AAUW CA has the right to restrict or revoke access to any
entity or individual who violates any provision of this policy.

4. Any inquiries about the state website or this policy should be directed to webteam@aauw-
ca.org or office(@aauw-ca.org.

105.2  Content of State Website
State website content is developed by AAUW CA staff and leaders. The website is maintained
by the AAUW CA communications committee and staff for the following distinct audiences:

1. AAUW members, including branch leaders, branch members, national members,
college/university partners and student affiliates.

a. Content from the state website may be used in AAUW branch websites and online
notices for AAUW activities. Standardized logos and placement specifications and rules
on their use are provided through the member center at www.aauw.org, the website of
national AAUW, our parent organization.

b. Members may reprint materials in accordance with this policy provided that credit is
given to the AAUW CA website and usage is consistent with AAUW’s mission, policies,
and programs.

c. Members who use the state website to market, sell products, or raise funds across state
lines, including marketing, sales, and fundraising via the internet, need prior approval
from AAUW CA.

d. Branch events may be added to the state website calendar page if the events are open to
the public or multiple branches, a major branch fundraiser, or a collaboration with a
college/universtity partner member or like-minded coalition organizations.

2. Office staff.

a. Staff may use the state website in publications, newsletters, online notices, and other
materials in furtherance of AAUW’s mission and consistent with policies and programs
with the approval of the president.
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Internet Guidelines

b. The state website cannot be linked to or used for personal or professional financial or
political gain.

3. Public and prospective members.
a. The state website will include a branch locator and links to California branch websites.

b. Members of the public are welcome to sign up for California Action Alerts to join their
voices with AAUW CA members in pursuing public policy priorities.

c. Branch and state events that are fundraisers for AAUW and/or are open to the public.

105.3 Links

1. The state website links only to branch, IBC, or national AAUW websites; related links from
those websites; or the website of a board-approved coalition organization of national AAUW
or AAUW CA.

2. The executive committee must approve any requests for other links to be added to the state
website, and only may do so if the link is to content directly supporting AAUW’s mission,
program and policies.

3. AAUW CA is not responsible for any content on sites or web pages linked from the state
website. Since AAUW CA does not control those websites, individuals are encouraged to
review the privacy and other policies posted on these third-party sites.

4. AAUW CA does not support or endorse any activities on third party sites that may not be
consistent with AAUW ’s mission, policies, and programs.

105.4  Privacy on the Website and Other Electronic Communications

1. AAUW CA is committed to protecting the privacy of people who use the state website.
Visitors to the state website remain anonymous, and AAUW CA does not attempt to obtain
or retain personally identifiable information except as specifically stated.

2. Personally identifiable information may occasionally be requested, such as when a user sends
a secure contribution or registers for an email list. Like many nonprofit organizations,
AAUW CA obtains the names of potential supporters by renting membership lists of like-
minded organizations and publications. Sometimes, instead of paying the rental fee, AAUW
CA exchanges its list with another group’s list for a single use approved by the board. By
receiving mail from other similar groups, AAUW CA grows its programs and services.

3. Personal information in emails sent to staff or AAUW CA leaders will be used to answer
questions, address problems or complaints, or otherwise improve service. Users should be
aware that with any electronic communication, interception by unauthorized third parties is
possible, so they may wish to transmit particularly confidential or sensitive information by
regular mail instead.

4. The state website will publish personal information with the following
guidelines/restrictions:

a. Names will be hyperlinked to forwarding email addresses within the aauw-ca.org domain.
]
]
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For example, the president will have her/his name linked to email through
statepresident@aauw-ca.org.

b. All individuals without email will be linked through office@aauw-ca.org. Office staff
will directly mail or fax such communications to those individuals.

c. Photos taken at AAUW events may be posted on the state website without the permission
of the people appearing in the photo. When a photo has been posted, the names of those
appearing in the photo may also be posted; but names will not be added to candid shots
unless explicit permission has been received from those appearing in the photo.

d. Anyone who objects to his/her contact information or picture being posted in this way
may contact the director of communications or the AAUW CA president and the
information/picture will be removed as quickly as possible.

105.5 Email lists

1. The state communications committee and office manager will create and manage email group
lists for branch and state leaders. Members will be subscribed automatically to those lists
based on their leadership position(s).

2. State board and committee listservs are restricted to the members of those groups, but any
AAUW CA member may request to be subscribed to the mail group lists used for branch
broadcasts.

]
]
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Policy 106 — Publications

106.1 Membership Publications

1. AAUW CA distributes a state newsletter, California Perspective, to each member three times
a year. This publication is produced by the communications committee and distributed to
members in print and on the state website. It provides news and information about the
program, projects and activities of AAUW CA, and supports AAUW's mission. It also
informs each AAUW CA member about elections and matters to be presented at state
conventions or annual meetings. Funding for California Perspective, including publication
and distribution, is an element of the AAUW CA budget.

2. The communications committee also produces a daily publication during convention
sessions, SnapShots, providing news about convention activties. It is funded through the
convention budget.

3. Advertisements in California Perspectives and/or SnapShots may be submitted by AAUW
members, AAUW affiliated entities and AAUW coalition and marketing partners. The
communications committee must approve advertising, and may reject any advertising
incapatible with AAUW’s mission. Advertisement rates and instructions are available from
the AAUW CA state office. (See Policy 105-Internet Guidelines for information about
website link advertising.)

106.2 Administrative Packets

1. Branch administrative packets are prepared at the office in accordance with a schedule
developed by the state president, and funded through the state budget. Packets may include
letters by directors and committee chairs to their branch counterparts, a list of directors and
committee chairs, a work calendar and any items of information needing attention of the
branches. The president must approve all information in the packet. All directors, appointed
chairs, IBC chairs, and branch presidents shall receive a copy of each branch administrative
packet. When more than one member shares officer or chair positions, each member shall
receive a copy. Branches that have co-presidents will be entitled to two copies. It is the
responsibility of directors to share the administrative packet information with committee
members as appropriate.

2. The pre-convention packet contains items pertinent to conducting AAUW CA convention or
meeting business and must be approved by the president, convention manager and meetings
planner. The packet is produced and mailed from the office.

106.3  Special Publications

1. Special publications that have specific goals or objectives, a limited term, and are not
addressed elsewhere within the current AAUW CA program may be undertaken by AAUW
CA.

2. An ad-hoc committee, appointed by the president, will receive, review and make
recommendations regarding publication projects. The committee will submit
recommendations to the finance committee regarding funding the publication project and
request a specific budget allotment. The president will facilitate the approval and
implementation of recommendations of the ad-hoc committee, including assisting in the

]

]
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development and execution of publications; review and approval final drafts of publications,
reporting all publications recommended for approval by the ad-hoc committee to the board
for authorization or approval and funding, naming a project manager responsible for
implementing the publication project as approved by the board, monitoring the progress of
the project, and receiving the final evaluation, and ensuring that all insurance, risk
management, and legal requirements of a project are met.

3. Each publication project will be evaluated according to its relationship to the mission,
purpose and priorities; proposed goals, objectives and timeliness; action plan, time frame,
budget and evaluation procedures.

4. The AAUW Style Basics shall be followed and if appropriate, pagination shall be designed so
that pages may be added or removed easily. A written proposal must be submitted for each
new publication project.

5. A publication project begun but not completed in one fiscal year shall show reasonable
progress in order to have continued funding for a second year; no incomplete project shall be
funded for a third year.

]
]
Date: 4/21/2013 (Version: 01) Page 2 of 2



AAUW CA Policy Section 100: Management 107
Release of Member Information to Third Parties

Policy 107 - Release of Member Information to Third Parties

107.1 Members Personal Information

1. Personal information about AAUW CA members is confidential and subject to use of name
constraints. Phone numbers and other contact information may be released only to coalitions
of which AAUW CA is a member. The president and at least one other director must both
give approval for such a release.

2. Branches wishing to release information about their members must adopt a release of
member information policy. Branch counterpart phone numbers and other contact
information may be released.

107.2  State Directory

1. A directory of state and branch leaders is compiled annually at the state office from
information submitted by the branches and state leadership team. The directory is for the
internal use of the membership and leaders, and must not be distributed or copied for any
outside organization without written permission of the president.

2. Requests for permission to use parts of the directory for a one time informational mailing
must be submitted in writing to the state office and approved by the president.

3. Use of the directory for any purpose that conflicts with adopted AAUW positions shall be
considered misuse of name.

107.3  Reporting Requirements

1. AAUW CA will comply with all legal and other reporting requirements. Information requests
and other requirements imposed by AAUW CA insurance carriers as conditions of coverage
and by government agencies responsible for non-profit organizations will be satisfied. All
required legal forms and information for/about office staff will be filed in accordance with
state and federal laws.

2. Donations made to AAUW Funds will be handled in accordance with all applicable IRS
guidelines.

107.4  Mailing Labels

1. Mailing labels may be made available for one time use to organizations whose goals,
purposes and policies are compatible with those of AAUW. Mailing labels may be given or
sold to an organization after a written request that details the purpose and content of the
mailing is made to the state office, is reviewed by the state president and at least one other
member of the executive committee, and is approved by the president and the member of the
executive committee reviewing the request. Mailings that do not meet AAUW standards or
these policies shall be rejected. The fee for providing mailing labels shall be set by the
finance committee.

2. The mailing labels will be available for purchase by magazines, direct mail advertisers and
other potential revenue sources within the following limits:

a. The publication or product must not be detrimental to women or society in general.
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b. The publication or advertiser must not promote societal conditions or political programs
detrimental to women.

c. The purchase of the mailing labels by an advertiser does not constitute an endorsement of
the product.

3. The mailing labels will be available for purchase by individuals:

a. For educational purposes providing the research or project is compatible with AAUW
goals, purposes and policies. A synopsis of the project must be submitted to the president
for review along with the request. The individual must agree to any additional conditions
requested by the president.

b. For campaign purposes when seeking national AAUW elected office. (See Policy 502 on
Elections concerning mailing labels for campaigns for state election.)

c. For other purposes subject to these general guidelines and to any additional conditions
requested by the president.

4. Mailing labels will not be made available to candidates for public office.

5. The mailing list from which the labels are made consists of information compiled for the
state directory as submitted by branches and state leadership team, excepting those who have
asked to have names removed. A member may, at any time, remove her/his name from the
mailing list. College/university partners will automatically be excluded from the list.

6. The office manager shall send a standard form to those requesting labels together with a
cover letter stating that AAUW CA policy requires the end user to verify that the labels are
not being used for purposes other than those specified by prior agreement and requiring that
the form be signed and returned to the office prior to the shipment of labels.

Attachment: Sample mailing label request form
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AAUTY

of California

Sample Mailing L.abel Request Form

Consistent with AAUW California Policy 107-Release of Member information to Third Parties,
section 107.4:

Mailing labels may be made available for one time use to organizations whose goals, purposes and
policies are compatible with those of AAUW.

Mailing labels may be released following review and approval by the state president and at least one

other member of the executive committee. Any fee for providing mailing labels shall be set by the
finance committee. Requests that do not meet AAUW standards or these policies shall be rejected.

Requesting Company or Organization Name:

Contact person:

Address:
Phone: email contact:
Request Date: Need labels by:

What is the Purpose of your request for labels? Specifically describe your intent for this one time use:

% A copy of the proposed mail-out must be attached to this request.
Labels will not be printed without a copy of the mail-out.

The Label Format you receive will be:
Jane Doe

1234 Suffrage Street

Sacramento, CA 12345

Please choose one from one listing below:

[ ] Alphabetical Order  or [] Zip Code Order

Signature of State President /approval:
Printed Name: Date:

Signature of executive committee member /approval:
Printed Name: Date:

Request Denied by: Date:
Comments:
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Policy 108 — Strategic Plan

AAUW CA shall have a strategic plan. It shall be based on the AAUW mission and vision for
AAUW in California. It shall include statements of goals and measurable objectives. It shall be
for a specific time period (e.g., two years).

The board of directors has overall responsibility for the development and implementation of the
strategic plan. A special committee of the board may be appointed by the president to develop
the strategic plan. The plan shall be adopted by a vote of the full board at a regularly scheduled
board meeting, and implemented as adopted.

Progress on implementing the plan will be reported to the membership annually. The board shall
review and update or revise the plan annually.

The board shall encourage branches to adopt strategic plans.
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Policy 109 — State Projects

109.1  State Projects

1. AAUW CA may establish special state projects that have specific goals or objectives, a
limited term, and are not addressed elsewhere within the current AAUW CA program. These
projects are established with the approval of the board of directors to support the AAUW
mission. Specifically excluded are projects that support partisan candidates for office, or are
of benefit solely to AAUW members or individuals.

™

Current state projects are: Tech Trek and Speech Trek.

(O8]

The board must approve the annual budget for each project. If any AAUW member receives
compensation and/or stipends from a state project, a listing of the members with dollar
amounts shall be submitted to the executive committee for approval with the proposed
budget.

4. The president shall sign all contracts and the CFO shall sign all vouchers that exceed
budgeted amounts.

5. Any state project endorsed by the board of directors shall have a project coordinator,
appointed by the president with executive committee approval.

6. Sponsored projects are covered by the insurance package; however, the project is responsible
for obtaining and paying for any riders and rider premiums, for complying with any Sexual
Abuse Victim Awareness training required by the insurers or others, and for satisfying any
other matters as required by law.

7. A project begun but not completed in one fiscal year shall show reasonable progress in order
to have continued funding for a second year; no incomplete project shall be funded for a third
year. An ongoing project must be self-funded, not requiring support from the AAUW CA
operating budget, by the end of the second year. If outside funding sources and/or fees are
inadequate to continue its operation, the project shall be discontinued.

109.2  Establishing New Projects

1. An application for a new project must be submitted to the state project oversight committee
for each proposal requesting to be approved as an AAUW CA project. The application must
include:

a. Goal or purpose of the project and expected outcomes.
b. Description of the project.

c. Whom it will serve.

d. Proposed budget detailing revenue and expenses.

e. Number of members and community partners involved.

2. The state project oversight committee will evaluate the application and make its
recommendation to the board. (See Policy 914-State Project Oversight Committee.) The
board will determine eligibility based upon the following minimum criteria:

a. Its relationship to AAUW CA’s mission, purpose and priorities.
]
]
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b. Proposed goals, objectives and timeliness.
c. Action plan and time frame.
d. Budget and evaluation procedures.

3. Project applicants are strongly encouraged to apply to the Special Project Fund board for
approval for handling of tax-deductible contributions.

109.3  State Project Coordinator

A state project coordinator may serve no more than five consecutive one-year terms. The term

of office shall encompass the project’s fiscal year. The coordinator’s duties:

1. Implements the approved project, monitors its progress, keeps the board apprised of the
progress of the project, and ensures that all insurance, risk management, and legal
requirements of a project are met.

2. Consults with project managers and assists them in implementation of the state project at the
local or regional level.

3. Coordinates procurement of common materials and supplies for all regional or local projects
(e.g., insurance riders, T-shirts, brochures, etc.).

4. Acts as a liaison on project issues and questions between the project managers and state
leadership.

e

Meets annually with project managers to help set goals and plans for the project.

o

Ensures that project managers submit timely reports, both programmatic and financial,
annually or at the close of the project.

7. Consults with the board and state project oversight committee on issues specific to the
project, and provides all records or communications required by the state project oversight
committee to conduct procedural and financial audits. (See Policy 914-State Project
Oversight Committee.)

8. Makes annual report to the board and state project oversight committee at the close of
program year, which shall include a financial statement showing actual expenditures in
comparison to the budget and delineating each project manager’s area of responsibility.

9. Ensures sound fiscal management of the project, including detailed budgeting and solicitation
of contributions, donations and grants. (See also Policy 1008-Outside Funding.)

a. May authorize vouchers for budgeted amounts. Vouchers for amounts which vary from
the budget must be signed by the CFO.

b. If the same person occupies the project manager and the project coordinator positions, the
CFO signs all vouchers where a second signature is required as per AAUW CA policies.

10. Mentors the incoming state project coordinator on the duties and responsibilities of the
position.

11. Performs such other duties as requested by the state project oversight committee or the
president.
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Policy 110 - Annual Report and Disclosures

110.1  Annual Report

1. An annual report shall be prepared not later than 120 days after the close of the corporation's
fiscal year. The corporation shall notify each member annually of the member's right to
receive a copy of the annual report, and upon written request of a member, the board shall
promptly cause the most recent annual report to be sent to the requesting member.

2. The report shall contain in appropriate detail the following:

a. A balance sheet as of the end of such fiscal year and an income statement and statement
of changes in financial position for such fiscal year.

b. A statement of the place where the names and addresses of the current members are
located.

c. Any information required by Section 2 below. The annual report shall be accompanied by
any report thereon of independent accountants, or, if there is no such report, the
certificate of an authorized officer of the corporation that such statements were prepared
without audit from the books and records of the corporation.

d. A statement of any transaction of indemnification if required by Section 8322 of the
California Code of Corporations.

3. The annual report shall be accompanied by any report thereon of independent accountants,
or, if there is no such report, the certificate of an authorized officer of the corporation that
such statements were prepared without audit from the books and records of the corporation.

110.2  Required Disclosures
AAUW CA shall comply with the disclosure requirements of federal and state agencies to which
it is subject.
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Policy 111 - Resolutions

111.1  Purpose and Scope of Resolutions
1. Resolutions are the formal channel through which statements of belief, goals, and principles
for which AAUW CA stands can be expressed.

2. Resolutions may focus, develop and give direction to AAUW program and policy and should
be the outgrowth of study/action by the membership.

3. Resolutions may be proposed by any member or branch and are adopted by the members by
vote in state elections.

4. Resolutions assist in communicating AAUW CA's priorities to the public.
5. Resolutions may establish a framework within which some kind of action may be taken.
6. Resolutions are intended for temporary action within a specific time frame.

111.2  Resolutions Procedures
1. The parliamentarian prepares the call for proposed resolutions to be included in the
administrative packet, including:

a. The date by which proposed resolutions must be received by the parliamentarian for
consideration;

b. The need to identify financial implications and time determinations, if any; and

c. The correct form in which the resolutions should be written and submitted to the
parliamentarian for review and approval.

2. If a proposed resolution is received by the deadline, the president will appoint a resolutions
task force to review and approve the resolution. The task force may be convened and led by
the parliamentarian.

3. The task force reviews the resolution, in consultation with appropriate standing committees,
and requests the CFO prepare a fiscal impact statement. The task force has the authority to:

a. Determine the adequacy and appropriateness of the proposed resolution.

b. Eliminate duplication when similar resolutions are submitted.

c. Put proposed resolutions in correct parliamentary form.

d. Suggest compromises to make proposed resolutions more useful and acceptable.

4. The task force notifies the proposed resolutions authors of the committee’s approval or
rejection with reasons for action on each proposed resolution.

5. The task force is responsible for submitting approved proposed resolutions to the
nominations/elections committee chair by the designated deadlines to be included in all state
publications along with all other election materials, and to appear on the state ballot for
member vote of approval.

6. An online forum for discussing resolutions is made available to members, beginning in
March and continuing until the close of voting. If logistically possible, a discussion of
resolutions is presented immediately before or after the annual meeting business sessions.
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Policy 201 — Purpose

AAUW CA is formed for the purpose of advancing the mission of national AAUW, our parent
organization.

The principles and priorities established by the national AAUW board of directors, as expressed
in national AAUW Policy 301 (Program of AAUW) provides the framework for the work of
AAUW CA and the branches within the state.

AAUW CA shall assist the development of new branches of national AAUW within the state;
promote, encourage, and coordinate the work of the branches throughout the state; and cooperate
with AAUW.

]
]
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Policy 301 — Use of Name

In accordance with AAUW Policy 119 (Use of Name and Logo), the policies and program of
AAUW shall be binding on all members, and no member shall use the name of AAUW to
oppose such policies or program, or in response to a matter on which AAUW has no policy.
Established channels established by national AAUW may be used to change or create a policy or
program.

The freedom of speech of the individual member to speak a personal opinion in the member's
own name is not abridged. However, reference to membership in AAUW by an individual shall
be interpreted as use of AAUW’s name.

Violation of AAUW’s Policy 119 (Use of Name and Logo) will be referred to national AAUW,
with the following possible results:

1. A member’s suspension for one year or expulsion from membership.
2. Loss of recognition of a branch or AAUW CA.
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Policy 401 — Membership Categories and Dues

401.1 Membership Categories

AAUW membership eligibility is established by national AAUW’s bylaws and Policy 200

(Membership Eligibility and Categories).

1. Branch Member: An AAUW member in good standing who has paid national, state and
branch dues.

2. Dual Branch Member: An AAUW member who has membership in multiple branches.
National and state AAUW membership is recorded and dues paid through only one branch,
which is considered the member’s primary branch. If the member’s primary branch is in
another state, the member must pay AAUW CA dues to become a dual member of a
California branch.

3. AAUW CA State Member: An AAUW member in good standing who has paid AAUW CA
dues, but is not a member of a California branch.

4. 50-Year Honorary Member: An AAUW member in good standing who has been certified by
the national organization that s/he has been a member of AAUW for a period of 50 years or
longer, and therefore exempt from paying national or state dues.

5. Life Member: An AAUW member who has paid life dues to national AAUW. Life
members who wish to be a member of a California branch or AAUW CA state member must
pay applicable state and branch dues.

6. College/University Partner Member: College/university partner members are qualified
educational institutions, including two-year or community colleges, that pay annual dues to
AAUW. Each college/university member shall appoint one or two representatives who shall
each have the membership benefits of a national member and any other benefits that accrue
to representatives of partner members. A representative of a college/university partner
member may join AAUW CA with the same rights and benefits as an individual member.

7. Non-Member Affiliates:
a. Student Affiliate: Undergraduate student enrolled in a qualified educational institution
who has paid national and state fees established by the boards of AAUW and AAUW
CA. Student Affiliates shall be entitled to attend meetings of AAUW and AAUW CA and
to receive the publications distributed to all members, but may not vote nor hold office.

b. E-Student Affiliate: Non-degreed undergraduate student studying at an AAUW
college/university partner member institution. E-student affiliates pay no national
AAUW fees, and receive AAUW publications only in electronic format, rather than print.

401.2  Dues
1. AAUW CA Membership:

a. The membership year is July 1-June 30. New members may join at any time, but there is
no half-year discount of state dues for members who join in the middle of the
membership year. The membership of new members who join after March 15 is valid
through June 30 of the following year.

b. Membership dues for AAUW CA are $20.

Date: 1/15/2016 (Version: 06) Page 1 of 2



AAUW CA Policy Section 400: Membership 401

g.
h.

Membership Categories and Dues
50-Year Honorary Members (see 401.1.4, above) are exempt from paying state dues.
Younger Women’s Task Force members state dues are 75% of state member dues.

New members who receive AAUW membership through national AAUW’s “Give a Grad
a Gift” program are exempt from state dues for their first year of membership.

State dues will be waived for past state presidents.
State dues will be waived for college/university partner representatives.

State dues for graduate students will be half the state dues.

2. Student Affiliate Fees:

a.

b.

The annual fees for student affiliation with AAUW CA shall be half the cost of state
member dues.

State student affiliate fees shall be waived for e-student affiliates.
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Policy 402 — Suspension or Termination of Membership

402.1 Termination of Membership
Membership in AAUW CA shall terminate on the occurrence of any of the following events:

1. Resignation of a member upon notice to the corporation.

2. Failure of a member to pay any dues or assessments within the period of time fixed by the
board or branch after they become due and payable.

3. Expulsion of membership as described in this policy.

402.2  Suspension or Expulsion of Membership

1. Any AAUW CA voting member may be suspended or expelled based on the good faith
determination by the board, or a committee authorized by the board to make such a
determination, that the member has failed in a material and serious degree to comply with the
articles of incorporation, bylaws, code of ethics if any, or policy of the corporation or of
AAUW, or with any law applicable to the corporation and its members, or has engaged in
conduct materially and seriously prejudicial to the purposes and interests of the corporation.

2. A person whose membership is suspended shall not be a member in good standing during the
period of suspension.

3. All rights of a member of the corporation shall cease upon suspension or expulsion from
membership. In the case of expulsion, the member’s membership in the corporation shall
terminate on the effective date of the expulsion. However, suspension or expulsion shall not
relieve the member (or former member) of any existing obligations to the corporation.

402.3 Procedure for Suspension or Expulsion
If grounds appear to exist for suspension or expulsion of a member pursuant to this policy, the
procedures set forth below shall be followed:

1. The member shall be given 15 days prior notice of the proposed suspension or expulsion and
the reasons for the proposed suspension or expulsion. Notice shall be given by any method
reasonably calculated to provide actual notice. Any notice given by mail shall be sent first
class or express mail to the member's last address as shown on the corporation's records.
However, facsimile or electronic mail may be used for this notice if the member has
consented to such methods of notice and if the corporation reasonably believes that the
member will receive the notice.

2. The member shall be given an opportunity to be heard, either orally or in writing, at least five
days before the effective date of the proposed suspension or expulsion. The hearing shall be
held, or the written statement considered, by the board or by a committee authorized by the
board to determine whether the suspension or expulsion should take place.

3. The board or authorized committee shall decide whether or not the member should be
suspended, expelled or sanctioned in some other way. The decision of the board or committee
shall be final.
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4. Any action challenging a suspension or expulsion of membership, including a claim alleging
defective notice, must be received by the corporation within one year after the effective date
of the suspension or expulsion.
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Policy 501 — Nominations

1. The board shall set the deadline for electronic submission of nominations with photos, goal
statements and Candidate Information Forms.

™

Each member shall receive the call for candidates in the Fall issue of California Perspective.

(O8]

Each candidate shall submit electronically to the chair of the nominating committee by the
deadline set by the board, a correctly completed Candidate Information Form, recent picture,
and a goal statement of no more than 75 words. All candidate statements submitted to the
nominating committee must be accurate.

4. Additional individuals wishing to become candidates after the posted deadline shall submit
the same required documents as other candidates no later than two weeks prior to the annual
meeting. In addition, the nominating committee may seek and propose additional qualified
candidates.

5. All nominations shall be placed on the election slate for each position in the order received.
After a nomination is submitted, should the nominee decide to change the position for which
s/he is being nominated, the original submission date shall be used to determine placement
on the ballot.

6. Candidates will be furnished with complete information on the nomination and election
process, and are required to sign an agreement that affirms that their nomination documents
are accurate and that they will abide by campaign rules. (See Policy 502-Elections)

7. Candidate information will be distributed to each voting member in the Winter issue of
California Perspective. The information will include a photo and a goal statement from each
candidate. Additional nominations submitted after the Winter issue of California Perspective
will be posted along with the original slate on the state website in the order in which they are
submitted.

8. Copies of materials for all candidates on the slate, including Candidate Information Forms
and goal statements, shall be sent to branch presidents.
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Policy 502 —Elections

502.1 Candidate Campaign Rules

1. All nominees proposed by the nominating committee and write-in candidates shall be bound
by these policies. Co-candidates shall be treated as a single nominee, except each co-
candidate will have the same space in the California Perspective and on the state website as
designated for single candidates.

2. Candidates shall submit to the nominating committee a signed copy of the campaign rules
agreement (see last page of this policy) to indicate they agree to abide by the campaign and
election procedures and spending limits. Candidates shall instruct their workers regarding
these campaign policies and restrictions.

3. Candidates may prepare a two-minute video for posting on the website at any time during the
campaign.

4. Candidates’ listing on the AAUW CA website and ballot will be based on the date the
candidate information form is received.

5. Candidates’ photos and statements received by the deadline will be printed in the California
Perspective and on the website.

6. Candidates will be introduced at the annual meeting and there will be a table for candidates
to display/distribute campaign literature. Candidates are free to circulate and campaign
throughout the annual meeting or convention.

7. There will be no speeches at the annual meeting. Space in the common area of the annual
meeting will be provided for candidates to meet voting members and distribute campaign
literature. This will be done informally and will not be part of the meeting agenda. The
physical setup will be determined before each annual meeting and will depend on the number
of candidates and the space available.

8. Candidates may ask for branch and member endorsements. However, the use of AAUW CA
stationery or AAUW CA email systems to endorse or support candidates for statewide office
is prohibited, to avoid any appearance of the state organization’s endorsement.

9. Candidates may request the member list from the state office, but are limited to no more than
two US mailings and two email campaign distributions to members. Campaign mailings or
emails must originate from the candidate or the candidate’s supporters, not from any official
AAUW CA communications network.

10. There are no limits on candidates travel to visit branches or Interbranch Councils, but no
candidate speeches are permitted at those meetings; only distribution of campaign materials
is permitted.

502.2 Candidate Campaign Finances

1. There is no requirement nor expectation that candidates spend ANY funds on campaigning,
but if they choose to do so, candidates must have a campaign treasurer to handle all
donations (cash and in-kind), bookkeeping, and reporting.
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2. Candidates may raise funds or donate to their own campaigns to support their campaign
activities and cover expenses of attending the annual meeting or convention. Campaign
expenses shall not be reimbursed by AAUW CA.

There is a spending cap of $750 for officer/director races and $1,000 for president-elect.

> »w

The capped amount shall include all expenses by the candidate and his/her supporters
including the value of in-kind donations, but excluding campaign travel, California
Perspective photo and AAUW CA annual meeting or convention expenses (registration,
travel, food, and room). Expenses within the capped amount include additional photos for
brochures or other uses, graphic design, paper, printing, promotional pieces (i.e. buttons or
other such items), postage, mailing labels, telephone calls, supplies for set-up for “Meet the
candidates” event, and receptions held at the annual meeting prior to elections by individuals,
branches, or states for the purpose of promoting a candidate.

e

All candidates shall submit expense reports to the AAUW CA office on April 1 and June 1.
Reports must be submitted even if there are no expenses. Receipts, including signed receipts
from in-kind donors, will accompany reports. The reports shall be checked for compliance,
errors and omissions.

o

All campaign mailings, including electronic distributions, must bear an indication of
candidate approval.

7. Candidates may not purchase advertising in any state publication, including convention
programs or the California Perspective. However, they may purchase advertising space in
branch newsletters if the policy of that branch permits it.

502.3 Ballot Measures
1. Any measure requiring a membership vote shall be included on the ballot along with
candidates running for state positions. These measures may include (but are not limited to):

a. Public Policy Priorities (in odd-numbered years).
b. Resolutions.

c. Bylaws amendments that require membership vote of approval (per Article XVI of the
AAUW CA bylaws).

d. Change in state dues.
2. The chair of the committee putting forward the ballot measure is responsible for:

a. Getting board approval for the final language of the measure as it is to appear on the
ballot.

b. Ensuring the proposed measure and any background rationale is published in the Winter
issue of California Perspective and posted on the state website.

c. Submitting to the nominations/elections chair the ballot measure and rationale to be
included in the election materials sent to branch presidents along with candidate
information.

d. Submitting to the nominations/elections chair the exact language of the measure as it is to
appear on the ballot.
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3. An online discussion forum for each ballot measure shall be available to members from
March 15 until the close of the election. If logistically possible, a member of the board or
appropriate committee will facilitate a discussion forum immediately before or after the
business sessions of the annual meeting.

502.4 FElection Guidelines

1. Once nominations are closed, if there are no ballot measures that require a vote of the
membership, and none of the elected positions are contested, there will be no election, and all
candidates will be considered duly elected at the close of the annual meeting.

2. The total number of AAUW CA directors, including officers, is 12. Once the officers’
election is determined, the remaining director positions will be filled by the candidates for
director in descending order of votes received, until all positions are filled.

3. Should there be a tie in the number of votes received by two candidates for the twelfth
director position, the successful candidate will be determined by the drawing of lots
supervised by the chair of the nominations and election committee.

4. Should a director, in the middle of her/his two-year term, run for and be elected to an officer
position, the director will be deemed to have resigned her/his directorship upon the start of
her/his term as officer.

5. The announcement of the tally of election results will be posted for members on the AAUW
CA website and announced through electronic communications as soon as possible after the
close of the election, and included in the Spring California Perspective.

Appended to this policy: Candidate Acknowledgement of Campaign Rules Form
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CANDIDATE ACKNOWLEDGEMENT OF CAMPAIGN RULES

As a candidate for election to the AAUW CA board of directors, you must follow these
campaign rules. The nominating/elections committee is authorized to handle any complaints of
non-compliance with any campaign rules, including the authority to disqualify candidates who
provide false or misleading candidate information or fail to follow campaign rules. All candidate
statements submitted to the nominating/elections committee must be accurate, and the candidate
must submit a signed attestation to that effect.

Voting will begin on [date] and close at 5 pm on [date].
Campaign Rules

1. You will be introduced at the annual meeting, and there will be a table for you to
display/distribute campaign literature.

2. There will be no speeches at the annual meeting since all candidates have the option of
providing a two-minute video that will be posted on the state website’s candidate page for
them

3. You will be free to circulate and campaign outside the business meeting.

4. You may ask for branch and member endorsements. However, you must inform those
endorsing you that the use of AAUW CA stationery or AAUW CA email systems to endorse
or support candidates for statewide office is prohibited, to avoid any appearance of the state
organization’s endorsement.

5. You may request the member list from the state office, but are limited to no more than two
postal mailings and two email campaign distributions to members. Campaign mailings or
emails must originate from you or your supporters, not from any official AAUW CA
communications network.

6. There are no limits to you visiting branches or IBC’s, but you are not permitted to give
candidate speeches at those meetings; only distribution of your campaign materials is
permitted.

Campaign Finances

Note: There is no requirement or expectation that candidates must spend ANY funds on
campaigning. But if you choose to do so, there are limits to keep the election from being
dominated by deep pockets.

7. There is a cap on spending for those running for AAUW CA board positions: $750 for
officer/director races and $1,000 for president-elect.

8. You may raise funds or donate to your own campaign to support your campaign activities
and cover expenses of attending the annual meeting or convention. Campaign expenses shall
not be reimbursed by AAUW CA.

9. You may ask for branch and member endorsements.
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10.

11.

12.

13.

14.

You may ask for campaign contributions, but if you do so, you must have a campaign
treasurer to handle all donations (cash and kind), bookkeeping and reporting.

The capped amount shall include all expenses by you and your supporters including the value
of in-kind donations, but excluding campaign travel, California Perspective photo and
AAUW CA annual meeting expenses (registration, travel, food, and room). Expenses within
the capped amount include additional photos for brochures or other uses, graphic design,
paper, printing, promotional pieces (i.e. buttons or other such items), postage, mailing labels,
telephone calls, supplies for set-up for “Meet the candidates” event, and receptions held at
the annual meeting prior to elections by individuals, branches, or states for the purpose of
promoting your candidacy.

You shall submit expense reports to the AAUW CA office on April 1 and June 1. Reports
must be submitted even if the expenses are zero. Receipts, including signed receipts from in-
kind donors, will accompany reports. The reports shall be checked for compliance, errors
and omissions.

All campaign mailings, including electronic distributions, must bear an indication of your
approval.

You may not purchase advertising in any state publication, including convention programs or
the California Perspective. However, you may purchase advertising space in branch
newsletters.

I affirm that my nomination documents, including my candidate information statement and goal
statement, are completely accurate. I further affirm that all campaign materials distributed
during the campaign will be completely accurate.

I have read the campaign rules and agree to abide by the campaign/election procedures and
spending limits. I shall instruct my campaign workers regarding all campaign rules and
restrictions. I acknowledge that if I, or any volunteers working on by behalf, fail to abide by
these rules, it could result in my disqualification.

Name [print]:

Candidate for:

Signature

Date
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Policy 601 - President

1. Is the chief executive officer, administrator and coordinator of the corporation. Is the official
representative of AAUW CA in the activities of AAUW at the state, branch and community
levels. The president is the presiding officer of the board of directors and is an ex-officio,
non-voting member of all committees except the nominations and elections committee.

2. Is elected by the membership in odd-numbered years to a one-year term as president elect,
automatically followed by a two-year term as president.

(8]

Serves as the chair and a voting member of the executive committee.

4. Attends all other committee meetings whenever possible, except the nominations and
elections committee.

e

Promotes and interprets the mission, purposes, policies and program of AAUW.

o

Communicates AAUW information to state and branch levels and to the public.

=

Communicates with branch presidents and leadership teams on the activities of the board of
directors and the state at regular intervals throughout the year, utilizing all forms of
communication.

8. Represents AAUW CA in all work with other organizations and at all meetings and
conferences, appointing a designated alternate representative when appropriate.

9. Has overall responsibility for AAUW CA.

a. Plans the annual work calendar, taking into consideration all deadlines required in order
to ensure the smooth progression of the work of the state.

b. Negotiates and signs all leases, agreements and contracts for AAUW CA, in consultation
with the CFO and appropriate board member or committee chair, regarding terms and
conditions of contracts being negotiated. (See also Policy 101-Office and Office
Manager)

c. Countersigns all AAUW CA checks over $2,000 and any non-vouchered checks,
regardless of the amount. In the extended absence of the president, the vice president or
president elect shall be authorized to countersign.

d. Ensures that the corporation is in compliance with state and federal regulations governing
non profit corporations, making sure all appropriate documents are filed with the state
when officers change.

e. Ensures that the governance committee chair sends a copy of the state bylaws to the State
of California Office of Incorporation, whenever there are significant amendments or
revisions.

f. Files all required forms with AAUW pertaining to the names and addresses of incoming
and continuing officers by the deadlines designated by AAUW.

g. Brings the state bylaws into conformity following meetings of AAUW and the state at
which bylaws changes are proposed and approved, working in consultation with the state
governance chair to accomplish this responsibility.
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President
h. Files an annual report with AAUW’s executive director by June 1.

1. Establishes a communication schedule at the beginning of the program year.

10. Serves as the convening officer, responsible for overall scheduling and planning of all
meetings of the state, board of directors and executive committee.

a. Plans the schedules and agendas for board of directors and executive committee
meetings.

b. Plans agendas for annual meeting business sessions in consultation with relevant board
members and committee chairs including the parliamentarian, and governance and public
policy committee chairs.

c. Appoints in consultation with the secretary, a committee of current or past branch
presidents to read and approve the annual meeting minutes.

11. Has overall responsibility for paid office staff.

a. Hires, in consultation with the CFO and one other director, paid office staff who will
work under the direction of the president.

b. In consultation with the director of public policy and one other director, interviews
independent legislative advocate candidates and recommends applicant(s) to the
executive committee.

c. Reviews paid office staff performance and makes recommendations to the executive
committee regarding changes to conditions of employment.

d. Oversees and supervises office staff.

e. Reviews and approves all requests from outside organizations for membership
information, in accordance with Policy 107- Release of Information to Third Parties.

12. Has overall responsibility for developing and implementing a leadership recruitment plan.

a. Develops and implements a leadership recruitment plan and appropriate forms for
appointed leadership positions.

b. Appoints committee chairs and committee members; ad-hoc board committees, special
committee and task force chairs, as appropriate, for the second year of the president’s
two-year term. (See Policy 901-Committees, Appointments and Chairs).

13. After a board decision on a proposed new state project or outside funded project, notifies the
applicant of the decision and, if the proposal was approved, appoints a project coordinator,
with the approval of the executive committee.

14. When appropriate, recommends and endorses AAUW CA members for appointments to
outside organizations or agencies.

15. Has overall responsibility for the leader-on-loan program.

a. Develops, in consultation with the leadership development chair, administrative
procedures and materials for the ongoing operations of the leader-on-loan program.

b. Distributes in the first administrative packet of the program year and posts on the website
information and application forms for the leader-on-loan program.
]
]
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President

c. Administers, in consultation with the leadership development chair and leader-on-loan
coordinator, the state leader-on-loan program.
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Policy 602 — President-Elect

1. Is elected by the membership in odd-numbered years, to serve a one-year term as president-
elect during the second year of the president's term, followed by a two-year term as president.

2. Is a voting member of the board as one of the 12 directors and the executive committee, and
is an ex-officio, non-voting member of all committees except the nominations and elections

committee.
3. Gives special emphasis to leadership development.
4. At the end of the one-year term, appoints committee chairs and committee members; ad-hoc

board committees, special committee and task force chairs, as appropriate, for the next year
when the president-elect becomes president. (See Policy 901 for appointment procedures).

e

In the absence or disability of the president, performs all the duties of the president.

o

Performs other duties as the president or board may direct.
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Policy 603 — Vice President

1. Is appointed by the board for a one-year term in even-numbered years when there is no
president-elect. The incoming board may make the appointment at a meeting prior to the
start of the term on July 1.

2. Is a voting member of the board as one of the 12 directors, a voting member of the executive
committee, and an ex-officio, non-voting member of all committees except the nominations
and elections committee.

3. In the absence or disability of the president, performs all the duties of the president.

4. When acting as president has all the powers of the president.

5. Performs other duties as the president or board may direct.
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Policy 604 — Chief Financial Officer

1. Is a voting member of the board and the executive committee, and may serve as a non-voting
consultant to the AAUW CA Special Projects Fund board.

2. Has overall responsibility for the finance committee. (See also Policy 906-Finance
Committee)

a. Establishes the agenda and chairs all meetings of the finance committee.

b. In consultation with the committee, prepares an annual budget of estimated income and
expenditures and submits the budget to the board of directors for approval by August 15.

c. Presents the conferences and convention budget for approval of the executive committee.
d. Ensures that all finance committee responsibilities are met.

e. Maintains a list of financial institutions authorized to provide investment services in
California.

3. Isresponsible for managing all AAUW CA dues revenue and general funds.
a. Ensures that branch dues are properly collected and accounted for.

b. Solicits budget requests from board members and committee and task force chairs for
consideration by the finance committee.

c. Presents the budget to the board of directors for approval.

d. Supervises the expenditure of state funds within the approved budget by receiving and
authorizing bills and vouchers for payment.

e. Signs and distributes checks prepared by the office staff. All checks over $2,000 and any
checks without vouchers must be countersigned.

f. Consults with the president on any proposed lease, agreement or contract. (See also
Policy 101-Office and Office Manager)

g. Reports revenue and expenses quarterly to the board and to the membership at the annual
meeting.

h. Submits quarterly investment reports to the board that provide a clear picture of the status
of the current investment portfolio. The management report should include comments on
the fixed income and equity markets and economic conditions, discussions regarding
restrictions on percentage of investment by categories, possible changes in the portfolio
structure going forward and thoughts on investment strategies. Schedules in the quarterly
report should include the following:

1. A listing of individual securities held at the end of the reporting period by
authorized investment category

Average life and final maturity of all investments listed
Coupon, discount or earnings rate

Par value, Amortized Book Value and Market Value

A T e

Percentage of the portfolio represented by each investment category.
]
]
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1. Retains vouchers, receipts and other supporting financial records for at least seven years.
The official books, permanent tax files and other business papers should be retained by
the CFO at the office.

j. Reviews all financial records of state sanctioned accounts by June 30.

k. Has signing authority on all bank accounts held in the name of AAUW CA, including
conferences and convention accounts, AAUW Funds accounts, including savings and
investment accounts.

1. Ensures that income tax and other government reports required of the state as a nonprofit
corporation are filed.

m. Supervises the preparation of financial impact statements for proposed bylaws and
resolutions.

n. Submits an annual report to the state president.

4. Negotiates all AAUW CA insurance programs. (See also Policy 1005-Insurance and Risk
Management)

a. In consultation with the president, negotiates comprehensive liability, bonding, and
directors and officers insurance.

b. Informs branches of insurance coverage, fees and deadlines.

c. Provides information regarding all aspects of insurance coverage, including risk
management procedures, and other insurance carrier requirements.

d. Ensures that all insurance premiums and fees are collected and paid.

5. Has overall responsibility, with the executive committee, for seeing that a financial review is
conducted.

a. Solicits and receives, in the even-numbered years, bids from accounting firms to conduct
the state financial review and submits to the executive committee for approval in April.

b. Receives reports of income and expenditures from all chairs.
6. Assists branches and interbranch councils with AAUW finances.

a. Acts as consultant to branches and interbranch councils regarding state and financial
policies, branch finances, bookkeeping and tax returns.

b. Notifies all newly organized branches about the procedures for obtaining a letter of
exemption from the California Franchise Tax Board and applying for tax ID numbers.

c. Sends a letter of reminder to the branches concerning income tax forms prior to the
November 15 deadline.

d. Distributes financial information, including deadlines and procedures, to branch finance
officers, using all available forms of state communications.

e. Plans and conducts workshops at conferences and conventions, as requested.
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Secretary

Policy 605 — Secretary

Is elected by the membership for a two-year term in the even numbered years.
Is a voting member of the board of directors and the executive committee.

Has overall responsibility for the minutes of the board of directors, executive committee, and
annual membership meetings.

a. Receives written copies of all motions made, numbers each, and distributes a copy to the
president and parliamentarian during the meeting, keeping the original.

b. Records the minutes of the board and executive committee meetings.

c. Appends the nominations and elections committee report with the election results to the
minutes of the board meeting following the annual election.

d. Sends draft copies of minutes from each meeting to the president and parliamentarian
within two weeks of the meetings for purposes of editing.

e. After review by the president and parliamentarian, sends copies of the draft minutes the
board.

f. Maintains file copies of all minutes with attachments in the office.
Notifies state and branch leaders of board decisions and plans:

a. Distributes an action list to all directors and committee chairs within 48 hours of each
board meeting, based on decisions and actions taken during board and executive
committee meetings.

b. Keeps a list of all board and executive committee motions and actions posted in a
password-protected (members only) section of the state website, updating it within two
weeks of each board or executive committee meeting.

In consultation with the president, arranges for the annual meeting minutes reading
committee and directs its work.

a. Keeps a written record of the branch presidents who have been minute readers.

b. Sends printed annual meeting minutes to the three-member committee appointed by the
president to read the minutes.

c. Sends the approved annual meeting minutes and attachments to the office.
Maintains files of all written reports presented at meetings.

Holds the corporate seal.

Performs duties as directed by the board of directors and the executive committee.

Writes correspondence, as directed by actions of the board of directors or the executive
committee.

10. Submits an annual report to the state president.
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Policy 606 — Resignations/Removals and Filling Vacancies

606.1 Resignations and Removals

1. Except as provided below, any officer may resign by giving written notice to the president or
the secretary. The resignation shall be effective when the notice is given unless it specifies a
later time for the resignation to become effective. Any elected officer may be removed from
the board by a vote of the members at any annual or special meeting of the membership or by
written ballot.

2. If an elected officer resigns or is removed from the board, such former elected officer shall
no longer be a director of the corporation.

3. Any officer who is not an elected officer may be removed at any time, with or without cause,
by a two-thirds (2/3) vote of the board at any duly called meeting where a quorum is present.

606.2 Vacancies

A vacancy or vacancies in the office of an officer shall exist on the occurrence of any of the
following:

1. The death, resignation, or removal of an officer.

2. The declaration by resolution of the board of a vacancy in the office of an officer who has
been declared of unsound mind by an order of court or convicted of a felony.

(O8]

The vote of the members to remove any officer.

o

The failure of the members, at any meeting of members at which any officers are to be
elected, to elect an officer required to be elected at that meeting. o

606.3  Filling Vacancies

Except for vacancies created by removal of an officer by the members, vacancies in the office of
an officer may be filled by a majority vote of the remaining directors on the board at any
properly called board meeting, whether or not less than a quorum, or by a sole remaining
director. The voting members may fill any vacancy or vacancies not filled by the directors. Any
individual filling a vacancy pursuant to this section shall be a voting member of the corporation
in good standing. Except as provided herein, individuals appointed to fill a vacancy shall serve
until the end of the term of the officer whose vacancy they are filling.
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701 — Board of Directors Composition, Responsibilities and Powers

701.1 Composition of Board of Directors

1. The board shall have 12 directors, consisting of the elected officers and such number of
additional directors (the “general directors™) as is necessary for the board to have 12
members. The general directors shall be elected statewide by the voting members of AAUW
CA. In addition, the board may appoint a parliamentarian who shall serve as a consultant to
the board and to the executive committee.

2. Every director must be a voting member AAUW CA in good standing.

701.2 Powers of Board of Directors.

The board, subject to restrictions of law, the Articles of Incorporation, the bylaws, and the
policies of AAUW, shall exercise all powers of the corporation. Without limitation on its
general power, except as specified herein, the board may do the following:

1. Policies. Adopt policies, rules and procedures for the management and operation of the
corporation.

2. Administration. Employ or retain an individual or management firm to administer the day-
to-day activities of the corporation. If an individual is retained for such purpose, he or she
shall be someone who is not a director on the board, and may be known as the Executive
Director. The board may also employ, retain, or authorize the employment of such other
employees, independent contractors, agents, accountants, and legal counsel as it from time to
time deems necessary or advisable in the interest of the corporation, prescribe their duties
and fix their compensation.

3. Bonds. Require officers, agents, and employees charged by the corporation with
responsibility for the custody of any of its funds or negotiable instruments to give adequate
bond.

4. Borrowing money. Borrow money and incur indebtedness on behalf of the corporation and
cause to be executed and delivered for the corporation's purposes, in the corporation name,
promissory notes, bonds, debentures, deeds of trust, mortgages, pledges, liens, and other
evidences of debt and securities.

5. Gifts. Receive and accept gifts, devises, bequests, donations, annuities, and endorsements of
real and personal property, and use, hold and enjoy the same, both as to principal and
income, and to invest and re-invest the same or any part thereof for the furtherance of any
objects, interests or purposes of this corporation.

6. Contributions. Make such contributions as the board determines are necessary and advisable
in furtherance of the interests and purposes of this corporation.

7. Seal. Adopt and use a corporate seal provided that the name of the corporation and the state
are shown on it. The seal may be affixed to such instruments as the board shall direct.
However, the lack of a corporate seal shall not, by itself, affect the legality of any document
executed on behalf of the corporation.

8. Contracts. Enter into contracts and agreements with individuals and with public and private
entities for the advancement of the purposes for which the corporation is organized.
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Property. Acquire, construct and possess real and personal property.

. Bank Accounts and Special Funds. Establish one or more bank accounts and/or special funds

in order to accomplish and further the purposes of the corporation.

. Political Action Committees. Establish and administer state and federal political action

committees in order to accomplish and further the purposes of the corporation.

. Committees. Appoint committees as provided in the AAUW CA bylaws.

. Ex officio members of the Board. Appoint any number of non-voting ex officio directors

who the board believes will make a contribution to the activities and operation of the
corporation. Ex officio directors shall serve at the pleasure of the board in an advisory
capacity only and shall not have any of the rights or obligations applicable to voting directors
under the law or the bylaws.

. Lobbying/Political Activity. Lobby local, state, and federal agencies and officials and

engage in political activity on issues important to the members of AAUW CA.

. Related Entities. Create and support subsidiary or related entities which the board believes

will enhance the purposes of the corporation.

. Regions/Districts. Establish geographical regions (also referred to as districts) to be posted

on the website and used in committee assignments.

. Other. Do and perform all acts and exercise all powers incidental to, or in connection with,

or deemed reasonably necessary for the proper implementation of the purposes of the
corporation.

701.3 Responsibilities of Directors.

1.

> w

© =2 W

o

Promote the mission of education and equity for all women and girls and the programs of
AAUW. Be familiar with all aspects of AAUW and work closely with all officers and chairs.

Attend district and IBC meetings as members of their district team. Visit branches when
requested under the leader-on-loan program.

Meet at least three times per year plus a board orientation.

Attend leadership weekend, if held. Each committee/task force’s annual meeting may be
held at this time.

Develop and periodically review a two-year strategic plan for the state.
Approve the annual AAUW CA budget, using the strategic plan to guide budget priorities.
Approve, in advance, all state fundraising activities per established policies.

Approve, in advance, participation in coalitions in accordance with guidelines. Represent
AAUW CA in approved coalitions.

Approve, in advance, projects undertaken by AAUW CA.

. Review biennially, in consultation with the finance committee, the state dues and

recommend changes if necessary.
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11. Approve the president’s recommendations for appointments to standing committees and task
force(s) of the state. Set committee size, travel and per diem, and office administrative fees.

12. Determine the number and boundaries of geographical regions (also referred to as districts)
within the state.

13. Participate in workshop, symposia, etc. at the state convention and at district meetings.

14. Be aware of and comply with financial and reimbursement policies regarding board,
committee and convention attendance.

15.Keep in files AAUW and state bylaws and state policies and procedures. Maintain and
update an experience notebook and appropriate files during term in office. Ensure that files
contain detailed procedures, a record of disbursement of budgeted funds, board and
committee minutes for the term, and helpful reference material.

16. Make recommendations for necessary changes to the policies and procedures.

701.4 Compensation

Directors shall not receive compensation for service as directors or officers. Directors may, if
authorized by the board or a committee having such authority, receive reimbursement for travel
and other actual expenses related to activities on behalf of AAUW CA.

(See also Policy 104-Conflict of Interest)
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702 — Board Meetings

702.1 Notice, Waiver of Notice and Consent to Meetings

1. Notice of meetings of the board, specifying the time and place of the meeting, shall be given
to each director at least seven days before the meeting if sent by first-class mail or express
mail service, or 48 hours before the meeting if personally delivered or delivered by telephone
(including a voice messaging system), or by electronic transmission (Corporations Code
Section 20).

2. Notice shall be deemed delivered when deposited in the U.S. mail or with an express mail
service, or when received if delivered personally or by telephone, or on its confirmation of
delivery if by electronic transmission. A notice, or waiver of notice, need not specify the
purpose of any meeting of the board.

3. Notice of a meeting need not be given to any director who, either before or after the meeting,
signs a waiver of notice, a written consent to the holding of the meeting, or an approval of the
minutes of the meeting. The waiver of notice or consent need not specify the purpose of the
meeting. All such waivers, consents, and approvals shall be filed with the corporate records
or made a part of the minutes of the meetings. Notice of a meeting need not be given to any
director who attends the meeting and does not protest, before or at the commencement of the
meeting, the lack of notice to him or her.

702.2 Board Meetings by Telephone or Video Conference or by Electronic Transmission

1. Directors may participate in a meeting of the board through use of conference telephone,
electronic video screen communication, or electronic transmission by and to the corporation
if in accordance with Corporation Code Sections 20 and 21.

2. Participation in a meeting through use of conference telephone or electronic video screen
communication constitutes presence in person at that meeting as long as all directors
participating in the meeting are able to hear one another.

3. Participation in a meeting through use of electronic transmission by and to the corporation,
other than conference telephone and electronic video screen communication, constitutes
presence in person at that meeting if both of the following apply:

a. Each director participating in the meeting can communicate with all of the other directors
concurrently.

b. Each director is provided the means of participating in all matters before the board,
including, without limitation, the capacity to propose, or to interpose an objection to, a
specific action to be taken by the corporation.

702.3 Quorum
A majority of the authorized number of directors shall constitute a quorum of the board for the
transaction of business.

702.4  Act of the Board

Unless otherwise restricted by law or these bylaws, every act or decision done or made by a
majority of directors present at a meeting duly held at which a quorum is present shall be
]
]
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regarded as an act of the board. A meeting at which a quorum is initially present may continue
to transact business, despite the withdrawal of a director(s), if any action taken or decision made
is approved by at least a majority of the required quorum for that meeting.

702.5 Adjournment

A majority of the directors present, whether or not a quorum, may adjourn any meeting to
another time and place. If the meeting is adjourned for more than 24 hours, notice of the
adjournment to another time or place must be given prior to the time of the adjourned meeting to
the directors who were not present at the time of the adjournment. Any business that might have
been transacted at a meeting as originally noticed may be transacted at an adjourned and
rescheduled meeting.

702.6  Closed Meetings

The president may close any meeting of the board so that only directors and individuals deemed
necessary by the president are present. Members of AAUW CA who are not directors may
attend any board meeting unless excluded by the president as described.

702.7 Board Action Without Meeting

Any action required or permitted to be taken by the board may be taken without a meeting if all
the directors on the board individually or collectively consent in writing to that action. The
written consent shall be filed with the minutes. An action by written consent shall have the same
force as a unanimous vote of the directors.
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703 - Resignations/Removals and Filling Vacancies

703.1 Resignations and Removals

Any director may resign by giving written notice to the president or the secretary. The
resignation shall become effective when the notice is given unless it specifies a later date for the
resignation to become effective. Any director may be removed from the board by a vote of the
members at any annual or special meeting or by written or electronic ballot.

703.2  Vacancies
1. A vacancy or vacancies on the board shall exist on the occurrence of any the following:

a. The death, resignation, or removal of any director.

b. The declaration by resolution of the board of a vacancy in the office of a director who has
been declared of unsound mind by an order of court or convicted of a felony.

c. The vote of the members to remove any director(s).
d. The increase of the authorized number of directors.

e. The failure of the members, at any meeting of members at which any director or directors
are to be elected, to elect the number of directors required to be elected at that meeting.

f. The resignation or removal of an elected officer.

2. No change in the authorized number of directors shall have the effect of removing any
director before that director's term expires.

3. Vacancies on the board, except for vacancies due to the resignation or removal of an elected
officer or a vacancy caused by removal or a director by the members, may be filled by
majority vote of the remaining directors at a properly called board meeting. Individuals
appointed to fill a vacancy shall serve until the end of the term of the director whose vacancy
they are filling.
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Policy 801 — Executive Committee Composition and Responsibilities

801.1 Executive Committee Composition

The executive committee is a standing committee of the board, composed of the elected and
appointed officers of the board: the president, president-elect or vice president, secretary and
CFO. The parliamentarian shall serve the committee as a non-voting consultant.

801.2 Executive Committee Responsibilities
1. The executive committee shall have the authority of the board between board meetings to
make decisions and take actions relative to the operation of the corporation.

2. The executive committee shall report any decisions made or actions taken at each meeting of
the full board.

3. The executive committee may also develop policies for board approval, and may review and
recommend to the board changes to the bylaws and to other operating policies.

4. The executive committee shall oversee and have final decision-making authority over the
following:

a. Personnel matters, including but not limited to supervising the executive director, if any,
and any other employees of the corporation. This includes determining the duties, salary
and tenure of paid staff.

b. Determining what special committees and task forces are needed, in addition to those
named in policy, for the work of the state.

c. Selecting the auditor at the spring meeting in even numbered years.
d. Selecting outside consultants and contractors, as needed.

e. Approving grant proposals prior to submission to outside funding sources. (See also
Policy 1008 for grant proposal procedures.)
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Policy 802 — Executive Committee Meetings

802.1 Notice Requirements.

Written notice for meetings of the executive committee shall be the same as the notice
requirement for the board of directors as written in Article VII, Section 6 of the bylaws, in
accordance with California Code requirements; provided, however, that this notice may be
waived in writing or by the committee member’s actual attendance at the meeting.

802.2 Quorum.

A majority of the voting members of the executive committee shall constitute a quorum, and the
acts of a majority of the voting members present at a meeting at which a quorum is present shall
constitute the act or recommendation of the committee. Co-officers shall be considered as one
voting member of the executive committee.

802.3 Voting Between Meetings.

As written in the bylaws, Article VIII, Section 5, a written, conference call or electronic vote
may be taken at the request of the president on any question submitted to all voting members of
the executive committee provided that every voting member of the executive committee shall
have an opportunity to vote on the question submitted. If a majority shall vote on a question so
submitted, the votes shall be counted and shall have the same effect as if cast at an executive
committee meeting.

Procedure for voting between meetings:

1. The question shall be scripted by the president for distribution to the members of the
executive committee.

2. All responses shall be returned by the voters either to the entire executive committee
(including the parliamentarian) by email, or directly to the parliamentarian by phone, email,
FAX or US mail.

3. On any question, when a majority vote has been received, action may be taken and shall have
the same effect as if cast at an executive committee meeting.

4. The parliamentarian shall be responsible for securing a complete vote, reporting results and
verifying that the secretary records the results in the executive committee minutes.
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Policy 901: Committees, Appointments and Chairs

901.1 Committees
1. The board may establish standing committees, special committees and task forces, composed
of any number of AAUW CA members.

2. Standing committees are appointed as described in 901.2 (below). Standing committees are:
a. AAUW Funds (See Policy 902)

Branch Support (See Policy 903)

s

Communications (See Policy 904)

& ©

Development and Marketing (See Policy 905)
Finance (See Policy 906)

Internal Audit (See Policy 907)

Governance (See Policy 908)

5 @ oo

Leadership Development (See Policy 909)
1. Membership (See Policy 910)

Nominations and Elections (See Policy 911)

—.

k. Program Development (See Policy 912)
Public Policy (See Policy 913)
m. State Projects Oversight (See Policy 914)

3. Special committees and task forces shall be:
a. Established as necessary and given a charge by the board.

b. Composed of a chair and at least one other member, appointed by the president with the
approval of the executive committee, and will serve until the charge is carried out.

901.2 Committee Appointments

1. Any member of AAUW CA in good standing is eligible to apply to serve on a state
committee, state project, or task force. The executive committee must approve a member’s
eligibility to serve on more than one committee. Appointments to serve on a committee or
state project are for a one-year term, unless otherwise noted in that committee’s policy. With
the exception of the nominations and elections committee, if a committee is not chaired by a
sitting director, a director will be assigned as a liaison to that committee to facilitate
communication between the committee and the board.

2. The chairs of all standing committees are appointed no later than June for the upcoming
program year. The newly appointed chairs shall review all applications for their committees,
assist in recruiting additional applications as needed, and make recommendations to the
president. The appointments are made by whichever officer will be president in the
upcoming year: the president in odd-numbered years (the year before the second year of the
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president’s two-year term), or the president-elect in even-numbered years (the year before the
president-elect becomes president).

State project coordinators are appointed by the president in consultation with the state project
oversight committee, with executive committee approval.

a. Ifthe project follows the same fiscal year as AAUW CA, the appointment procedure and
timeline is the same used for all other committee appointments (see 901.2.4).

b. If the project’s fiscal year is the calendar year, applications should be submitted to the
office by November 30 and appointment should be made no later than December 20.

The nominations and elections committee chair and members are appointed according to the
procedure in Policy 911-Nominations and Elections Committee. For all other appointments,
the procedure is as follows:

a. The president submits a call for appointments as an electronic file for posting on the
website no later than January.

b. All board and committee members, particularly the district liaisons, actively recruit
applicants and encourage branches to advertise the application process in branch
newsletters and meetings.

c. Members submit applications to the state office by the specified deadline, usually in April
or May.

d. The president or president-elect reviews all applications and prepares an appointment list
for all committees and appointed positions.

e. The proposed appointment list is presented to the board for its review and consultation.
The directors must be given at least one week to respond with any recommendations for
changes or additions.

f. The president or president-elect finalizes the appointments and directs the office manager
to respond to all applicants no later than June 15, notifying them of their appointments, or
to thank them if they were not appointed, encouraging them to reapply in the future.

g. The executive committee must approve appointments after June 15 and those requiring
early appointment for more than a one-year term, such as the meetings planner.

901.3 Committee Chairs
Duties specific to the chair of a given standing committee are outlined in that committee’s
policy. The general responsibilities of all committee and task force chairs include:

1.

Convenes the committee, determines the work plan, and organizes and coordinates the
committee’s work.

Promotes AAUW’s mission to advance equity for all women and girls and the programs of
AAUW.

Identifies, mentors and recommends members for appointment to committees and task forces
of the state.

Receives state and board communications and, when appropriate, contributes articles and
materials for state communications to branch leaders and members.
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5. Attends meetings.
a. Attends board and state meetings at the request of the president.

b. Attends leadership weekend, if held. Each committee/task force’s annual meeting may
be held at this time.

c. Attends interbranch council and district meetings.

o

Represents AAUW CA in approved coalitions.

=

Participates in workshops at the biennial convention and at district or interbranch council
meetings.

8. Visits branches when requested under the leader-on-loan program.

o

Is aware of and complies with financial policies and procedures regarding board, committee
meeting and convention attendance and reimbursement of administrative and travel expenses.

10. Maintains and updates an experience notebook and appropriate files during term in office.
Files should contain detailed procedures, a record of disbursement of budgeted funds, copies
of materials submitted for mailings, board and committee minutes for past year and helpful
reference material.

11. Keeps in files AAUW and AAUW CA bylaws and AAUW CA policies and procedures.
12. Makes recommendations for necessary changes to the policies and procedures.
13. Is familiar with all phases of AAUW and works closely with all officers and chairs.

14. Submits a quarterly report to the board and an annual report to the president at the end of the
program year.

15. Performs other duties as requested by the president.

Date: 10/12/2013 (Version: 02) Page 3 of 3



AAUW CA Policy Section 900: Committees and Appointments 902
AAUW Funds Committee

Policy 902 — AAUW Funds Committee

902.1 Composition
The AAUW Funds committee is a standing advisory committee composed of a chair, the CFO,
and others as the board may direct.

902.2  Chair Duties

[See also Policy 901.3 for general responsibilities of all committee chairs]

1. Holds at least one meeting of the AAUW Funds committee, assigns duties to committee
members, and aids and supervises them in their work.

™

Is responsible for implementing the programs established by the national AAUW board.

(8]

Promotes the mission of the AAUW programs — such as fellowships, grants, NCCWSL,
LAF, Eleanor Roosevelt Fund — to branches, members and the community.

4. Educates and informs members and others about AAUW programs through the dissemination
of news and information.

e

Fosters teamwork and partnerships between branch and state leaders serving AAUW.

o

Plans, with the assistance of the AAUW Funds committee, events at which time AAUW
fellowship recipients and grant recipients are introduced to the members.

a. Submits a budget to the president and CFO for each event.

b. Submits, within 30 days of completion of an event, a financial report of the event and its
fiscal impacts on AAUW CA.

c. Arranges attendance of current fellowship recipients and grant recipients at the various
events.

=

Maintains Funds information files and provides materials and information to members.

8. Plans, in conjunction with appropriate directors and the meetings planner, all AAUW Funds
activities at statewide meetings.

9. Reports to branches a preliminary calendar year report of total and per capita contributions at
the annual meeting with a final report communicated to all AAUW CA members when
available.

10. Has overall responsibility, with the AAUW Funds Committee, for selecting the state named
gift honoree and submitting the name to the board for approval.

a. Solicits nominations for the state named gift honoree from members and branches by
February 15 of each year, and instructs branches that members of the current board or the
AAUW Funds committee are not eligible for the award.

b. Announces the state named gift honoree at the annual meeting or when appropriate.

902.3 Committee Duties

AAUW Funds Committee:

1. Assists the AAUW Funds committee chair in all aspects of implementing and educating
members about AAUW activities and programs within the state.
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Works to increase branch and state contributions to AAUW programs focusing on personal
gifts, planned giving, and corporate sponsors.

a. Provides guidance in the fund raising activities of the branches.

b. Consults with the AAUW development staff when identifying and soliciting non-
members, businesses and foundations.

c. Assists and guides branches in establishing new endowments, in accordance with national
AAUW:?’s policies and procedures.

d. Has responsibility for AAUW Funds activities at state meetings.
e. Plans and conducts AAUW Funds workshops at appropriate statewide meetings.

Plans and participates in the events at which AAUW fellowship recipients and grant
recipients are introduced to the members.

Votes on how to distribute assessment money among unfinished California endowments. A
series of state resolutions, with the latest in 1986, directs that the assessments collected from
the branches shall be used for California endowments which are incomplete. The AAUW
Funds committee will decide how to allocate these funds toward completing endowments.

Assists in convention planning and takes part in presenting AAUW Funds workshops and
trainings.

Participates in the leader on loan program, as authorized.

Reviews the nominations submitted and chooses the state named gift honoree, subject to
board approval.

Schedules and coordinates branch visits by fellowship recipients and grant recipients.
Fellowship recipients and grant recipients of AAUW Funds are selected by the national
AAUW board of directors.

a. Branches are limited to one visit from a current fellowship or grant recipient every other
year. If there is a greater availability of fellowship or grant recipients, branches may
obtain more frequent visits.

b. Inform branches that recipients must be allowed at least twenty minutes to speak.
Branches are to provide transportation, meals, and lodging when appropriate and an
honorarium in the $30 - $50 range.

Schedule and coordinate the visits of fellowship recipients and grant recipients to state
meetings. One or more members of the committee may be designated schedulers by the
committee chair.

902.4 AAUW Funds Financial Policies

1.

2.
3.

Donor contributions made by check, rather than through the national AAUW’s online
donation platform, must be made payable to AAUW Funds.

All checks must include the name of the branch to receive credit.

Checks may include direction from the donor on how the money is to be designated.
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4. Donor contributions, given at state events or given directly to a state AAUW Funds
committee member or the chair and made by check or cash shall be sent directly to AAUW
with the appropriate donation form.

5. All direct donation checks for AAUW Funds and all AAUW Funds contributions collected
by branches as a result of fundraisers shall be sent to national AAUW as soon as possible but
no later than December 31.

6. Rules of confidentiality prevent the AAUW Funds committee from releasing specific donor
contribution amounts.

]
]
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Policy 903 — Branch Support Committee

903.1 Composition

The branch support committee is a standing committee, composed of a chair and district liaisons
from each of the eleven districts in the state. Districts may have more than one district liaison,
but the committee should have at least one representative from each district.

903.2  Chair Duties

[See also Policy 901.3 for general responsibilities of all committee chairs]

1. Gives guidance to and communicates with district liaisons throughout the year assisting them
in identifying the specific needs of branches and IBCs, and the best way to address those
needs.

2. Prepares a committee budget that provides for adequate travel expenses for the district
liaisons to visit each branch at least once every other year and attend all district and IBC
meetings.

3. Obtains list of IBC meeting dates from liaisons and communicates with liaisons prior to and
after each meeting focusing on questions, suggestions, problems, and exemplary practices
identified.

4. Serves as a vehicle to link IBCs and branches to AAUW CA through information from
district liaisons.

5. Forwards information supplied by liaisons about promising practices to chairs of appropriate
committee(s) to support branches by providing successful models for replication.

6. Notifies chair of appropriate committee(s) about problems/questions/suggestions reported by
liaisons. In some cases, multiple committees should be informed to be able to work as a team
to resolve issues, including:

a. Program issues should be reported to the program committee chair and, as appropriate,
also the public policy chair, diversity representative, international advocacy
representative, and AAUW Funds chair.

b. Leadership issues should be reported to the leadership chair and, as appropriate, also the
governance and membership chairs.

¢. Membership issues should be reported to the membership chair and, as appropriate, also
the program, leadership, governance, development and marketing, and public policy
chairs.

7. Follows up with chair of committee(s) to which problems were referred about plans and
progress and reports information to liaison.

903.3 Committee Duties
1. Each district liaison provides assistance to support and maintain branches within his/her
assigned district and serves as the coordinator/resource for the state.

a. Maintains continuing contact with state and national leadership team members and local
branches of the district, and provides assistance as a resource to help meet branch needs,
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including membership recruitment and retention, mission-based program planning,
leadership training.

Ensures that each branch in the district receives a visit at least once every other year.

Attends all IBC and multi-branch meetings held in the district as regularly as possible,
and asks for time on IBC meeting agendas.

Requests newsletters and directories from branches in the district in order to become
better informed of branch activities. Writes occasional “Did You Know” articles for
branch newsletters.

Encourages branches to advertise their events on the state website, and refers them to the
communications committee for assistance in the development and maintenance of their
own websites.

Increases communication between branches and encourages branches to work together on
programs and community projects.

Reminds branches of the availability of the leader-on-loan program. (See Policy 909-
Leadership Development Committee for details on the leader-on-loan program.)

Communicates with the leadership development committee about specific leadership and
training needs in the district and about the content of leadership training.

Encourages mission based programming and reminds branches of resources available
including program committee, program-in-a-box, international advocacy and diversity
representatives, public policy and AAUW Funds committees.

Assists in keeping branches informed and engaged in membership recruitment and
retention strategies provided by the membership committee.

Encourages support for AAUW Funds including attendance at Fund events, requests for
fellowship recipient speakers, and increased contributions.

Encourages the establishment and maintenance of college/university partnerships.

Recruits members to serve on the state and national level.

a.

b.

Encourages district members to apply for state appointments and run for state and
national AAUW elected positions. Encourages branch leaders to solicit committee
applications and nominations for capable members.

Recruits nominating and elections committee member from the district.

Includes the committee chair in all communications to branch presidents.

Participates in the leader-on-loan program, leadership training and state convention
workshops, as requested.
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Policy 904 — Communications Committee

904.1 Composition
The communications committee is a standing committee composed of the editorial team,
webteam, and such others as the board may deem necessary.

904.2  Chair Duties
[See also Policy 901.3 for general responsibilities of all committee chairs]
1. Recruits, trains, and oversees an editorial staff for all print publications.

2. Recruits, trains, and oversees a webteam to handle AAUW CA’s internet presence and
electronic communications.

3. Works closely with the internet host provider and website consultant to be aware of new
trends and developments.

4. Trains committee members, office staff and board members in the administrative functions of
the website and database appropriate for their use.

5. Provides advice and assistance to branches that request it. Serves as liaison between branch
newsletter editors and board.

6. Prepares and distributes press releases to media and branches for state activities. Handles
post conference/convention press releases and any follow up stories.

7. Assists with convention planning. Consults with president and program vice president to
ensure accuracy of speeches, business and any special plans for conferences/conventions.

8. Works with AAUW CA office manager to maintain current data list with national AAUW.

o

Works with meeting/event coordinators and local arrangements committee on publicity and
print publications.

904.3 Committee Duties
1. Develops and distributes AAUW CA information to branch leadership, membership, and the
public.

2. The webteam has overall responsibility for AAUW CA'’s internet presence and electronic
communications.

a.  Manages the website, web calendar and blog(s).

b.  Maintains the website database, branch officer’s report and email broadcast system,
including president's messages, board-to-board communications, and branch newsletter
distribution to state officers.

c.  Manages the email aliases and mailing lists.

d.  Maintains the online photo albums.

e. Is an administrator of the AAUW CA Facebook page.

f.  Prepares a budget for the website and sends it to the president and CFO.
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3. The California Perspective editor edits, publishes, and distributes the state newsletter to the
membership.

a.  Oversees publishing of California Perspective at least three times per year and sets copy
deadline for each issue.

b.  Prepares budget for state newsletter and forwards it to the president and CFO.

c.  Isdirect contact for print house of state newsletter.

d.  Orders member data list from national AAUW and coordinates with print house.

e.  Verifies bulk mail account is funded for each newsletter publication.

f.  Consults with the office manager to verify non-profit postage permit is current and files

statement of ownership with the post office, as required.

g.  Works with the webteam to post each issue of California Perspective on the website, and
allow members to subscribe to email notification of its online availability in lieu of
receiving a print copy in the mail.

4. Recommends advertising rates for California Perspective and SnapShots publications to the
finance committee.

5. Presents workshops and trainings offered at state, district, and interbranch council meetings.

6. Processes members’ requests to receive the California Perspective publication electronically,
ensuring that those members are taken off the mailing list for print copies. Working with the
state membership committee, sends invitations to new members to opt for electronic delivery
of the California Perspective.
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Policy 905 — Development and Marketing Committee

905.1 Composition

The development and marketing committee is a standing committee, composed of the chair and
others as the board may direct, preferably at least four members who have development and/or
marketing experience.

905.2 Chair Duties
[See also Policy 901.3 for general responsibilities of all committee chairs]
1. Reports to the board on development and marketing projects.

2. Ensures that the board approves all funds applied for and received.

3. Ensures that all marketing and development efforts are in compliance with the policies and
policies of AAUW CA and national AAUW.

905.3 Committee Duties

1. Increases the visibility of AAUW CA and secures non-dues revenue to support official state
projects or special projects that have been adopted by one of the standing committees and
approved by the board, or help defray the cost of state programs and activities. This revenue
could come from grants, bequests, donations, sponsorships and product/ad sales.

2. Works with the communications committee, the AAUW Funds committee and other
committees, as appropriate, to create and implement an overall development and marketing
plan.

]
]
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906 — Finance Committee

906.1 Composition
The finance committee is a standing committee composed of the CFO as chair and a minimum of
four additional members.

906.2 Committee Duties (See also Policy 604, Chief Financial Officer; and Policy Section
1000, Financial Administration)

The finance committee assists the CFO in all aspects of AAUW CA financial management,
including:

1. Prepares AAUW CA budget for approval by the board.

2. Studies, prepares and reviews requests for changes in budgets and submits recommendations
to the board for approval.

3. Receives reports from the investment managers and/or third party custodians on a quarterly
basis. The finance committee shall review the investments, procedures, and adherence to the
investment policy and decide on the specific portfolio allocations as needed. (See Policy
1003-Investment Policy).

o

Annually reviews investment policy and recommends changes for board approval.

e

Reviews biennially in even-numbered years, in consultation with the board, the state dues for
branch members and MALs and recommends changes if necessary. If the board approves a
change in state dues, the finance committee is responsible for submitting the proposal as it is
to appear on the ballot to the nominations/elections committee by the designated deadline for
inclusion in the Winter issue of California Perspective.

6. Reviews and recommends travel and meal reimbursement rates for the following year to the
board for adoption at its spring meeting.

7. In consultation with the communications committee, reviews and sets advertising rates for
California Perspective and SnapShots publications.

8. Reviews and sets the price for providing mailing labels, in consultation with the office
manager and president. (See Policy 107- Release of Member Information to Third Parties.)

9. Studies special funding requirements of the proposed state projects, programs and special
committees and makes recommendations for board action, if needed.

10. Administers, reviews and updates the financial policies of the state as printed in the AAUW
CA Branch Financial Guide.

11. Reviews the audit before presentation to the board.
12. Reviews and makes recommendations regarding the state insurance programs.

13. Assists the CFO in all aspects of convention fund management and prepares a financial
report following each conference.
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907 — Internal Audit Committee
907.1 Composition
1. The internal audit committee is a standing committee composed of a chair and a minimum of
two additional members. At least one member will be from the general membership.

2. Candidates for a position on the committee should not only understand the concept of
auditing financials and processes, but have had direct experience. They also should have a
minimum of two years as a member of AAUW. Familiarity with QuickBooks is a plus.

3. No current or immediate past officer of the board may serve on the committee. The chair of
the committee may be a board member.

907.2  Responsibility and Authority

The committee’s primary function is to assist the board in fulfilling its oversight responsibilities
with respect to the audit of the organization's books and records, and the system of internal
controls that are established. The committee is the liaison between the board and external
auditors. The committee should have a clear understanding with the outside auditors that they
must maintain an open and transparent relationship with the committee, and that the ultimate
accountability of the outside auditors is to the board and committee. The committee is granted
the authority to investigate any matter or activity involving financial accounting and financial
reporting, as well as the organization's internal controls. In that regard, the committee will have
access to the organization's external professionals to render advice and counsel in such matters.

907.3  Chair Duties
[See also Policy 901.3 for general responsibilities of all committee chairs]
Reports in writing to the board at their regular meetings, when appropriate.

907.4 Committee Duties
1. Assists the board in all aspects of AAUW CA fiduciary management.

2. Recommends plans for an audit to the board by the end of each fiscal year.

3. Prepares request for proposal for outside auditing services and recommends to the board the
selection, retention, or termination of the outside auditors. Communicates with the board the
quality of the organization's financial and accounting personnel.

o

Reviews interim and annual financial statements.

e

Assures the board that the financial statements properly reflect the organization’s financial
condition.

Reviews adequacy of internal controls.
Monitors compliance with laws, regulations, and conflict-of-interest policies.

Meets periodically via conference calls, email and other electronic means.

o ® =2

Reviews with the board and outside auditors significant accounting and reporting principles,
practices, and procedures applied when preparing financial statements. Discusses with the
outside auditors their judgments about the quality, as well as the acceptability, of the
accounting principles used in AAUW CA financial reporting.
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908 — Governance Committee

908.1 Composition
The governance committee is a standing committee composed of a chair and a minimum of five
additional members, as well as the parliamentarian serving as consultant.

908.2  Chair Duties

[See also Policy 901.3 for general responsibilities of all committee chairs]

1. Assigns committee members to help branches and interbranch councils (IBCs) within each
district with bylaws amendments and policy questions. Assists committee members as

necessary.
2. Serves as the governance committee representative to the California Online Branch.
3. Distributes the policies and procedures handbook to new directors and committee chairs at

the first meeting of the program year.

4. Prepares a committee budget that includes the expense of updating or revising the AAUW
CA policies and procedures, as well as its printing and distribution of the policies and
procedures handbook to new directors and committee chairs.

e

Holds bylaws briefings at the annual meeting and other meetings as requested.

N

Maintains an inventory of branch bylaws, policies and procedures, and standing rules, and
ensure current copies are posted on the state website.

908.3 Committee Duties

State Duties

1. Reviews AAUW CA bylaws in even-numbered years, or whenever mandatory bylaws
amendments are required by national AAUW, and proposes amendments or changes as
needed.

a. Submits proposed state bylaw amendments, including rationale, to each member of the
board at least ten days prior to the meeting at which the amendments are to be acted
upon. The rationale must contain financial implications, if any.

b. Sends two copies of the amended bylaws to AAUW at connect@aauw.org.

c. Sends a copy of the amended bylaws to the California Secretary of State whenever there
are significant amendments or a revision.

d. Provides the office staff and the webteam with copies of the amended bylaws for printing
and/or posting on the website.

e. For any bylaws amendment that would require a membership vote of approval, sends text
of proposed amendment as it is to appear on the ballot and supporting rationale to the
nominations/elections committee chair by the designated deadline for inclusion in the
Winter issue of California Perspective.

2. Participates in bylaws briefings at state convention when possible.

3. Reviews the AAUW CA policies and procedures in the odd-numbered years. These policies
and procedures define positions and committees and outline policies and procedures that

]
]
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carry out the provisions of the state bylaws and outline current practices.

4. Updates the handbook as appropriate with policies and procedures adopted by the board,
changing the version number and last-amended date on each policy page amended. Editorial
changes do not require board approval.

5. If extensive amendments or revisions are made to the policies and procedures, publishes a
new handbook. If changes are minor, distributes the appropriate revised pages electronically.

6. Passes files to successor, preferably in electronic format.

Branch and IBC Support

7. Advises branches and IBCs within the district(s) assigned by the chair in matters concerning
bylaws and policy amendment and review; and assists branches and IBCs to fulfill state and
national AAUW mandatory bylaws amendments, using the following procedure:

a. Receives and reviews branch/IBC draft of proposed amendments, checking that they
follow required language and providing guidance with optional language.

b. Emails approved draft back to the branch/IBC for a membership vote.

c. Receives a final copy of the newly amended bylaws after membership vote, with the Date
Last Amended noted, and emails the branch/IBC certification of their completion and
approval for their records.

d. Emails final bylaws to committee chair, to be posted on the state website, along with
current branch policies and procedures and standing rules.

e. Emails final branch bylaws to connect@aauw.org for AAUW's records.

*

Submits reports to chair on branch/IBC bylaws and policy work as requested.

©

Participates in the leader-on-loan program as authorized.

10. Attends state, IBC, other meetings as often as possible.
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Policy 909 — Leadership Development Committee

909.1 Composition
The leadership development committee is a standing committee, composed of a chair, the leader-
on-loan coordinator, and other committee members as the board may direct.

909.2  Chair Duties

[See also Policy 901.3 for general responsibilities of all committee chairs]

1. Responsible for developing, coordinating, administering, and evaluating a systematic,
ongoing, comprehensive leadership development and training program to meet the needs of
the state and the branches.

2. Consults with the board on specific leadership development and training needs in the state,
districts and branches.

3. Consults with district liaisons and assists them in identifying their specific leadership
development and training needs for branches.

4. Acts as a resource person and liaison on training/leadership development issues within
AAUW CA.

e

Assists with convention planning.

o

Consults with the leader-on-loan coordinator and president on the administration of the state
leader-on-loan program, including the selection of state leaders for the leader-on-loan
requests.

909.3 Committee Duties
1. Is responsible for the development and implementation of the statewide leadership-training
program.

a. Designs and offers training modules to districts and branches.

b. Works with the district liaisons in developing the content of the annual leadership
training.

2. Participates in the leader-on-loan program, assists in convention planning, and takes part in
presenting leadership training and workshops, as requested.

3. Provides board training, as requested by the president.

909.4 Leader-on-Loan Program
1. The purpose of the leader-on-loan program is to share expertise and training which will
enable branches to:

a. Strengthen their internal organization.
b. Increase AAUW’s presence in their communities.

c. Overcome common challenges such as growing and retaining membership, developing
branch leaders, and implementing mission-based programs.

d. Increase member understanding of the breadth and scope of AAUW’s mission.
]
]
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2. The leader-on-loan coordinator duties are to:

a. Structure and manage the program to maximize effectiveness and to fulfill AAUW's
mission

b. Advertise the program for maximum utilization

c. Obtain and assign highly qualified speakers in consultation with the leadership
development chair and president.

d. Evaluate the program and make needed improvements in consultation with the leadership
development chair and board.

3. Leaders-on-loan may include current directors and appointed chairs and members, AAUW
board and committee members. District liaisons may not be leaders-on-loan within their own
districts.

4. Branches and any multi-branch group may utilize the leader-on-loan program using the
following procedure:

a. All forms and information about the leader-on-loan program will be distributed in the
first administrative packet of the program year and posted on the state website.

b. Requests are submitted to the leader-on-loan coordinator at least 60 days in advance.
c. Leader-on-loan coordinator will respond to the request within 14 days.

d. The president assigns a leader-on-loan in consultation with the leader-on-loan coordinator
and leadership development chair.

e. The hosting entity makes all arrangements for the visit, such as venue and promotional
materials.

f. After the visit, the hosting entity completes and returns an evaluation form to the leader-
on-loan coordinator.

5. The expenses of a leader-on-loan visit are the responsibility of the hosting entity (branch or
IBC), including travel (bridge tolls and mileage at current reimbursement rates), lodging and
meals. However, AAUW CA will pay for the speaker expenses for a request that has been
approved by the branch support committee as a branch in need of assistance.

6. Criteria for selecting leader-on-loan recipients:

o

. Support: Has this branch been identified as troubled by the branch support committee?

o

. Frequency: When was the most recent request for a leader-on-loan from this branch or
IBC honored?

. Disappointment Factor: Has this branch or IBC requested a leader-on-loan in the past,
which was not awarded? How often?

o

d. Leader-on-Loan Equity: Has the leader requested been scheduled too frequently?

e. Special circumstances: Is this request to mark a significant event in the life of the branch
or is it for a special community action project or similar?

]
]
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Policy 910 — Membership Committee

910.1 Composition
The membership committee is a standing committee composed of a chair, diversity

representative, college/university liaison, and as many other members as deemed necessary by
the board.

910.2  Chair Duties

[See also Policy 901.3 for general responsibilities of all committee chairs]

1. Assists and educates branches and members on membership recruitment and retention
strategies.

a. Holds membership committee meeting to train committee members, distributes materials,
sets goals, develops action plan for year, and delegates tasks to assist branches.

b. Works with the district liaisons and uses all forms of electronic and print state
communications to keep branches informed and engaged in membership recruitment and
retention strategies.

c. Works with the national and state offices to formulate and distribute membership
statistics.

2. Facilitates the establishment of new branches.

a. Investigates leads for new community need, to notify nearby branches and establish
personal contact with organizers.

b. Visits a petitioning group desiring to form a branch and discusses the programs of
AAUW and the desirability of organizing a branch. May designate an official
representative to act in her/his stead.

c. Provides prospective branch with forms and explains procedure to chartering a new
branch. Obtains AAUW CA board approval for branch formation and sends appropriate
forms to AAUW Membership department. Offers the new branch assistance throughout
the chartering process and for its first two years.

3. Is responsible for implementing all changes in branch structure.

a. Reviews requested branch name change. Presents motion to approve name change to
AAUW CA board. If approved, obtains necessary state signatures and sends request to
AAUW Membership Department/Branch Relations. When approved, notifies state
board, membership and governance committees.

b. Informs branches on alternative governance models other than the traditional AAUW
officer positions in an attempt to assist those branches that may be experiencing
challenges in recruiting members for leadership positions.

c. Instructs branches on procedure for disbandment should a branch vote to disband and
supplies the necessary forms if requested. Presents motion to the AAUW CA board, and
if approved, obtains necessary state signatures and sends documents to AAUW
Membership department. Notifies appropriate groups as above.

]
]
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d. Works with a branch seeking to become a satellite as well as with the "host" branch.
Instructs both branches in their respective roles. Obtains approval from the state board
and obtains the president's signature. Sends document to AAUW Membership
department. Notifies appropriate groups as above.

e. Works with two branches seeking an "informal" merger (a troubled branch melds into a
stronger branch). Instructs branches on procedure to follow. Presents request to the board,
and if approved, obtains president’s signature and sends document to AAUW
Membership department. Notifies appropriate groups as above.

f.  Works with two branches seeking a formal merger (both branches relinquish their
charters and become a new branch with a new name). Requests state governance
committee to assist branch in writing their bylaws and furnishes template. Obtains
approval of bylaws from the governance committee and presents motion to the board for
approval. If approved, sends completed form to national AAUW Governance
Committee, and AAUW Membership Department.

g. Tracks branches making above changes and offers assistance.

Provides information to transferring members to assist them in finding a branch or branches
in their new location.

Sends congratulatory letters to new 50-Year Honorary Members, and to their branch finance
officer notifying them that they are henceforth exempt from payment of CA dues.

Recognizes significant branch anniversaries.

a. All branches that have reached the charter date of any multiple of 25 years shall receive a
certificate at the annual meeting, and recognition in the California Perspective.

b. Any branch that requests recognition of an important branch anniversary, other than one
that is a multiple of 25 years, shall receive a certificate.

910.3 Committee Duties

l.
2.

Suggests effective methods for branches to recruit, orient and retain members.

Endeavors to strengthen and increase membership in the state through the establishment new
branches.

Serves as a liaison between branches and the board.

a. Communicates with branches through electronic and printed mailings, branch visits, IBC
meetings and workshops.

b. Assists branch membership vice presidents in the implementation of AAUW and AAUW
CA membership policies and programs.

c. Develops College/University partner memberships and recruits student affiliates.

d. Provides a written report of activites to the membership chair to include in the
committee’s quarterly report to the board.

Participates in the leader-on-loan program, as authorized, serves as a member of the district
or IBC team and as such attends those meetings when possible, and performs other duties as
assigned by the chair.
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5. Assists in convention planning, and takes part in presenting membership workshops and
trainings at convention and any other state or district meeting.

910.4 Diversity Representative
1. Develops, coordinates and administers a systematic, ongoing and comprehensive diversity
program in consultation with the membership and program development committees.

™

Evaluates diversity programs regularly, making appropriate recommendations to the board.

(O8]

Consults with the board, all committees, IBCs and branches on identifying and addressing
specific diversity issues and needs in the state, districts and branches.

Is a voting member of the membership and program committees.
Performs other duties as requested by the president.

Reports to the board as requested.

Ny ok

Submits an annual report to the state president.

910.5  College/University Partners Subcommittee
1. The subcommittee shall be composed of a chair and as many other members as deemed
necessary by the board.

2. Coordinates and administers the AAUW College/University Partnership Program for AAUW
CA in collaboration with the membership and program committees.

(O8]

. The subcommittee chair a voting member of the membership committee.

o

Maintains responsibility for the overall recruiting of accredited colleges/universities within
CA as partners with AAUW.

a. Retains a list of all current C/U partners along with a campus contact for each institution.
Keeps this list up to date and shares this information with AAUW CA branches via the
State website, publications and electronic means.

b. Encourages branches to outreach to potential C/U partners in their geographic area and
recruit them. Supplies branches with recruitment materials and mentoring advice.

c. Promotes AAUW national, state and branch membership among C/U partner schools by
reaching out to faculty, staff and students.

d. Educates C/U partner students regarding their AAUW membership as E-Student
Affiliates

5. Ensures the renewal of AAUW partner C/Us each year.

a. Works with the branches to make sure they communicate with C/U campus liaisons and
encourage collaboration on programs, projects, events.

b. Encourages branch interaction with Student Affiliates and E-Student Affiliates by
obtaining a list of the latter from the national member services database (MSD).

c. Maintains a supply of student brochures and AAUW publications to share with campus
liaisons and with branches.
]
]
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6. Encourages branches to collaborate with local C/U campuses and educate the branches on the
various programs AAUW has established for college-age women:

a. NCCWSL (National Conference for College Women Student Leaders
b. AAUW Campus Action Projects (CAP)

c. National Student Advisory Council (SAC)

d. Elect Her

e. AAUW CA Financial Literacy projects: $tart$mart and Money Trek

7. Disseminates information describing AAUW grants and fellowships.

]
]
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Policy 911 — Nominations and Elections Committee

911.1 Composition and Term Limits

The nominations and elections committee is composed of a chair and up to 11 committee
members, providing representation from as many districts as possible across the state. No
sitting director may serve on the committee. No member may serve more than two consecutive
one-year terms as a committee member unless the third term is as the committee chair. No
member shall serve more than two consecutive terms as committee chair.

911.2 Committee Appointment Procedure
1. District liaisons and current committee members actively recruit members from their districts
to apply for appointment.

2. Applications for committee appointments must be submitted to the state office by the
published deadline.

3. If'there are not applications from at least six of the districts in the state, the deadline for
applications is extended by one month, giving district liaisons more time to recruit
applicants.

4. The board appoints a chair and committee members in consultation with the parliamentarian
to ensure committee term limits are taken into consideration.

911.3  Chair Duties
[See also Policy 901.3 for general responsibilities of all committee chairs]
1. Has overall responsibility for the nominations process.

a. Prepares the Call for Candidates and submits it for publication in the fall California
Perspective, posting on the AAUW CA website and inclusion in the fall Administrative
Packet for branch presidents.

1. Confirms with the board of directors which officers and how many directors will
be elected.

2. Confirms with the board of directors the deadline for nominations to be received.
Deadline must meet publication deadline for winter California Perspective.

3. Confirms with the board of directors the dates of the 3-week voting period.

b. Prepares the Candidate Information Form and arranges for it to be posted on the AAUW
CA website.

c. Submits candidates’ photos, goal statements and Candidate Information Forms for
posting on the AAUW CA website in the order they are received.

d. Submits candidates’ photos and goal statements for publication in the winter California
Perspective and inclusion in the winter Administrative Packet for branch presidents.

e. With the board of directors, sets the deadline and process for additional nominations
and/or nominations from the floor.
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f. Collects and files candidates’ signed acknowledgement of the campaign rules. (Form is
appended to Policy 502).

2. Works with the appropriate committee chair to ensure that any measure requiring a
membership vote, such as resolutions or the public policy platform, are submitted in a timely
manner and in the proper format for inclusion on the ballot.

3. Works with the communications team to create an online forum for discussion of resolutions
and public policy issues, if needed.

4. Consults with the parliamentarian on questions of policy and procedure regarding the
nomination and election processes.

5. Coordinates, with the board of directors, the timing and process for additional nominations
after the slate has been presented to the membership.

6. Has overall responsibility for elections.

a. Contacts the election vendor after the nominations deadline to confirm procedures and set
dates for the 3-week voting period.

b. Obtains Excel file of AAUW California members from AAUW thirty days prior to
beginning of voting period.

c. After additional nominations are received, sends candidates’ names, photos, Candidate
Information Forms, and Excel membership file to the election vendor.

d. Requests the ballot to be prepared and a sample ballot to be sent to the nominating
committee. Once ballot is approved, requests the election vendor to begin the voting
period.

e. Verifies that candidates’ financial reports have been filed by the required deadlines and
are in compliance with the campaign rules.

f. At the conclusion of the voting period, notifies each candidate of the election results by
telephone.

g. Provides election results to be posted on the AAUW CA website once all candidates have
been notified.

h. Delivers all election results to the state president, including a report on the breakdown of
voting by branch and/or zip code to help evaluate participation rates, with a copy to the
secretary for inclusion with archival annual meeting minutes.

1. Submits election results to communications chair for publication in Spring California
Perspective.

j. Destroys, at the end of the nominating committee process, all confidential proceedings
and written information regarding candidates except for Candidate Information Forms
and photos.

7. Conducts an annual review of election policies and procedures, campaign policies and
timelines to ensure that they are current and relevant. Recommends changes to the board if
they require bylaw amendments or the governance committee if policy changes are needed.
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911.4 Committee Duties

1. It is the responsibility of the nominating and elections committee to evaluate, seek and select
highly qualified candidates for each office and position. The nominating and elections
committee shall be responsible for determining that candidates are AAUW CA members in
good standing.

2. The nominating and elections committee is authorized to handle any complaints of non-
compliance with any campaign rules, including the authority to disqualify candidates who
provide false or misleading candidate information or fail to follow the campaign rules.
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912 — Program Committee

912.1 Composition
The program committee is a standing committee, composed of a chair, international advocacy,
financial literacy, and diversity representatives, and such others as the board may direct.

912.2 Chair Duties
[See also Policy 901.3 for general responsibilities of all committee chairs]

1. Serves as consultant to the district liaisons for program coordination and to the finance
committee when program priorities are being considered.

2. Tracks branch program activities through branch newsletters.

912.3 Committee Duties

1. Helps branches to translate AAUW and AAUW CA program priorities into branch
programming. All programs should interpret and reflect the mission, purposes, policies and
objectives of AAUW.

2. Communicates with branches through all state electronic and printed communications,
branch visits, district and IBC meetings, and workshops.

3. Sets the state program theme for the year, and plans and coordinates workshops for all state
conferences and conventions in close consultation with other state committees. (See Policy
1102-Conventions.)

4. Participates in the leader-on-loan program, as authorized.

912.4 International Advocacy Representative
1. Plans and recommends to the board policies, programs, and actions on issues of international
scope and interest.

2. Serves as a resource on international issues for branches, IBCs, and the state board.

3. Encourages branches to include an international perspective in their programming.

4. Promotes coalitions and connections with other international advocacy organizations that
have been approved by AAUW CA.

5. Serves as AAUW CA liaison to international organizations.

6. Is authorized to create and chair an International Advocacy Sub-Committee, if needed, to

achieve the goals and objectives of this area of state programs.

912.5 Financial Literacy Representative
1. Coordinates and promotes financial education for girls and women.

2. Serves as a resource to branches and IBCs on financial literacy programs.

3. Recommends collaboration with financial institutions and organizations to the board, and
promotes those partnerships to branches and IBCs.
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4. Plans workshops at state conventions on financial literacy programs.

5. Is authorized to create and chair a Financial Literacy Sub-Committee, if needed, to achieve
the goals and objectives of this area of state programs.

912.6 Gender Equity in Education Representative
1. Promotes gender equity in education (Title IX) for girls and women.
2. Works with the public policy committee on gender equity in education legislation.

3. Encourages branches to include gender equity in education perspective in their programming
and serves as a resource to branches and interbranch councils on Title IX issues.

4. Recommends coalitions with other organizations to the board and participates in board
approved coalitions.

5. Serves as AAUW CA liaison to other organizations working on Title IX issues.
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Policy 913 — Public Policy Committee

913.1 Composition
1. The public policy committee is a standing committee, composed of the chair, the president,
and others as the board may direct.

2. Effort shall be made to appoint members with background in reproductive rights,
education/childcare, prevention of violence against women and families, and other aspects of
public policy relevant to AAUW CA priorities.

913.2 Chair Duties

[See also Policy 901.3 for general responsibilities of all committee chairs]

1. Has overall responsibility for administration of AAUW CA’s public policy program under
the guidance of the state board and within the scope of the national AAUW public policy
program.

a. Works with the legislative advocate to further the public policy program of the state.

b. Acts as a resource to AAUW CA and its branches, keeping them informed of national
and state AAUW public policy, voter education programs and recommended actions.
Communicates current public policy activities to branch public policy chairs, requesting
local support as necessary.

c. Prepares and distributes to the board and the branches at the end of the legislative session
a report/voting record of the final action on or disposition of all specific legislation on
which AAUW CA has taken positions.

d. Presents the committee’s recommendations to the board for AAUW CA membership in
statewide coalitions annually. Coordinates and facilitates state participation in coalitions;
encourages branches to build local coalitions.

e. Prepares and distributes the Public Policy Brochure.

f.  Submits proposed budgets for the public policy committee and public policy events, and
submits financial reports to the CFO within 30 days after a public policy event.

g. Annually reviews and revises the Public Policy Program document for distribution in the
administrative packet to branches.

h. Takes emergency action on specific public policy clearly within the scope of the public
policy program with the approval of the president and two other members of the public
policy committee.

2. Maintains communication with national AAUW staff concerning the implementation of
effective public policy and voter education campaigns.

a. Coordinates AAUW CA responses to national AAUW public policy requests.

b. Submits proposed public policy items to the national AAUW Public Policy Committee
and staff for consideration when state issues may have national significance.

913.3 Committee Duties
1. Stays informed on national AAUW public policy and voter education. Advocates and
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promotes AAUW CA action priorities.

a.
b.

C.

d.

Evaluates and takes positions on legislation and ballot measures, assigning priority status.
Publishes and updates the state bill package.

In consultation with the legislative advocate, prepares legislative interview
forms/questions for use by branches to facilitate meeting with their legislators.

Prepares statements to be delivered to appropriate public officials.

2. Assists branches in implementing the public policy and voter education programs.

a.

> @ oo

1.

Assists in planning and implementing any AAUW CA public policy event, if requested
by a branch.

Attends district training meetings as the public policy committee representative, if
requested.

Participates in the leader-on-loan program, as authorized.

Attends state conventions, when possible, to present public policy workshops and speak
to the public policy programs, as called upon.

Makes recommendations to the board on non-partisan candidate endorsements.
Evaluates and recommends action on AAUW CA resolutions.

Recommends new coalition memberships to the board.

Assists in annual evaluation of coalition memberships.

Biennially reviews and updates the public policy priorities, recommending changes.

3. Formulates and implements a state public policy and voter education program in compliance
with national AAUW policy.

a.

In the fall of even-numbered years, solicits members’ comments and recommendations
for changes in public policy priorities.

Uses member input and committee analysis to develop the proposed AAUW CA action
priorities.

Presents the public policy priorities and program for adoption by the membership in odd-
numbered years, submitting the proposed language as it is to appear on the state ballot
and supporting rationale to the nominations/elections chair by the designated deadline for
inclusion in the Winter issue of California Perspective.

Prepares and distributes the state public policy priorities brochure.

Considers and suggests action falling within the scope of the national and state AAUW
public policy program, including consideration of positions on specific legislation, ballot
initiatives, or endorsement of statewide non-partisan candidates.

4. Reviews proposed AAUW CA resolutions and assesses their relevance and impact on public
policy program priorities.

5. Assists in convention planning, and takes part in presenting public policy workshops and
trainings.

]

]
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6. Consults with the leadership development committee to update public policy leadership
training materials.

913.4 Legislative Advocate
The legislative advocate is a paid consultant with these responsibilities:
1. Represents AAUW CA at legislative hearings and lobbies the public policy bill package.

Works with legislators on issues within the state focus on public policy positions.
Publishes and maintains the approved bill package on the AAUW CA website.

Uses the AAUW CA Action Alert system and social media to inform and engage AAUW
members and friends to participate in lobbying efforts.

el

e

Acts as a consultant to the public policy committee in the selection of bills on which to take
positions.

6. Attends and speaks at state conventions and meetings, and participates in the leader-on-loan
program.

7. Works with advocates from other organizations that share similar mission, vision and public
policy priorities.

913.5 Coalitions

1. The public policy chair and one other public policy committee member, selected by the chair,
review coalition evaluations and present recommendations to the board for approval at the
summer board meeting.

2. Criteria for evaluation of coalition membership includes
a. Coalition goals consistent with AAUW’s mission.

b. Coalition effectiveness, viability, serving a critical need, and potential for positive
impact.

c. Contribution to AAUW visibility.
d. Commitment to participate regularly.

3. The president appoints a representative to each approved coalition, and the coalition
representative will:

a. Submit a written report, with agenda attached, to the public policy chair after each
meeting of the coalition.

b. Submit a written coalition evaluation to the public policy chair at the end of each fiscal
year.

4. A line item in the AAUW CA budget shall designate the total amount to be allocated for
coalition dues for the year.
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914 — State Project Oversight Committee

See also Policy 109-State Projects.

914.1 Composition

The state project oversight committee is a standing committee, composed of a chair and as many
additional members as deemed necessary by the board. The chair and at least one other
committee member must be a sitting director.

914.2  Chair Duties
[See also Policy 901.3 for general responsibilities of all committee chairs]
1. Assign committee members to fulfill the duties of the committee.

914.3 Committee Duties

1. Evaluate new state project proposals, consulting with the finance committee for fiscal impact,
and other committees as appropriate, and make a recommendation to the board within three
months of receipt of the application.

2. Assist in the development and execution of new projects, including working with the project
coordinator to create policies and procedures for the project by the end of the first year of its
operation.

3. Annual evaluations of current state projects, including:
a. Evaluate projects' budgets before the budget are sent to the board for approval.

b. Review projects’ policies and procedures to ensure practices are consistent across
multiple delivery sites and consistent with state policy. Working with project
coordinators to update policies and submit those amendments to the board for approval.

c. Review projects’ publications.

4. Conduct an annual procedural and financial review of each project. For a project with
multiple delivery sites, such as Tech Trek, a sampling of several sites is sufficient, with the
sites selected rotated from year to year.

a. Financial review should include a review of the budget, actual income/expenses, and a
sampling of deposits and vouchers.

b. Procedural review should contact a sampling of the participants and volunteers to ensure
procedures were followed and all insurance, risk management, and legal requirements of
a project are met.

5. Make recommendations to the board on how to improve projects and if/when to discontinue
projects.
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Policy 915 — Meetings Planner
1. Responsible for coordinating the logistics of all statewide meetings, including but not
limited to board meetings, conferences, conventions and annual meetings.

a. Consults with the president and appropriate district liaisons concerning host
branches and local chairs for state meetings, conferences and conventions, and
makes recommendations to the executive committee for approval.

b. Ensures that all meetings, conferences and conventions are adequately staffed and
the required local arrangements are completed.

c. Meets with facilities staff prior to each event to review all event requirements.

d. Acts as sole contact with meeting site personnel, working on site at all state
meetings.

e. Writes all notes and letters of appreciation and distributes small gifts to meeting
site staff.

2. Responsible for the negotiations of all contracts related to meetings of AAUW CA
including arrangements for room rates, meals, meeting rooms, equipment and setups, and
services, making every effort to keep the cost of group meals that are to be paid by the
state within the board-approved meal reimbursement rates.

a. Submits all required documentation and paper work to meeting facilities and
coordinates with the facilities staff.

b. Submits all contracts to the state president for approval and signature.
c. Handles all meeting AV requests.

3. Co-chairs the convention planning team with the conventions manager. (See Policy 916-
Convention Manager and Local Arrangements Chair)

4. Assists the CFO with:
a. Assessing the budget needs for meetings.
b. Confirming the board rooming list.

5. Maintains an experience notebook.

6. Submits an annual report to the president.
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Convention Manager and Local Arrangements Chair

916 — Convention Manager and Local Arrangements Chair

Convention Manager

1. Is appointed to a two-year term of office, beginning in July of even-numbered years.

2. Working with the meetings planner, oversees the planning for the annual meeting in odd-
numbered years, when there is no convention.

3. Has overall responsibility for planning and developing the biennial convention, co-chairing
the convention planning team with the meetings planner.

a.

Leads the convention planning team in planning schedules and coordinating programs for
the convention. The team will include the president and CFO; chairs for AAUW Funds,
communication, leadership development, membership, program, and public policy;
international, diversity, and financial literacy representatives; state project coordinators;
the local arrangements chair; and others as the convention team co-chairs deem
necessary.

Calls planning team meetings as required, preferably in conjunction with state board
meetings to minimize travel expenses. The initial planning meeting should occur no later
than August of odd-numbered years.

Consults the evaluations and reports from previous conventions early in the planning
process. Creates an evaluation form for convention attendees and compiles the results of
those evaluations after the convention.

Prepares a convention proposal for board members to review in October of odd-
numbered years. Presentation will include the convention budget (including the terms for
volunteer discounts and vendor/branch sales table rates), program themes, AV needs,
room set-up, etc.

Assists the communications committee with the preparation of convention information
and registration forms that will be distributed to the membership via the California
Perspective and the state website.

Oversees the publication of the official convention brochure and its delivery to the event
site.

Oversees registration and creation of registration packets for attendees.
Consults with meetings planner prior to approval of convention AV requests.
Appoints an editor to produce and distribute daily SnapShots at convention.

Evaluates the event with the convention planning team immediately after convention, and
presents a final report to the board.

4. The convention manager may request the president to appoint a convention assistants to
whom some tasks may be delegated, including (but not limited to) registration, coordinating
AV requests, vendor registration, and convention program publication.

5. Reports to the board on planning progress and attends board meetings at the request of the
president.
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916.2 Local Arrangements Committee and Chair
1. The local arrangements committee (LAC) chair recruits a committee of members living near
the convention location who recruit, schedule, and oversee all the convention volunteers.

2. The LAC chair works with the convention manager and convention planning team to identify
the staffing needs for convention, including but not limited to: registration, packets,
workshop assistants, market place, volunteer room, meals, greeters, and Connection Corner.

3. Attends convention-planning meetings at the request of the convention manager.

4. Assists the convention planning team with selecting local convention entertainment and
opening ceremonies.

5. The LAC chair provides the convention manager and office manager with a list of those
eligible for discounted convention registration rates, in accordance with Policy 1102
(Convention).
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917 — Parliamentarian

1. Serves as consultant and advisor to the president, state and branch leadership, and all AAUW
CA members on parliamentary procedure.

2. Is an ex-officio, non-voting member of the board, executive committee, and governance
committee. Consults with other committees at the request of the president or committee
chair.

3. Maintains copies of the current versions of the AAUW charter, bylaws and policies; state
bylaws, policies and procedures; and Robert’s Rules of Order Newly Revised.

4. Confers with the president in advance regarding business to come before the executive
committee, board and state membership meetings in order to anticipate issues that might
arise.

5. At the request of the president, polls the executive committee regarding potential emergency
action, reports back to the president when a majority vote has been reached, secures a
complete vote and ensures that the results are recorded in the minutes at the next executive
committee meeting.

6. Instructs the nominations and elections committee regarding responsibilities, the current
offices to be filled, and the electoral procedures to be followed. (See Policy 501-
Nominations, and Policy 502-Elections.)

7. Prepares a call for resolutions for the first administrative packet of the program year. (See
Policy 111-Resolutions.) If any resolutions are proposed, works with a task force appointed
by the president to oversee the presentation of resolutions on the state ballot:

a. Assists branches with proposed resolutions concerning form, clarity, and content of
proposed resolutions, including the resolutions’ effective duration and financial
implications. Prepares a task force recommendation for action on proposed resolutions.

b. Refers proposed resolutions to all standing committee chairs for review and comment,
and to the CFO for preparation of a fiscal impact statement.

c. Publishes and distributes properly presented proposed resolutions, including the CFO’s
fiscal impact statement, through the same state communications channels used for all
other ballot measures.

d. Working with the nominations and elections committee chair, ensures resolutions appear
on the state ballot.

e. Works with the communications committee to create an online forum for discussing
resolutions. Arranges for a discussion of resolutions immediately before or after the
annual meeting business sessions, if logistically possible.

f. Ensures that policies and procedures are updated, if needed, to conform to adopted
resolutions.

8. Obtains copies of the call and program of the previous annual meeting in order to assist in
]
]

Date: 4/21/2013 (Version: 01) Page 1 of 2



AAUW CA Policy Section 900: Committees and Appointments 917
Parliamentarian

preparation of the standing rules and parliamentary procedure guidelines for an upcoming
annual meeting.

9. Meets with annual meeting volunteers to confirm procedures and advises and supervises on-
site members of these committees as far as possible.

10. Submits an annual report to the state president.

11. Performs such other duties as requested.
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Policy 918 — Assistant to the President

1. Assistant to the President is an appointed position. Appointment of this position is optional
and is at the will of the current president.

™

The appointee shall be approved and confirmed by the executive committee.

(8]

. The appointee will perform duties and tasks assigned by the president, which may include
tasks such as board preparation postings, tracking board action items, maintaining internal
board contact lists, and tracking the president’s travel schedule, as well as any other duties
deemed necessary by the president.

]
]
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Policy 1001 — General Fund Budget

1001.1 Budget

The general fund budget shall reflect the mission, goals, priorities, activities and projects of
AAUW CA. It shall be developed in conjunction with a AAUW CA strategic plan to idenitfy
funding priorities. (See Policy 108-Strategic Plan). The budget shall include statements of
revenue and expense and include a provision for a permanent reserve.

1001.2 Authority and Approval
The finance committee, in consultation with board members, committee chairs and task force
chairs, shall prepare the budget and present it to the board for approval.

1001.3 Timeline

The finance committee meets in July or early August to prepare an annual budget of estimated
income and expenditures and submits the budget to the board of directors for approval by August
15. The finance committee monitors the budget throughout the year, and prepares a preliminary
budget for the upcoming year for the outgoing board to approve no later than June 15. This
preliminary budget will be in effect until the final budget is approved in August.
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Policy 1002 — Bank Accounts

1002.1 Bank Accounts
1. Current bank accounts include:
a. Checking account for operating expenses - Unrestricted
b. Convention Conference Fund - Restricted
c. Operating Fund — Restricted
d. Project Fund — Restricted
For each account’s purpose and restrictions, see Policy 1003-Investment Policy)

2. No new accounts may be established in the name of AAUW CA without prior authorization
of the president and CFO.

1002.2 Signature Authority

1. Any AAUW CA financial account utilizing the AAUW CA tax ID number shall have the
following officers given signature authority: CFO, president, and president-elect/vice
president.

2. All checks over $2,000 require two signatures.

]
]
Date: 10/12/2013 (Version: 02) Page 1 of 1



AAUW CA Policy Section 1000: Financial Administration 1003
Investment Policy

Policy 1003 — Investment Policy
1003.1 Purpose
This investment policy is to establish a clear understanding of its investment objectives and
policies. The AAUW CA board and finance committee are entrusted with managing AAUW
CA’s investments and are expected to act in a prudent manner consistent with the best interests
of AAUW CA and have authority to maximize investment opportunities within the limitations of
these guidelines.

1003.2 Definition of Duties

1. The board of directors of AAUW CA has the ultimate fiduciary responsibility for AAUW
CA’s investment portfolio and is responsible for ensuring that governance and management
policies are in place and implemented.

2. The Chief Financial Officer (CFO) is responsible for implementing the investment policy,
hiring investment managers, and monitoring portfolio performance on a regular basis to
ensure compliance with the investment policy. An investment committee may be organized
under the guidance of the CFO and board of directors to monitor the portfolio performance
and its compliance with the investment policy, and to make recommendations to the CFO.

3. The Investment Advisor is responsible for implementing the investment strategies as defined
herein. The advisor shall serve as a third-party objective professional retained to assist the
CFO in managing the overall investment process. The advisor is responsible for guiding the
committee through a disciplined and rigorous investment process to enable the committee to
meet the fiduciary responsibilities outlined herein. The advisor shall provide asset allocation
advice, provide spending studies, help with manager selection, provide portfolio level
performance reports, review current managers, monitor the overall health of the portfolio and
provide education to the CFO.

4. The custodian is a financial institution responsible for safeguarding the assets of the
portfolio. The custodian is also responsible for the settlement of securities bought and sold,
collecting dividends and interest payments from the securities in the portfolio, and
administering corporate actions on securities held, such as stock splits and dividend. The
custodian typically provides monthly and annual accounting reports including detailed
transactions, cash flows, securities held and their current value, and change in value of each
security and the overall portfolio since the previous report, and disburses funds for AAUW
CA’s operating budget.

1003.3 Accounts of the Portfolio
AAUW CA maintains four investment accounts, for four distinct purposes, all of which are
guided by this Investment Policy Statement:

1. Convention/Conference Fund

a. Purpose: To serve as self-insurance for shortfalls relating to contractual obligations for
state convention, state meetings and state-sponsored events. All income and expenses for
said events will be processed through this account.

b. Restrictions: The Convention Conference Fund shall have a minimum balance of
$50,000. Any earnings shall be reinvested back into the fund to ensure its growth. This
fund will be invested at moderate risk with $50,000 invested in short term (1-3 years)

]
]

Date: 01/16/2015 (Version: 03) Page 1 of 5




AAUW CA Policy Section 1000: Financial Administration 1003

Investment Policy

instruments. Any amount over $50,000 may be invested in longer term (3-5years)
instruments.

Restricted Projects Fund

a. Purpose: To fund special projects and programs of AAUW CA as established by the
board. This account acts as a reserve for contingencies. If and when an emergency
occurs, the board must approve the amount needed to regain status quo. That approved
amount will be transferred to the Money Market Checking Account for disbursement.
The funds removed from this account will be replaced as soon as possible.

b. Restrictions: The Restricted Projects Fund shall have a minimum balance of $20,000.
This fund may be invested in instruments with a moderate risk and a longer term (3-5
years). This fund will maintain a ratio of 75% to 25% stocks to bonds.

Restricted Operating Fund

a. Purpose: To continue to operate in the event of unforeseen or exceptional cash shortages,
and cover the day-to-day operating expenses of the organization. This account acts as a
reserve for contingencies. If and when an emergency occurs, the board must approve the
amount needed to regain status quo. That approved amount will be transferred to the
Money Market Checking Account for disbursement. The funds removed from this
account will be replaced as soon as possible.

b. Restrictions: The Restricted Operating Fund balance shall be no less that four months of
more than six months actual budget operating expense, based upon the prior year’s fully
budgeted operating expenses with a minimum balance of $75,000. Any earnings shall be
reinvested back into the fund to ensure its growth. This fund will have investments with
moderate risk and 3-5 year term. This fund will maintain a ratio of 75% to 25% stocks to
bonds.

Money Market Checking Account

a. Purpose: Unrestricted operating fund. This account is used to receive income and
disburse expenses that are ordinary operating income and expenses.

b. Restrictions: The Money Market Checking Account is an unrestricted account. The
funds will remain in the Money Market checking account until needed. Upon cash flow
analysis and operating cash requirements funds may be invested for periods of 60-120
days in Certificates of Deposit. Any earnings shall be reinvested back into the fund to
ensure its growth.

1003.4 Objectives of the Portfolio

1.

All investments shall support the mission of AAUW CA: Advancing equity for women and
girls through advocacy, education, philanthropy and research.

The board of directors and CFO shall identify any specific companies deemed incompatible
with AAUW CA’s mission. The list of companies shall be updated as needed and given to
the advisor to avoid investing in.

This investment policy has been arrived at upon consideration by AAUW CA of a wide
range of policies and describes the prudent investment the board of directors deems
appropriate. This process includes offering various asset classes and investment management
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styles that, in total, are expected to offer the opportunity to diversify the portfolio in a manner
consistent with the specified risk and return requirements of the portfolio. The objectives
include:

a. Maintain the purchasing power of the current assets and all future contributions. The
objective is to maintain the level of services and programs in relation to inflation.

b. Maintain the level of programs and services currently provided. This can only be
accomplished if sufficient total return is reinvested and new funds added to keep pace
with cost increases and program expansions.

¢. Maximize return within reasonable and prudent levels of risk.

d. Maintain an appropriate asset allocation based on a total return policy that is compatible
with a flexible spending policy, while still having the potential to produce positive real
returns.

e. Follow general “safe harbor” rules:

1. Use prudent experts (registered investment advisor, including mutual funds, bank or
insurance company) to make the investment decisions.

2. Demonstrate that the prudent expert was selected by following a due diligence
process.

3. Give the prudent expert discretion over the assets.

4. Have the prudent expert acknowledge their co-fiduciary status (mutual funds are
exempt from this requirement — the prospectus is deemed to serve as the fund’s
fiduciary acknowledgement).

5. Monitor the activities of the prudent expert to ensure the expert is performing the
agreed upon tasks.

1003.5 Monitoring Portfolio Investments and Performance

The CFO will monitor the portfolio’s performance against the portfolio’s stated investment
objectives. At a frequency to be decided by the board of directors, the CFO will formally assess
the portfolio and the performance of its underlying investments.

1003.6 Monitoring Costs

1. The CFO will review at least annually all costs associated with the management of the
portfolio, including:

a. Expense ratios of each mutual fund and ETF against the appropriate peer group.

b. Administrative fees — costs to administer the portfolio, including record keeping, custody
and trust services

c. The proper identification and accounting of all parties receiving soft dollars and/or 12b-1
fees generated by the portfolio.
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2. The board of directors and CFO will undertake a detailed review and assessment of the
program’s overall strategy and investment structure at least every three years. Any changes
to the policy should be communicated in writing to all appropriate parties.

1003.7 Acknowledgment

Each year, the president, CFO and financial advisor/manager shall sign an acknowledgement of
this investment policy statement (appended to the end of this policy).
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Investment Policy Acknowledgment

We recognize the importance of adhering to the mission and strategies detailed in this policy and
agree to work to fulfill the objectives stated herein, within the guidelines and restrictions, to the
best of our ability.

[type name], President, AAUW CA Date
[type name], CFO, AAUW CA Date
[type name], Financial Advisor/Manager Date
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Policy 1004 — AAUW Funds Assessment
The AAUW Funds branch assessment will be collected annually.

The February 1 branch membership numbers will be used for AAUW Funds branch assessments.
The assessment bill will be mailed from the state office directly to the branch treasurer.
Branches will pay their assessments according to the following schedule and send them to the
office by the specified deadline:

Membership Amount
1-25 $5
26-75 $35
76-175 $60
176-300 $85
301-400 $110
401-600 $135
Over 600 $160

New branches chartered before July 1 shall be responsible for payment of the AAUW Funds
branch assessment by the specified date. For new branches, membership on July 1 shall be used
to determine amount of assessment.

Assessments are designated according to Policy 902-AAUW Funds Committee.
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Policy 1005 — Insurance and Risk Management

1. All activities of an AAUW entity within the state of California, regardless of organizational
level, are covered by the state AAUW CA liability insurance, as long as that entity has paid
its invoiced share of the state insurance premium or, in the case of interbranch councils, is
made up of branches that have all paid their insurance premiums.

2. The CFO in consultation with the president shall negotiate all AAUW CA insurance
coverage programs. These programs include, but are not limited to, comprehensive liability,
which includes a special events blanket rider, bonding (crime), and directors and officers
insurance.

3. The AAUW CA general fund budget will provide for the purchase of insurance programs.

4. The state office will bill branches and any other AAUW entity in California wishing to be
covered by the state insurance for the cost of their insurance coverage each year. In order to
be eligible for coverage from the state insurance policy, all members of the AAUW entity
must be members of the state organization. The branch or AAUW entity’s share of the total
premium is determined using a sliding scale based on membership as of February 1 of the
prior AAUW year. Payment due date is set each year by the CFO.

5. Some special projects and programs of the state or branches may require additional insurance
coverage for the specific needs of the project or program. Purchase of any needed special
projects and events insurance riders are the responsibility of the project/program planners. To
obtain insurance riders, the project/program manager should contact the insurance
representative to initiate the insurance procedure. The cost of the insurance rider premium
will be the sole responsibility of the project or program.

6. When locations or other entities require to be named in AAUW CA insurance, the AAUW
entity sponsoring the event will contact the insurance agent who will issue the certificate.

7. If a project or program secures its own individual and separate insurance, that insurance
becomes the primary coverage, but state sponsorship is still implied of all AAUW activities.

8. All AAUW CA entities will comply with all required risk management and other reporting
requirements imposed by the insurance carrier(s). In terms of risk management, however,
AAUW CA is always a "silent partner." If members host events in private homes, transport
people or minors in their cars for activities, their personal insurance is primary and the state
insurance is secondary, if there is a claim.

9. Branches or other AAUW entities in California may choose their own insurance carrier for
any real property they own. If branches/AAUW entities choose their own carrier, they must
submit a copy of the policy to the AAUW CA CFO for approval. If they choose to have the
property covered by AAUW CA insurance, they must pay an appropriate premium in
addition to the premium required by the state.
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Policy 1006 — Reimbursement Procedures

1006.1 Directors and Committee Chairs Attendance at Meetings

l.

Directors will be paid travel and meal reimbursements to attend board meetings, on the
condition that they attend the entire meeting. Committee chairs, co-chairs, or appointed
positions that are not directors shall be reimbursed for attending board meetings only if they
are specifically invited to attend by the state president. Members who are required to attend
any AAUW CA meeting and who receive meal, travel and/or other reimbursable expenses
who cannot attend 100% of a meeting will be required to give prior notice to the president.
The president will determine the necessity of attendance for less than 100% of a meeting.
Without prior approval of the president to attend less than 100% of the meeting, travel
reimbursement will be reduced proportionately for any member arriving late or leaving early.

If a director lives at a distance from the meeting in an area with limited airline access, the
president has the authority to approve an extra night lodging for a member to attend a
meeting if, in advance consultation with the meetings planner, it is determined that is the
most economical way for the director to attend.

The president in consultation with the CFO will determine the meal(s) that will be allowed
for reimbursement. No alternates or substitutes for board members unable to attend regularly
scheduled meetings will be funded by the state budget.

Expenses incurred for an AAUW CA director to conduct the initial installation of officers for
a new branch will be paid from the board travel fund.

1006.2 Travel and Meals

1.

2.

3.

Travel and meal reimbursement rates are to be established by the board each year in April on
recommendation of the finance committee.

For any member required to attend a board meeting, the meetings planner shall arrange for
lodging to be paid by AAUW CA using master billing with the hotel, based on double
occupancy. Meeting attendees who request a single room are required to pay "> the total cost
of the room. This payment may be made by deducting the total due to the state from a
voucher submitted for all other travel expenses.

Types of expenses that are eligible for reimbursement:

a. Reimbursable travel expenses:

1. Airfare, reimbursed on the basis of advance purchase coach fare (when available).
Members are responsible for any change or cancellation penalties, except in cases
where an AAUW sanctioned conference or convention is canceled or the attendee
must cancel due to medically sanctioned illness of the attendee or within the attendee’s
family, death in the family, job-related responsibilities, or reasonable causes approved
by the president. Exceptions to these established policies for health and other access
reasons shall be reviewed for approval by the president and meetings planner upon
request.

2. Airport parking, if a long-term, lower-cost lot is used.

]
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3. Mileage and bridge tolls. If the expense of driving exceeds advance purchase airfare,
the member will be reimbursed at the airfare rate.

b. Non-reimbursable expenses:

1. Valet parking.

2. Short-term airport parking when a less-expensive outer parking lot and shuttle is
available.

3. Taxi, when free airport shuttle is available.

4. Tips (with the exception of restaurant server tips included in meal receipts)

1006.3 Representatives to Other Organizations and Coalitions

Appointed representatives to other organizations and coalitions will be reimbursed for expenses
incurred in attending meetings of those organizations to the extent approved in the annual
budget.

1006.4 Committees
AAUW CA committee/task force members receive travel and meal reimbursement for the annual
meeting of their committee/task force, which may be held at a leadership weekend. In addition:

1. The public policy committee shall be reimbursed for travel and meal expenses for its spring
meeting to select the legislation on which AAUW CA will take a position.

2. The finance committee shall be reimbursed travel and meal expenses for one meeting in
addition to the regularly scheduled board meetings.

3. Additional committee meetings may be funded for travel and/or meal reimbursement upon
approval of the president and the CFO. These additional meetings are funded for all
committee members.

1006.5 Meetings Planner

The meetings planner shall be reimbursed for travel, lodging, and meal expenses to attend board
meetings, the annual meeting, and convention. The registration fees, meal, and travel expenses of
the meetings planner for other statewide events on-site work shall be paid with prior approval of

board.

1006.6 AAUW Convention

AAUW CA will pay the registration fees, travel and meal expenses for the AAUW CA president
to attend the AAUW convention. In the case of co-officers, the state will pay for only one to
attend. In addition, AAUW CA will pay registration fees for directors of the board who attend,
not to exceed the amount the state has budgeted for AAUW convention that year. If insufficient
funds have been budgeted to pay registration fees for all the directors who wish to attend
convention, preference will be given to directors who still have a year left on their term of office
as director.

]
]
Date: 10/11/2014 (Version: 04) Page 2 of 3



AAUW CA Policy Section 1000: Financial Administration 1006
Reimbursement Procedures

1006.7 Vouchers

1. Expenses that are budgeted for each committee may be reimbursed by submitting a voucher
to the CFO. Vouchers submitted by a director or committee chair for expenditures within the
budget allotment shall be paid upon presentation. If the expense exceeds the committee
budget allotment, the finance committee must approve the payment.

2. The voucher requesting funds from the authorized account must be sent to the CFO. Attach
receipts for all expenses; if no receipt is available a written explanation is required for the
reimbursement to be considered. Reimbursement for expenses will not be made without
furnishing receipts or an explanation of why a receipt could not be obtained for the expense
in question. The authorizing director or committee chair must sign vouchers. Committee
chairs must authorize payment for their committee members.

3. Any invoices or bills for goods or services from an outside vendor should be submitted with
a voucher to the CFO for payments directly to the vendor. A member may not personally
pay bills totaling $1,000.00 and seek reimbursement without prior approval of the CFO.

4. If the CFO declines a voucher request for reimbursement, s’he must notify the author of the
voucher of the decision and the reason within two weeks of receipt of the voucher. The
author of the voucher may appeal the CFO’s decision to the finance committee. The appeal
must be submitted within two weeks from the date the CFO’s notification of the decision
declining reimbursement.

5. Vouchers including receipts must be submitted within 45 days after the expense is incurred
or in the case of telephone charges, 45 days after the date of the bill. The finance committee
must approve payment for vouchers submitted more than 45 days after the expense was
incurred. If a committee member has expenses which total less than $25, vouchers may be
held until that amount is reached.

6. All bills for a given fiscal year must be submitted by June 10 of the same fiscal year.

1006.8 Advances

Budgeted funds can be advanced by submitting an Advance Form to the CFO. Within two
weeks of travel or incurrence of a non-travel expense, a voucher must be submitted listing the
total expenses itemized, less the advance and showing the balance due. In the unusual event that
the advance exceeds the expense, the balance due to AAUW CA should be remitted with the
final voucher.
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Policy 1007 — Fundraising Guidelines

1. AAUW branches and AAUW CA may raise funds as long as those funds are used to further
the stated exempt purposes of AAUW. The purpose and final destination of the funds must
be clearly stated on all advertisements, e.g. in newsletters and newspaper articles. The
purpose cannot be changed, nor may the destination of funds be changed after the fundraiser
is over; to do so would be unfair to all concerned and may also be illegal. In order to
advertise that donations to a fundraiser will be tax-deductible by the donor, the destination of
the proceeds from the fundraiser must be to stated Code Section 501(c)(3) charitable
organizations such as AAUW Funds or the AAUW CA Special Projects Fund. Individuals
are not recognized charitable organizations under Code Section 501(c)(3).

2. Branches must follow national AAUW Policy 501°s guidelines for branch fundraising
activities. State leadership shall serve as a resource to help branches understand and enact
AAUW’s guidelines.
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Policy 1008 — Outside Funding

1008.1 Grant Proposal Approval Procedures
1. Proposals for grant applications shall be submitted to the president and approved by the
executive committee. (See Policy 801.2-Executive Committee Responsibilities)

2. As part of its approval prior to the acceptance of any funds, the executive committee shall
approve all conditions, requirements and limitations imposed by the outside funding source
and how the name of AAUW will be used.

3. The board shall approve any extension of time or broadening the scope of the
project/activity/program funded from outside source(s).

1008.2 Grant Proposal Evaluation

Grant proposals must be evaluated in relation to the mission, purposes, goals and priorities.
Factors to consider include but are not limited to:

1. AAUW’s involvement, both short term and long range.

Commitment to AAUW resources (funds and member time).
Restrictions imposed by the grantor.

Implication of use of the AAUW name.

nok wN

Additional/alternative questions posed by the nature of the grant.
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Policy 1101 — Annual Meeting
1101.1 Scheduling
In even-numbered years, the annual meeting shall be held in conjunction with the state
convention. In odd-numbered years, the annual meeting shall be held on the third weekend in
April if possible, to create a predictable pattern that will assist branches to plan their activities
around this event. In accordance with AAUW policy, the annual meeting may not be held on
days of the following major religious observances: Maundy Thursday through Easter, the first
two days of Passover, or major holidays of other significant religious or ethnic groups in the
state. All Jewish holidays begin at sundown the day before.

1101.2 Location

The president and meetings planner, with the approval of the executive committee, will decide
the location of the annual meeting in odd-numbered years. For even-numbered years, when the
annual meeting is held in conjunction with the state convention, see Policy 1102.2.

1101.3 Registration Fees

1. Annual meetings held in even-numbered years, not in conjunction with a convention, shall
charge attendees registration fees that cover the costs of the event, including room rentals,
equipment, printing and food. Annual meetings held in conjunction with a convention may
charge registration fees that cover any costs specific to the meeting that are not covered by
the convention budget, such as printed materials distributed for the business session.

2. Registration fees are determined by the president, in consultation with the meetings planner
and CFO, and must be approved by the board. The fee schedule shall include an option for
attending the Speech Trek state final competition separately from the rest of the annual
meeting. (See also Speech Trek Policy 3.2.5.)

3. Payment of registration fees is required for attendance and participation in the annual
meeting. All refund requests must be in writing, emailed or postmarked ten days prior to the
annual meeting. All cancellations are subject to a processing fee to be set annually by the
finance committee.

1101.4 Reimbursement

All officers, the parliamentarian, the meetings planner, and any board or committee member
required to attend the annual meeting at the request of the president to make a report at the
meeting, shall have registration fees, lodging travel and meal expenses reimbursed for the day, as
well as lodging the night before the event if travel limitations and timing of the meeting require
the participant to arrive the day before the annual meeting. Participants are expected to work
with the meetings planner to find the most economical travel and lodging combination that
allows them to fulfill their roles in the meeting at the least cost to AAUW CA.

1101.5 Voting
AAUW CA will use a voting system that ensures that every member has the chance to
participate, not just those who attend the annual meeting. (See Policy 502 for elections policy.)

]
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Policy 1102 — Convention
1102.1 Scheduling
AAUW CA will hold a biennial convention in even-numbered years, which will include the
annual meeting as well as workshops and other mission-based programs. Whenever possible, the
convention shall be scheduled on the third weekend in April, in order to give branches a
predictable pattern around which to schedule their own activities. In accordance with AAUW
policy, the convention may not be held on days of the following major religious observances:
Maundy Thursday through Easter, Rosh Hashanah (two days), Yom Kippur, and first two days
of Passover, Christmas; major holidays of other significant religious or ethnic groups in the state.
All Jewish holidays begin at sundown the day before.

1102.2 Location

1. Conventions shall alternate location between the northern and southern regions of the state.
Effort should be made by the convention manager to have the locations rotate among the
districts over the years, but the primary considerations in determining the location must be
cost, accessibility, and overall suitability for the event.

2. The location shall be announced at the annual meeting prior to the convention.

1102.3 Theme and Programming
1. The theme of the convention will be decided by the convention planning team, and
announced no later than August of odd-numbered years.

2. In consultation with the board, other state committees, and the convention planning team, the
program committee is responsible for evaluating and selecting workshop proposals and
selecting keynote speakers.

1102.4 Budget

The meetings planner and convention manager works with the CFO to develop the convention
budget. Program events such as AAUW Funds, Tech Trek, Speech Trek, pre-convention forums,
etc. shall be self-supporting. The convention budget shall provide for:

1. Meal reimbursement for directors and appointed committee chairs.

2. Travel and meal reimbursements for the local arrangements committee chair and the assistant
to the president at the convention. If there are co-chairs for the local arrangements
committee, reimbursements will be provided for only one.

(O8]

All positions entitled to the worker registration rate.

o

Registration, travel, and meal reimbursement for the president, convention manager, program
committee chair, meetings planner, local arrangements chair, and SnapShots Editor.

e

Cost of printing and copying, A/V and radios, speakers and workshop presenters.

o

Costs for preparation and mailing of the pre-convention packet and the layout/design and
printing of the convention insert in the state every member publication.

7. A complimentary convention meal for past state presidents.

Date: 4/14/2016 (Version: 03) Page I of 3



AAUW CA Policy Section 1100: Meetings 1102
Convention

8. Travel and meal reimbursement for each member of the convention planning team to attend a
convention-planning meeting.

1102.5 Fees

1. Convention fees shall be set high enough to cover administration, program, printing, and
future planning expenses. The board shall approve the convention fees, including fees for
anyone to attend just the Speech Trek state finals without attending the rest of convention
(See Speech Trek policy 3.2.5).

2. Payment of registration fees is required for attendance and participation in the convention.
All refund requests must be in writing, postmarked 10 days prior to the first day of the event.
All cancellations are subject to a processing fee to be set annually by the finance committee.
Except for full cancellations, meal resale will be the sole responsibility of the attendee.

3. A discounted worker registration fee shall be set for those making significant contributions to
the smooth running of the convention. To be eligible for this discounted rate, the member
MUST sign up for volunteer assignment through the local arrangements chair in advance or
have his/her name submitted by the proper authority to the local arrangements chair to be
included in the list of convention workers. Those eligible for the worker rate are:

a. Any AAUW CA member who volunteers a minimum of six hours during the convention.

b. State board members, state appointed positions, or state committee members who are one
of the following:

1) Workshop presenter (name submitted to local arrangements chair by convention
manager).

2) Required for conducting the annual meeting (name submitted to local
arrangements chair by the state president).

3) Convention volunteer worker for a minimum of three hours.

1102.6 Reimbursement
1. Any expense that exceeds the budgeted amount or any non-budgeted expense must have
prior approval of the CFO.

2. The CFO must approve all vouchers for conferences and convention expenses. All vouchers
must be submitted within 45 days of close of convention.

1102.7 Sales

1. Branches or the state may sell items benefiting the AAUW fund raising programs, and those
consistent with AAUW’s mission, program, and at conferences and convention. Branches
must assume all liability for damage or loss of items on display for sale.

2. The board may decide, at its discretion, to allow outside vendor sales at the state convention
or other meetings. Revenue received from vendor sales will be designated to support the
convention’s operating budget.

3. Written proposals, signed contracts and waivers of liability must be received by the meetings
planner prior to the commencement of sales. All agreements with outside vendors are
]
]
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1. Tech Trek: AAUW California State Project

Mission statement: AAUW California Tech Trek Science and Math Camp for Girls strives to
develop interest and excitement in Science, Technology, Engineering and Math (STEM) and
self-confidence in eighth grade young women by providing the experience of living one week on
a college campus and participating in hands-on activities in math, science and related fields.

Tech Trek is a project of AAUW California and abides by all governing rules of that
organization. The AAUW CA Special Projects Fund acts as the fiduciary agent for the project.

These policies have been adopted by the AAUW California Board of Directors to govern this
state project.

1.1. Leadership Structure
1. AAUW California (AAUW CA) and AAUW California Board of Directors
(AAUW CA BOD): The Tech Trek Camp Project is a state project under the jurisdiction
of the AAUW CA BOD.

2. AAUW National Tech Trek Program (AAUW NTTP) AAUW National is the
fiduciary agent for the AAUW Tech Trek Camps.

3. AAUW CA State Project Oversight Committee (SPOC): The SPOC is charged
with evaluating the project and making recommendations about the project to the TT
State Coordinator and the AAUW CA BOD.

4. Tech Trek State Coordinator (TT State Coordinator): The TT State Coordinator is
appointed by the AAUW CA BOD. The TT State Coordinator is responsible for the
oversight of all Tech Trek Camps run under the AAUW CA Tech Trek Camp Project,
consults with the SPOC, and reports to the AAUW CA BOD.

5. Tech Trek Financial Liaison (TT Financial Liaison): The TT Financial Liaison is
appointed by the AAUW CA president. The TT Financial Liaison is responsible for the
financial oversight of all Tech Trek Camps run under the AAUW CA Tech Trek Camp

Project, and is the overall project treasurer.

6. Funds Development Committee: An ad hoc group appointed by the TT State
Coordinator and reporting to the TT Financial Liaison to identify Tech Trek camp needs
across the state and develop a funding campaign to meet those needs.

7. Grant Writing Team Leader: The grant writing team leader guides volunteers in
seeking out and applying for grants for the Tech Trek project, not for branches. The
grant writing team leader is appointed by the TT State Coordinator and reports to the TT
Financial Liaison.

8. Camp Director: Each Tech Trek Camp has a director or directors who are appointed

by the TT State Coordinator. They are responsible for the organization and administration
of a specific camp. The Camp Director reports directly to the TT State Coordinator.
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9. Camp Treasurer: Each Tech Trek Camp has a treasurer who is appointed by the
Camp Director. The Camp Treasurer is responsible for the detailed, day-to-day financial
accounting of their specific camp. The Camp Treasurer works with the TT Financial
Liaison to ensure the camp meets all the project’s fiduciary requirements.

10. Branch Coordinator: Each AAUW CA branch has a contact person to coordinate
all aspects of sponsoring campers, including, but not limited to, submitting reservations
to the Camp Director, contacting local schools, selecting the campers, fundraising,
sending funds to the Camp Treasurer, and sending camper registration information to the
Camp Director.

See Section 4 for all Tech Trek job descriptions.

1.2. Participation Agreements and Contracts

1.2.1. The TT State Coordinator initially communicates with the AAUW CA branches regarding
the number of reservations for each branch. After reservations are received and the initial packet

of information is sent to the branches, each Camp Director takes over direct communication with
the branch coordinator.

1.2.2 Each participating AAUW CA branch signs a Branch Participation Agreement with
AAUW CA to adhere to the rules of the project. This document is kept on file both at the branch
level and with the AAUUW CA office. TT State Coordinator has copies.

1.2.3. All new Camp Directors and Camp Treasurers sign a Letter of Agreement between them
and Tech Trek. The TT State Coordinator keeps this on file.

1.2.4. All camp staff must complete annual training approved by the SPOC.

1.3. Website

1.3.1. Location and Authority.

The official website for Tech Trek is http://www.aauw-techtrek.org. Information on the website
will be kept current by the TT State Coordinator. All content must be approved by the TT State
Coordinator before submittal to the website administrator.

1.3.2. Purpose.
The purpose of the website is to provide information to Tech Trek personnel, teachers, AAUW
CA branch coordinators, former and prospective campers, and the general public.

1.3.3. Camper Privacy.
At no time will pictures of the campers have any personal identifying information attached to
them. This is to protect the camper’s privacy.

1.4. Timeline and Deadlines

Each Camp Director determines the detailed timeline for her camp and coordinates that timeline
with the overall state project timeline and deadlines. Timeline and deadlines for the overall state
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project are as follows:

Winter

March 1

April

April 15

Spring

May-June

June-August

August

September

Camp Directors engage teachers, counselors, and other volunteers, and plan field
trips.

TT State Coordinator, TT Financial Liaison, and SPOC evaluate budget to
determine whether to submit a request for the AAUW CA BOD to change camper
fees for the following year by the April deadline. (See Budget Preparation and
Camper Fees 2.1.3.)

Deadline for AAUW CA branches to submit camper sponsorship fees to Camp
Treasurer.

AAUW CA BOD sets camper fees for the next year with input from the TT State
Coordinator.

Branch Coordinators submit completed camper registration forms to Camp
Directors.

Camp Directors order camp supplies, finalize daily schedules, and keep all camp
staff and volunteers updated.

Camp Directors submit camp staff and stipend list to TT State Coordinator for
approval at least two months prior to camp, and the approved list is sent to SPOC
to be included in its review. Later staff additions/changes shall be sent to the TT
State Coordinator and forwarded to SPOC as they occur.

Camp Directors distribute packets to campers 1-2 months in advance of the camp
date, and submit final lists and forms to TT State Coordinator.

Camps take place.

Directors send staff and camper lists, camp schedules and the camp report to the
TT State Coordinator before the Tech Trek Annual Meeting in the fall. Directors
send a complete preliminary budget report to the TT Financial Liaison.

Administrative packets mailed to branches from the AAUW CA BOD, including
state directory and Tech Trek information.

Camp reservation forms sent to branches. This document is emailed to the current
Branch Coordinator on file by the TT State Coordinator.

Camp Treasurers submit proposed budget to TT Financial Liaison no later than
September 5. Consolidated Tech Trek budget is presented to the SPOC for
review no later than September 15.

The SPOC, after review, submits the preliminary budget with a motion to approve
to the AAUW CA BOD prior to its October meeting.
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October 15  Reservation deadline for Branch Coordinators to submit their requests for the
number of girls they wish to sponsor and the specific camp to which they wish to
send them.

Fall Tech Trek Annual Meeting. The goal of the meeting is to evaluate the camps,
decide on future policy, provide training for camp staff, and any other related
business. (Usually in September or October)

Camp Directors negotiate camp dates, confirming details of the contract with the
sites. (Some camps do this during the summer while they are on campus, others
not until after the final bill has been paid.)

Camp Directors form executive leadership for each camp.

TT State Coordinator creates and sends a packet to the participating branches by
the end of November that provides all necessary forms and guidelines for the
branches to use.

Camp Directors confirm branch reservations.

December 15 TT Financial Liaison presents revised TT consolidated budget to SPOC for
review. SPOC will present it as a motion to the AAUW CA BOD for approval at
their January board meeting.

1.5. Camp Assignments

AAUW CA branches send campers to the nearest camp, then the next nearest if there are too
many campers for one camp. The Camp Directors and the TT State Coordinator, in consultation
with the Branch Coordinators, will make the final decision on camp assignments.

1.6. Camper Selection

1.6.1. Sponsorship Authority

Only AAUW CA branches may sponsor campers and only the branches have the authority to
select campers with any funds they solicit from individuals or outside organizations. However,
the TT State Coordinator has the discretion to allow special arrangements with non-AAUW
entities (called partners) to also sponsor campers, to ensure a diverse representation of girls from
across the state. All potential campers shall go through the same selection process as outlined in
this document.

1.6.2. Camper Selection Procedures
Branches may select students from any middle school in their area. AAUW encourages primary
focus on public schools.

All branches shall follow the following procedures to ensure a comfortable fit between the
applicants and the camp:

1. Science and math teachers at participating schools recommend their students to the
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branch, using a prepared list of qualifications.

2. Recommended students are asked if they wish to apply for a campership; if yes, their
parents give permission for the branch to contact them.

3. Students complete an application and write an essay on a set subject.

The branch selection committee selects which of the applicants to interview (if they opt
not to interview all applicants), and sends a description of the camp to all of them and
their parents along with the invitation to the interview, so they understand it is an
academic, not recreational, camp. It is highly recommended that branches also interview
the parents to explain the camp’s expectations of the student and family.

5. The selection committee chooses the applicants they think will best benefit from Tech
Trek according to the number of scholarships they have available.

6. The Branch Coordinator submits all required information about selected campers to the
Camp Director and ensures the campers complete and return all required forms by the
deadlines prior to camp.

1.6.3. Camper Selection Criteria

Tech Trek goals are to encourage a diverse group of young women to take math and science
courses throughout high school; to moetivate students to attend college, and to inspire young
women to consider STEM careers. Tech Trek includes girls who may not otherwise have the
opportunity to attend a science camp but who have a real interest, aptitude and promise in math
and science. The camp is for girls who may need or want exposure to the joys of STEM subjects
and to encourage them to continue taking those classes; it is not for girls who experience
discipline or other problems in school.

Criteria for selecting finalists:

1. Teacher recommendations, focusing on the goals of Tech Trek to identify girls whose
established interest in math/science is at risk of flagging, and encourage them to pursue
STEM fields of study.

2. The candidate herself, and not her family members, wants to attend camp.

Note: Students need to know there will be schoolwork at camp. It’s mostly hands-on,
and little or no homework, but the students are expected to be attentive and fully
participate in classes and all activities.

3. Diversity
a. Target minority populations in your area to expand diversity of the camps.

b. Target students who are not necessarily labeled “gifted” or with perfect grades,
but whose teachers feel have potential and who might just need a little more
encouragement to pursue studies in STEM. Note: Applicants must have a B-
minimum grade in math/science classes.

c. Target economically disadvantaged students who are less likely to have camp
opportunities.

4. Mobility. Parents of students with special mobility needs must contact the Camp Director
who will help facilitate a solution in advance of the camp.
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1.6.4. Camper Selection Timeline

Some dates are generalized and should be adjusted to each branch’s needs. However, other
deadlines are specific. School district calendars should be consulted well ahead of time before
trying to schedule interviews.

Fall/Winter Branch Coordinator distributes information and the request for potential
camper recommendations to math and science teachers at local middle
schools.

By February 15 Math and science teachers submit names of recommended students who are
currently in the 7th grade to Branch Coordinator. Branch Coordinator may
limit the number each teacher may submit.

By March 10 Branch Coordinator contacts recommended students and requests a camper
application, parent certification form, and essay on a designated STEM
subject.

By March 21 Branch reviews application materials submitted, and selects finalists for
interview.

By April 10 Branch interviews finalists (mandatory) and their parents (optional). Branch

selects recipients and notifies all applicants, in writing, of their standing
(selected, selected as alternate, not selected). All applicants shall be notified at
the same time, preferably at home.

By April 15 Branch Coordinator submits names/addresses/emails of campers selected to
respective Tech Trek Camp Director.

May/June Branch may hold a get-together for the selected campers before camp. This
can be held in conjunction with other branches in the area.

Summer Branch coordinators and branch members are encouraged to attend Branch
Visitation Day held by each camp. Visitors will be able to see campers at
work, meet camp staff, and see the facilities.

1.7. Tracking Former Campers and Tech Trek Reunions

1.7.1. Database.

The TT State Coordinator will maintain a database of former campers to inform them of
upcoming events and growth opportunities. The database information is also used for grant
applications and reports. Personal information maintained in the database will not be released to
anyone or any entity outside of AAUW.

1.7.2. Branches Tracking Former Campers

Branch Coordinators are required to keep track of their campers for 5 years after their attendance
at Tech Trek. (See form 5.10). Branch Coordinators will be provided annually with a spreadsheet
showing current information on file for former campers, and are expected to assist the TT State
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Coordinator in keeping the information updated and current.

1.7.3. Tech Trek Reunions

The TT State Coordinator will appoint a chair to plan Tech Trek Camper reunions. Reunions
have been held in the past in coordination with AAUW CA conventions. Expenses incurred for
the reunions are paid from the Tech Trek General Account. Former campers will be notified of
the reunion via the Tech Trek website and/or email from the list in the Tech Trek database.

1.8. Annual Meeting

1.8.1. Annual Meeting Purpose

AAUW CA requires state projects to meet annually. The purpose of the Tech Trek annual
meeting is to:

1. Review and assess the past year.

2. Learn from one another.

3. Learn about new Tech Trek and SPF procedures.
4. Train new Camp Directors and Treasurers

1.8.2. Location and Timing

The TT State Coordinator establishes the date and location of the annual meeting after conferring
with the Camp Directors. The meeting is held in the fall, usually in September or October. The
location will alternate each year between northern and southern areas in the state, with easy
airport access. The meeting will be one day only, unless circumstances require an additional day.

1.8.3. Attendance at Annual Meeting

The meeting will include the TT State Coordinator, TT Financial Liaison, SPOC Chair, AAUW
CA President, all Camp Directors and, if possible, Camp Treasurers. Breakfast, lunch, and
snacks are provided to all attendees. The two representatives from each camp (Camp Director
and Camp Treasurer), the TT State Coordinator and TT Financial Liaison will be reimbursed for
travel expenses from Tech Trek funds. Representatives from AAUW CA SPOC, and AAUW CA
SPF provide their own funding to attend. In the case of co-Camp Directors, travel funding is
provided for only one to attend unless the Camp Treasurer is unable to attend. Additional
attendees may be approved by the TT State Coordinator in consultation with the TT Financial
Liaison, dependent on the TT administrative budget to cover the additional expenses.

1.8.4. Outgoing/Incoming Camp Personnel Attending Annual Meeting

Since only two representatives per camp may attend the Annual Meeting, priority is given to new
camp personnel attending. Outgoing camp personnel may attend the Annual Meeting at their
own expense. Outgoing Camp Directors who are not continuing in the position should meet with
the new Camp Director before the Annual Meeting to share lessons learned. The same applies to
the Camp Treasurer position.

1.8.5. Telephone Conference Call Meeting

Attendance at the Annual Meeting is the most effective and efficient way to ensure all camp
leaders have the training and information needed to execute their jobs well. However, if it is
deemed necessary to hold a follow-up meeting for anyone who missed the Annual Meeting, it
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will be scheduled at the earliest time convenient to the participants; if an in-person meeting is not
practical, the meeting may be a conference call or video conferencing.
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2. Finances

AAUW CA SPF is the fiduciary agent for Tech Trek until AAUW NTTP takes over in 2016.
Tech Trek follows AAUW CA SPF/AAUW NTTP and AAUW CA policies and procedures for
all financial transactions. The SPF/AAUW NTTP fiscal year is from January 1 to December 31.
It is different from the standard AAUW fiscal year.

See also sections 4.2 and 4.4 for job descriptions of all positions involved in Tech Trek finances.

2.1. Budget
2.1.1. Budget Authority and Approval
Tech Trek must submit proposed budgets and final financial reports in accordance with both
SPF/AAUW NTTP and AAUW CA BOD requirements:
1. Submit SPF/AAUW NTTP required reports per SPF/AAUW NTTP policy by the
SPF/AAUW NTTP deadline (typically September).

2. Submit a preliminary Tech Trek budget to the SPOC for its review and approval. It
should include a report of the previous year’s budget and actual totals, broken down
by individual camps, along with explanatory notes of where expenditures or revenues
were notably different from the budgeted amount. The SPOC will present the
proposed budget to the AAUW CA BOD for approval.

2.1.2. Budget Timeline
Aug-Sept Camp Directors and Treasurers prepare a year-end budget report.

September ~ Camp Directors and Treasurers submit a preliminary camp budget to the TT
Financial Liaison by September 5, who then prepares and submits a preliminary
consolidated TT budget to the SPOC by September 15.

October AAUW CA BOD reviews and approves overall Tech Trek project budget.

Nov-Dec A revised budget is prepared and submitted no later than December 15 to the
SPOC for review and presentation to the AAUW CA BOD for approval at its
January board meeting.

2.1.3. Budget Preparation and Camper Fees
1. Camp budgets shall be prepared at the account level (see Chart of Accounts in 2.7.3)
using the best information available, with the understanding that some expenses and
revenues may not be easily estimated that far in advance. The year-end financial
report shall include explanatory notes to address notable differences between
budgeted and actual totals.

2. Camps each develop their own budget based on expected income and expenses, but
since costs vary considerably at different locations and all camper fees (the major
source of income) are identical at all camps, it is acceptable for some individual
camps to present a deficit budget on the condition that the overall Tech Trek project
budget is balanced. It is the TT State Coordinator and TT Financial Liaison’s
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responsibility to balance the resources and revenue streams among the camps to
achieve a balanced budget for the overall project.

3. Ifthe overall expected expenses to provide a meaningful camp experience exceeds
expected revenues, the TT State Coordinator and TT Financial Liaison shall work
with the SPOC during the winter months to prepare a proposal to present to the
AAUW CA BOD to change camper fees to ensure a balanced budget. The AAUW
CA BOD must approve changes in camper fees no later than April each year in order
to notify the branches at the beginning of their new fiscal year.

4. Tech Trek funds may not be used to pay AAUW dues for camp staff.

2.2. Camper Fees

The Tech Trek Camp fee is consistent for all campers at all sites throughout the state of
California. The AAUW CA BOD sets camper fees. Each camper’s family will pay a non-
refundable $50 fee to the sponsoring AAUW CA branch as a commitment to attend camp. The
total due per camper includes the $50 from the camper’s family. If the family cannot afford the
fee, the branch may elect to absorb the $50. The family fee is due after March 1 to the branch.
The family contribution of $50 is NOT tax deductible and shall be deposited into the respective
branch account for Tech Trek expenses.

2.3. Deposits

After receiving the TT State Coordinator’s approval of the branches’ reservation request in the
fall, each Branch Coordinator is responsible for sending the funds necessary to the appropriate
Camp Treasurer(s) to cover all reserved camper fees by the March 1 deadline.

2.3.1. Deposit Procedure for Branch Coordinators

1. For contributions to be tax deductible for the donor, the check must be payable to
AAUW CA SPF/AAUW NTTP, with Tech Trek on the memo line. Checks made
payable to AAUW CA SPF/AAUW NTTP may NOT be deposited into a branch
bank account. Ifthe donor does not care if the contribution is tax deductible, the
branch may collect cash and checks made payable to the branch and transmit a check
to SPF/AAUW NTTP with the cumulative donation.

2. The checks received for Tech Trek are transmitted to the Camp Treasurer within two
weeks of receipt using the SPF/AAUW NTTP Deposit From. (See attachment 5.7.)

3. Corporate donations shall include a contact name, which will be used by AAUW CA
SPF to send a letter of acknowledgment. Each transmittal should have its own
distinct deposit and identical electronic file name using this format:
BranchName-FY-SequenceNumber-CampName
Example: The first deposit made to the UC Irvine camp from the Long Beach Branch
for FY 2013 would be named:

Long Beach-2013-1-Irvine.
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The Branch Coordinator shall mail the checks and a paper copy of the completed
deposit form to the Camp Treasurer.

. At the same time a deposit is mailed, the Branch Coordinator shall email an electronic

copy of the deposit form to the Camp Treasurer.

Checks dated no later than December 31 shall be sent to the Camp Treasurer by
January 10 so they can be processed by January 15.

2.3.2. Deposit Procedure for Donations from Foundations or Corporations

Many foundations and corporations will only make donations if they can mail their checks
directly to the entity on file with the IRS as a 501(c)(3): AAUW CA Special Projects
Fund/AAUW NTTP. Branches or camps anticipating donations of this type shall consult with the
SPF/AAUW NTTP Treasurer and TT Financial Liaison to receive instructions on the proper
forms and procedures.

2.3.3. Deposit Procedure for Camp Treasurers

1.

3.

Checks received from branches and other sources shall be transmitted within two
weeks of receipt to the SPF/AAUW NTTP bookkeeper using the SPF/AAUW NTTP
deposit form. (See attachment 5.7.) The branch name should not be abbreviated to
avoid errors in bookkeeping.

If the check being transmitted is a REFUND, the deposit form should be clearly
marked REFUND to alert the bookkeeper not to charge an administrative fee for the
transaction. Do NOT combine donation deposits and refunds on the same deposit
form.

Each deposit shall have its own distinct deposit and file name, using this format:

D-FY-Sequence#-CampName

Example: The first deposit for FY 2013 for UC San Diego would be:
D-2013-1-San Diego

The electronic file shall have the same name.

4.

At the same time the deposit is mailed to the SPF bookkeeper, and electronic version
of the deposit shall be emailed to:

* tillmank@aauw.org and yaghourbiana@aauw.org

* TT State Coordinator

* TT Financial Liaison

* Camp Director

* Branch Coordinators, as confirmation of their deposits

The camp treasurer receives a copy of the SPF/AAUW NTTP transaction reports
from the TT Financial Liaison and reviews it to confirm the deposits have been
accurately recorded.

2.3.4. Donation Acknowledgments
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Per IRS regulations, any single donation of $250 or more will receive a letter of acknowledgment
from AAUW CA SPF. For single donations less than $250, the branch should write a letter of
acknowledgment on branch letterhead only when the check was made payable to the AAUW
CA Special Projects Fund/AAUW NTTP and when the amount did not include a meal,
merchandise, or other benefit to the donor, using the following text:

“Contributions to the [insert project name] made payable to the AAUW California Special
Projects Fund (AAUW CA SPF)/AAUW NTTP are tax deductible to the donor. No goods or
services were provided in exchange for the donation.”

In addition to this paragraph, the letter should include the amount of the check and the date.

The branch may send a thank you note without the italicized text above to all donors.

2.3.5. Branch Carryover Funds
Any remaining balance in branch deposits after the camp is held and camper fees have been
deducted will be applied to the next year’s camp scholarships at the most current camper fee rate.

2.3.6. SPF and Tech Trek Fees

Tech Trek administrative fees will be deducted from each camp’s total deposits, not from the
branch balances with each camp. The Tech Trek fee is 1% of all camper fees. The Tech Trek
fee is calculated by the TT Financial Liaison and deducted from the total camper fees after the
final number of campers is determined for each camp. The TT Financial Liaison prepares a
transfer voucher that is sent to the Camp Treasurers and the SPF/AAUW NTTP bookkeeper to
record.

2.4. Refunds-Cancellations and Early Departures

2.4.1. Cancellations or No Shows

If a camper cancels at any time after being notified of acceptance, the camper’s room and board
expenses may be credited back to the branch sponsoring the camper if the site’s contract with
Tech Trek allows such refunds. However, not all camp sites permit refunds. The cost of all other
supplies in the budget for the camper (t-shirts, lanyards, teaching supplies, etc) shall not be
refunded.

2.4.2. Filling Vacancies

If a camper cancels and another branch is able to fill the vacancy, the branch that released the
spot is not required to pay for the camper’s spot. However, if the vacancy remains unfilled and
the site does not allow refunds, the branch forfeits camper fees. If a substitute is found, only the
branch that sends the camper is obligated to pay.

2.4.3. Early Departure

Branch Coordinators shall be notified of any early departures by Camp Directors and have the
option of requesting up to $100 per day from the parents. Branches shall not be refunded any
camper fees for the early departure of their camper.

2.5. Transfers

2.5.1. Inter-Camp Transfer
When a branch has sent in money to one camp and needs any portion of their balance to pay for
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campers at another camp, the respective camp treasurers coordinate the accounting transfer in
cooperation with the TT Financial Liaison.

2.5.2. Inter-Fund Transfer
Grant funds or other outside funding assigned to one or more camps, shall be coordinated by the
TT Financial Liaison to assure the assigned camps receive the funds.

2.6. Grants

2.6.1. Grants Clearinghouse

Tech Trek has a grants clearinghouse so that multiple branches do not apply for funds from the
same source. The TT State Coordinator and TT Financial Liaison appoint a Grants
Clearinghouse Coordinator to maintain the records of branches and grants. Each branch needs to
check with the Grants Clearinghouse Coordinator prior to approaching local businesses. If no
other branch has approached that business, then the branch will be listed as attempting to obtain
funds from them. If the branch receives any funds, it is the responsibility of the Branch
Coordinator to notify the Grants Clearinghouse Coordinator. If any camp wants to apply for
grants from any business noted on the grants clearinghouse roster, the same procedure shall be
followed.

2.6.2 Review of Grants by AAUW CA and SPF/AAUW NTTP

If a grant requires submission of financial records (such as audit reports or tax returns) from
SPF/AAUW NTTP or AAUW CA, the preparer must submit the grant request to the SPF
President/ AAUW NTTP and the AAUW CA CFO for review. Review may take two weeks or
more, so the grant preparer must provide sufficient time for both of these officers to review the
submission.

2.6.3. SPF Notification
The AAUW CA SPF President/ AAUW NTTP shall be provided copies of all grant applications
and award letters sent to the TT Financial Liaison.

2.6.4. Grant Distribution

When Tech Trek as a project of AAUW CA receives a grant, the administration and distribution
of the grant is the responsibility of the TT State Coordinator and TT Financial Liaison. They
shall follow the guidelines and specifications contained in the grant application and award letter.
As much as possible, funds from Tech Trek grants shall be distributed evenly among the camps
as stipulated in the grant guidelines and specifications and used to cover administrative costs of
the state project. However, the TT State Coordinator and TT Financial Liaison have the
discretion and authority to distribute grant funds in whatever manner they deem in the best long-
term interests of the entire state project.

2.7. Vouchers and Issuing Checks
2.7.1. Voucher Rules
1. Tech Trek expenses are paid by AAUW CA SPF/AAUW NTTP through a voucher
system. Payment is made as long as the expenditures are within the project’s budget
allocations and the project has adequate funds on deposit with AAUW CA
SPF/AAUW NTTP to cover the expenses.
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2. All vouchers shall be accompanied by original receipts/invoices.

3. Any invoices or bills for goods or services from a vendor or institution should be
submitted with a voucher for payment directly to the vendor or institution. A camp
director or staff member may not personally pay bills totaling $1,000 or more and
seek reimbursement without prior written approval from the TT State Coordinator
and AAUW CA CFO.

4. Any expense in exces of the budgeted amount must be approved by the AAUW CFO.

5. Travel reimbursement for mileage driven is made at the current rate approved by the
AAUW CA BOD. (Contact the AAUW CA CFO for the current rate.)

6. Vouchers may not be approved for payment until the AAUW CA BOD has approved
the Tech Trek budget for that fiscal year without prior approval from the AAUW CA
President.

7. Payees need to be advised that it can take up to 8 weeks from the initiation of a
voucher until payment is received. With the exception of the SPF bookkeepe/ AAUW
NTTP representative, all others involved in this process are volunteers. Coordination,
approval, and snail mail time can add many days to the processing, especially if an
item is over budget, which would require coordination with AAUW CA, or if it is for
$2,000 or more, which requires two SPF signatures before mailing to the payee. (See
the timeline in 2.7.5.)

2.7.2. Voucher Signature Requirements

All vouchers require two signatures. The first should be the initiator of the voucher. The second
signature can be Camp Director, Camp Treasurer, TT State Coordinator, or TT Financial
Liaison. If amount of voucher exceeds budget, the signature of the AAUW CA President or
CFO is also required.

2.7.3. Chart of Accounts for Tech Trek

When preparing vouchers, only SPF/AAUW NTTP accounts printed on the voucher form may
be used. Below is a chart that offers guidance on how to assign accounts, but the TT Financial
Liaison should be consulted if the voucher preparer is unsure of which account to use. Should a
new type of expense arise for which there is no applicable account, the TT Financial Liaison
shall work with SPF/AAUW NTTP to determine its best placement or to arrange to have
SPF/AAUW NTTP create a new account.

Expense Categories Definitions

Admin Insurance premium costs to be divided among camps by
coordinators. TT Annual Meeting. Expenses for the Tech Trek
reunions (which must be approved of by TT State Coordinator
before incurring).

Background Check Livescan costs
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Development

Costs for directors/staff to visit other camps (must be budgeted and
approved by Camp Director), expenses for branch visits by
directors. Costs to bring in staff early or a meal after camp. Does
not include TT annual meeting.

Equipment Purchase

For buying lasting items out of designated funds.

Equipment Rental Golf carts, copy machines, refrigerators, rental vehicles, internet
connection at camp, medical items.

Facility Rent College/University charges for room/board, classroom/lecture hall
and lab rentals, other equipment (tables, chairs, projectors, etc.
including moving furniture), pool fees, computers, parking, extra
meals for guests, key deposits/fees. Storage fees for year round
facility.

Field Trips Includes field trip costs (entry fees and meals not through university
food services) plus transportation.

Gifts Volunteer/Staff gifts (incl. JCs)

Postage Cost of postage for mailing/shipping (incl. FedEx, UPS, CA
Overnight)

Printing & Copies Materials sent to campers, branches. Camper/staff notebooks -- all
copying except for teaching materials (See Teaching Materials)

Software Purchase of software.

Stipends All stipends/honoraria for Teachers, Dorm Moms, Interns, Nurse,
PE, Camp Director, Asst Dir., workshop/mini-lab presenters, etc.

Supplies Paper, envelopes, equipment, etc. Camper materials (notebooks,
lanyard, t-shirt, water bottles, snacks, photos/CDs, pins,
pens/pencils, etc.), snack costs and medical supplies.

Teaching Materials Instructional materials and project supplies (e.g., test tubes, blue
tape, classroom materials, including duplicating for core class/mini
lab use) plus printing costs for any of these materials.

Telephone Cell and land phone costs

Travel Include all mileage/travel reimbursements for staff and volunteers.

Does NOT cover costs for TT Directors meeting.

2.7.4. Voucher Process

1. The voucher initiator (either the person incurring the expense, or the Camp Treasurer
or Camp Director) obtains the next voucher number from the Camp Treasurer and
uses that number to complete the voucher form (see attachment 5.8).

2. Each voucher shall have its own distinct deposit and file name, using the format:
V-FY-Sequence#-CampName
Example: the first voucher for FY 2013 for UC San Diego would be:
V-2013-1-San Diego
The electronic file shall also have the same name.

3. The initiator will attach original receipts, sign the voucher, and mail it to the Camp

Treasurer.
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4. The Camp Treasurer receives the voucher with receipts, reviews it for accuracy and
budget compliance. Note: This requires the treasurer to keep a running total of
expenses by account (see Chart of Accounts in 2.7.3). The Camp Treasurer signs as
the second signature on the voucher and sends an electronic copy of the voucher to
the TT Financial Liaison for review.

5. The Camp Treasurer verifies that a W-9 with the same name and address as on the
voucher is on file with SPF/AAUW NTTP. If not, the payee must provide a new W-
9. The new W-9 is mailed directly to the SPF Treasurer/AAUW NTTP.

6. The TT Financial Liaison reviews the voucher and emails approval with any
necessary changes to the Camp Treasurer. If the voucher is for an over-budget or
unbudgeted expense, it is the Camp Treasurer’s responsibility to send the voucher to
the AAUW CA CFO for approval with an explanation and verification that there are
sufficient funds to cover the expense.

7. Vouchers sent to the AAUW CA CFO that receive approval are sent back to the
Camp Director who then emails the approvals to the TT Financial Liaison and
notifies the Camp Treasurer.

8. The Camp Treasurer attaches a print copy of the email confirmation from the TT
Financial Liaison to the voucher with the receipts and mails it to the SPF bookkeeper
for processing and payment. At the same time the voucher is mailed, the Camp
Treasurer emails an electronic copy of the voucher to:

* tillmank@aauw.org and yaghoubiana@aauw.org

e TT State Coordinator
e TT Financial Liaison
* Others as deemed necessary

Any special processing must be included on the voucher and the email in LARGE
RED LETTERS.

9. If expedited processing is required, the Camp Treasurer must include a voucher for
$25 to pay for the check being express mailed between all necessary parties.

10. If the recipient of the check is other than the payee, this must be marked in bold on
the voucher and noted in the email to the SPF Treasurer/AAUW NTTP.

11. Payment is processed and delivered according to SPF/AAUW NTTP policies and
procedures.

2.7.5. Voucher Timeline

In order to provide reimbursements and/or payments by the required deadlines, advance planning
is required. If overnight delivery services are required to meet deadlines, the extra cost of that
service will be charged to the camp. (See Section 2.7.4.9)
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Step

Activity

Estimated Time
Required

Voucher created with documenting receipts,
signed by initiator and sent to Camp Treasurer

1-2 business days

Camp Treasurer reviews voucher for accuracy
and compliance and, if Camp Treasurer is not
eligible to be the second signer, voucher sent
for second authorizing signature and sent
electronically to TT Financial Liaison

3-5 business days

Camp Treasurer sends any voucher for over
budget or unbudgeted expenses to AAUW CA
CFO for approval.

2-3 business days

Vouchers sent to AAUW CA CFO reviewed
and approvals sent to Camp Treasurer, who
forwards it to TT Financial Liaison

2-3 business days

Camp Treasurer attached TT Financial
Liaison’s email approval to vouchers/receipts
and send them to SPF bookkeeper/AAUW
NTTP

5-10 business days

SPF bookkeeper/AAUW NTTP records
transaction, processes checks, and sends checks
to SPF Treasurer/AAUW NTTP for signature.

7-12 business days

SPF Treasurer/AAUW NTTP signs checks,
mails those under $2,000

1 -3 days for receipt

SPF Treasurer /AAUW NTTP sends checks
over $2,000 for second signature. Second
signer mails the check.

Approximate Total Time

1-3 business days

19-41 business days

2.7.6. Void Checks
If a check is void for any reason, it should be marked VOID and mailed to the TT Financial
Liaison, who will mail the void check to the SPF bookkeeper/AAUW NTTP and email

notification of the void check to the SPF Treasurer.

2.8. Insurance

Liability insurance for Tech Trek CA is purchased by AAUW NTTP to cover all members and
anyone working for AAUW CA on Tech Trek.
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3. Camp Rules

3.1. Safety rules

3.1.1. Student-Adult Ratio

There will be a minimum 1:10 ratio of adults to minors at all Tech Trek camps. For example, if
there are 80 campers and eight Junior Counselors under the age of 18, there must be nine adults
over the age of 18 staying at camp. This ratio shall to be maintained at all times, including field
trips.

Junior Counselors shall have an adult supervisor as determined by the Camp Director.

When campers are with any staff who has not been Live Scan approved through Tech Trek, an
adult staff member who has been Live Scan approved through Tech Trek must be in the room at
all times.

3.1.2. Privacy
AAUW-CA personnel take every precaution to protect campers from inappropriate or
unpermitted use of their name, personal information or photographic image in any social media.

Photographs may be taken or video recordings made during Tech Trek educational or
recreational activities. This may be done as a group photo, individual photos during camp
activities, or as part of a media story, and may appear in the Tech Trek website, news stories,
publications or reports on the camp.

3.1.3 Camper Code of Conduct
* In order to make this camp a success, it is vital that all students realize that standards of
conduct and behavior must be understood and observed. Proper student conduct is
expected the entire time a student is on campus.
* Parents are requested to go over the following items with their daughter, sign where
indicated and return this to

. agrees to all of the
following: (Student Name)

* Cooperate with all camp leaders, including dorm moms, teachers, counselors, and any
other camp volunteers. Demonstrate courtesy and respect for all staff members and
campers, and behave in a responsible manner. In the classroom setting, students may not
interrupt their classmates or teacher, make fun of them or their expressed views, or
disrupt the learning environment.

* Listen carefully to all orientations and observe all safety rules and procedures.

* Attend all scheduled events on time. Contribute to the camp community by sharing ideas
and participating in discussions and activities.

* Stay with assigned group unless leader gives permission to do otherwise.
* Never leave the residence hall alone or without permission.

*  Wear lanyard with nametag, room key, and meal ticket at all times outside of dorm room,
and pay replacement fee for lost keys and/or meal tickets.
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* Always lock room when leaving.
* Use cell phones only during designated times. Cell phones are not allowed during class.
* Observe "lights out" and “courtesy noise” policies (to be explained on arrival at camp).

* Be responsible for my own health and well-being: dressing appropriately for the weather,
eating meals, drinking enough water, getting enough sleep, taking my medications (if
applicable), and notifying the event staff if [ do not feel well or suspect a health problem.

* Respect the property of others, including college property and facilities. Treat all
equipment and/or supplies provided for my use with care. I understand that I will be
assessed for damages to any equipment/supplies in the event that my use of such
equipment/supplies is negligent and/or abusive.

* Ifenrolled in a computer class, not download programs nor make any changes to any
program or system files, other than those the teacher specifies.

* Be responsible for personal belongings and will not hold AAUW CA Tech Trek Science
Camp for Girls responsible for any personal property that may be lost, damaged, or stolen
while participating at a Tech Trek camp.

* Give permission for my belongings to be searched by event staff while I am present,
when the health, well-being, or safety of myself or other participants requires it.

* Not possess or use tobacco, alcohol, or any illegal substance, which would be grounds for
immediate removal from camp.

* Not possess firearms or other weapons, which would be grounds for immediate removal
from camp.

* Observe other rules that may be announced at the time of camp.

Although students who are disruptive may be given the opportunity to correct their behavior
before they are removed from the program, extreme circumstances may require the Camp
Director to remove a student from camp immediately.

If there are serious infractions of the Camp Rules, the girl may be sent home early, at the parent's
expense.

3.1.4. Problem Parents

If Camp Directors have difficulties with parents who will not follow the rules, they are to discuss
the issue with the TT State Coordinator who will decide the course of action, which may include
referring the issue to the AAUW CA President to resolve.

3.2. Personnel

3.2.1. Paid teachers are independent contractors hired by Camp Directors. Core teachers are to be
female. Camp Director(s) will strive to ensure all other presenters are female, with male
presenters as a last resort. All other Tech Trek personnel must be members of AAUW CA,
except Junior/Senior Counselors (See specific job requirements and descriptions in Section 4).
Selection of personnel is as follows:

1. Camp Director — Appointed by the TT State Coordinator, and must pass the Live
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Scan fingerprinting process The TT State Coordinator will take into consideration the
recommendation of the current Camp Director but the final decision lies with the TT
State Coordinator.

2. Camp Treasurer — Selected by the Camp Director with the help of the TT Financial
Liaison. The Camp Treasurer must work closely with the Camp Director.

3. Dorm Moms — Selected by the Camp Director, and must pass the Live Scan
fingerprinting process.

4. Teachers — Selected by the Camp Director, and must pass the Live Scan
fingerprinting process.

5. Junior/Senior Counselors — Selected by the Camp Director from a list of
recommended former campers from her camp. If this is the first two years of a new
camp, the junior/senior counselors are selected from recommended former campers
from the nearest camps, some of whose branches now send to the new camp. All
Junior/Senior counselors are selected after an application/essay/interview process. If
they are 18, then they must also pass the Live Scan fingerprinting process.

6. Camp Nurse/Health Aide — Selected by the Camp Director, and pass the Live Scan
fingerprinting process.

3.2.2. W-9 Form Requirements

Per AAUW CA SPF rules to meet IRS reporting regulations, current W-9 forms shall be on file
with the AAUW CA SPF Treasurer for all persons or vendors receiving compensation through
AAUW CA SPF. This requirement applies to anyone who receives a stipend or honorarium
regardless of age, income level, or employment status. All W-9 forms shall be promptly sent to
the AAUW CA SPF Treasurer as described in Section 2.7.4.5.

A W-9 form is required the first time an individual works or provides services to Tech Trek, but
they need not fill out another one in subsequent years unless they move, change names, or are
issued a new social security card due to identity theft.

W-9 forms are available on the IRS website: www.irs.gov.

3.2.3. Stipends
Stipends may be awarded as follows:
1. Camp Director: $2,500. In the case of co-directors, the director stipend is split between
them.

2. Core Teacher: $1,200

3. Workshop Presenters: Pro-rated stipends, depending on time, number of campers
participating, and topic. Co-presenters at a workshop will divide the stipend.

a. STEM workshop for 25% of the campers will earn a presenter a $25/hour stipend.

b. Non-STEM workshop for 25% of the campers will earn a presenter a $15/hour
stipend.
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4. Health Aide/Nurse: $300
5. Dorm Mom: $100

6. Intern: 25-75% of the stipend given for the position the Intern is training for, dependent
on the level of duties and responsibility given to the Intern compared to what that
position typically requires.

7. Additional stipends are at the discretion of the Camp Director with the TT State
Coordinator’s approval.

3.2.4. Fingerprinting — All volunteers and staff, including core teachers, shall be fingerprinted for
a background check, using Live Scan. Those guests not Live Scanned shall be escorted by
someone who has successfully completed the Live Scan process through Tech Trek. The Live
Scan coordinator will provide current forms and instructions to the Camp Directors. Instructions
will include specifics on copy distribution.

Some volunteer’s prints will be rejected as unclear and have to be taken again. It is most
important to start the process as early as possible. It sometimes takes two or more months for the
most unclear prints.

3.2.5. Parents as Volunteers
No parent/guardian or grandparent of a camper will be a volunteer while her
daughter/granddaughter is attending Tech Trek.

3.2.6. Staff Code of Conduct

* In order to make this camp a success, volunteer staff members (teachers, dorm moms,
counselors, and other volunteers) must agree to the following:

* Demonstrate courtesy and respect for all staff members and campers, providing a
welcoming and pleasant learning environment.

* Read all instructions prior to camp, listen carefully to all orientations, and observe and
enforce all safety rules and procedures.

e Attend all scheduled events on time.

* Not bring minor children or other family members or friends to camp at any time during
the camp week, understanding that this experience is for the selected campers and all
volunteers must agree to devote their focus and attention on the campers’ needs.

*  Wear lanyard with name tag, room key, and meal ticket at all times outside of dorm
room, and pay replacement fee for lost keys and/or meal tickets.

* Always lock room when leaving.

* Be responsible your own health and well-being: dressing appropriately for the weather,
eating meals, drinking enough water, getting enough sleep, taking medications (if
applicable), and notifying the camp director if you do not feel well or suspect a health
problem.
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* Respect the property of others, including college property and facilities. Treat all
equipment and/or supplies provided for my use with care. I understand that I will be
assessed for damages to any equipment/supplies in the event that my use of such
equipment/supplies is negligent and/or abusive.

* Be responsible for personal belongings and will not hold AAUW CA Tech Trek Science
Camp for Girls responsible for any personal property that may be lost, damaged, or stolen
while participating at a Tech Trek camp.

* Not possess or use tobacco, alcohol, or any illegal substance.
* Not possess firearms or other weapons.

* Observe other rules that may be announced at the time of camp.

3.2.7. Removing Personnel.
Should any Tech Trek personnel fail to follow the project’s policy or meet its requirements, the
following procedure shall be followed:

* The staff member’s supervisor and/or the TT State Coordinator explains the deficiencies.

* A plan of action to remedy the deficiencies is outlined, including consequences.

* The staff member either agrees to the plan or is dismissed immediately.

* If the staff member fails to meet standards agreed upon within the timeline established,
the staff member’s supervisor has the authority to remove her from her position.

3.3. Equipment
Permission from the TT State Coordinator is required before any Tech Trek equipment can be
used by someone other than a Camp Director outside of the camp week.

Camp Director, or a responsible designate, SHALL check all common Tech Trek equipment
upon arrival and before it is forwarded to the next camp. If any items are missing upon receipt of
the equipment, the TT State Coordinator(s) shall be notified immediately. The last camp to have
used the items will be charged the cost of replacing the missing equipment.

3.4. Classes and Field Trips

3.4.1. Class Size

The preferred maximum number of students in any core class is 22, and the TT State Coordinator
should be notified if any core class has more than 22 students. Smaller core class sizes are
preferable.

3.4.2. Field Trips
Each Camp Director will seek to include a minimum of one field trip experience that expands the
opportunities to teach some aspect of STEM studies, using the resources that best fit the location
and camp budget.

3.5. Records Retention
Records shall be retained according to the following time periods:
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3.5.1. Camper Information

Application/Parent Guardian Certificate 2-3 years
Attendance Agreement 7 years
Medical releases 7 years
Transportation Plan 2 weeks post camp
Biographical information 2-3 years
Permission (photo and field trip) in perpetuity
Incident reports 7 years

Early release 7 years
Camper evaluations purpose served
Staff evaluations purpose served
Parent evaluations purpose served
JC recommendations 4-6 years
Camper contact information 10 years
Tracking campers Purpose served

3.5.2. Volunteer Information

Biographical information purpose served

Live Scan 3 years after last activity
Medical releases 7 years

Branch Coordinator information purpose served

Letter of Agreement 3 years post service

3.5.3. Branch Information

Branch Reservation purpose served
Camper Tracking Form purpose served
Transmittal forms 7 years

3.5.4. Disposal method

Following the retention schedule, records are disposed of in the following manner. Paper records
containing sensitive information are to be shredded at the time of disposal. Electronic records are
to be deleted from the hard drive of all computers they are stored on. Hard copies of electronic
records (CDs or DVDs or other current media) are to be destroyed. Shredding done
professionally is a camp expense.

3.5.5. Records Storage

The Camp Director stores paper and electronic records at the camp level until disposal, and
transfers all records to a new Camp Director whenever there is a change in that position.
Electronic records shall be updated regularly to the current media for usability until the time of
disposal. Financial records are kept by the Camp Treasurer and, when a new treasurer takes over,
transferred to the new Camp Treasurer. The Live Scan Coordinator keeps Live Scan records.
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Live Scan records shall be kept under lock and key at all times.

3.6. Evaluations

All camps ask for evaluations from staff, campers and parents. Questions cover the classes and
field trips, how well the staff interacted with campers, what changes they might recommend.
Staff recommends campers they think will be good candidates as Junior Counselors. Evaluations
are done by email, hard copy or Survey Monkey.
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4. Job Descriptions

4.1. Tech Trek State Coordinator Job Description

The TT State Coordinator oversees the entire state project, is the primary spokesperson for TT,
and is the primary resource person and liaison between the SPOC, Camp Directors, and Branch
Coordinators. Appointment is for a 1-year term by the AAUW CA President, with the term of
office running from January 1 to December 31. Individuals holding this position may be
reappointed for up to five 1-year terms.

4.1.2. Qualifications:
1. AAUW CA member.
2. Flexibility, computer skills (Excel and Word), and accessibility.
3. Good organizational, communication, and people skills.

4. Basic knowledge of simple financial forms such as budgets, profit & loss statements,
and balance sheets.

5. Time to devote to the task.

6. Accepted by the AAUW CA BOD as meeting all requirements of an AAUW CA
committee chair.

4.1.3. Duties:

Note: The TT State Coordinator may, with the approval of the AAUW CA BOD, appoint
assistants and delegate these duties as needed, as long as the TT State Coordinator is the primary
contact responsible for overseeing that all duties are fulfilled.

4.1.3.1. Manage the TT project on behalf of AAUW CA.

1. In consultation with the SPOC and Camp Directors, review evaluations and
facilitate setting goals and plans for the TT project.

2. Provide informative articles for AAUW CA publications, maintain content on the
Tech Trek website, and provide the state webteam with current content for the state
website’s Tech Trek page.

3. Work closely with the TT Financial Liaison in all aspects of the project’s
finances, including reviewing the proposed budget prior to AAUW CA BOD
approval, planning the TT annual meeting, submitting any required reports to AAUW
CA SPF, coordinating bulk purchases for all camps, and ensuring all vouchers
approved meet requirements in Section 2.

4. Work with the SPOC in reviewing and updating TT policy and job descriptions.
5. Visit as many camps each year as possible and facilitate evaluations.

6. Answer all emails and phone call inquiries from schools, parents, campers, and
the public.

7. Work with state webteam to create listservs for communications with TT staff and
branch contacts.

8. Organize a Tech Trek workshop or plenary at state conventions.
9. Provide quarterly and annual reports as requested by the SPOC.
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10. Perform such other duties as requested by the SPOC chair or the AAUW CA State
President.

4.1.3.2. Supervises and serves as the primary resource for Camp Directors.

1. Recruit new Camp Directors, instructing them to submit their applications to the
office for AAUW CA BOD approval. Assist the TT Financial Liaison in recruiting
new Camp Treasurers.

2. Provide training for new Camp Directors and ongoing training for returning Camp
Directors.

3. Respond promptly to Camp Director questions, concerns, or suggestions.
4. Assist Camp Directors in recruiting camp staff.

5. Remove and replace a Camp Director who fails to follow the project’s procedures
and requirements. (See Section 3.2.6)

6. Lead and facilitate the TT Annual Meeting (see Section 1.8). Work with Camp
Directors to determine a fall date and location that reasonably accommodates their
schedules. Alternate locations each year between Northern and Southern California.

7. Provide Camp Directors with an annual toolkit with all forms and instructions
required to perform their duties.

8. Review and approve a staff stipend list from all Camp Directors and sends SPOC
the approved stipend list.

9. Ensure Camp Directors submit timely reports at the close of the camp.

10. Obtain any information (e.g., staff and participant numbers for each camp) from
Camp Directors required by the TT Financial Liaison for insurance certificates for
each camp facility.

11. Coordinate shared camp equipment and the schedule of rotation between camps.
Budget for new equipment and purchases new/replacement equipment. Keep a
current inventory of all camp property (item description, serial number, location) and
report any inventory changes to the SPOC and the insurance company.

4.1.3.3. Serve as the primary resource for Branch Coordinators.

a. In coordination with the TT Financial Liaison, prepare and distribute an annual
TT branch packet with all forms and instructions required.

b. Receive branch camper reservations and make branch camp assignments (see
Section 1.5)

c. Maintain spreadsheets of branch contacts and reservations for each camp.
d. Offer training and support to Branch Coordinators.

e. Update marketing package, including the TT brochure. Notify new Branch
Coordinators that marketing brochures and DVDs are available to them for
community outreach.

4.2. Tech Trek Financial Liaison Job Description

4.2.1. The TT Financial Liaison is responsible for the financial oversight of all Tech Trek
Camps run under the state Tech Trek Camp project, and is the overall project treasurer.
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Appointment is for a 1-year term by the AAUW CA President, with the term of office running
from January 1 to December 31. Individuals holding this position may be reappointed for up to
five 1-year terms.

4.2.2. Qualifications:
1. AAUW CA member.

2. Understand financial forms such as budgets, profit & loss statements, and balance
sheets.

3. Necessary computer and accounting skills for budget oversight of individual camps
and the overall state project.

4. Organizational skills, people skills, and flexibility.

5. Accepted by the AAUW CA board of directors as meeting all requirements of an
AAUW CA committee chair.

4.2.3. Duties:

1. Ensure sound fiscal management of the project, including detailed budgeting and
grant administration.

2. Keep detailed records of all deposits and expenditures for the TT administrative
budget.

3. Monitor the individual camp budgets. Maintain financial statements showing actual
expenditures against the approved budget.

4. Serve as financial consultant to Camp Treasurers, Camp Directors, and Branch
Coordinators.

5. Provide training and current forms for Camp Treasurers.

6. Ensure that Camp Treasurers submit all budget reports in the required format and
assigned deadlines.

7. Review and approve all vouchers submitted by Camp Treasurers, verifying that they
are completely and properly filled out and adhere to all TT policy guidelines and limits.

8. Serve as fiscal liaison for the AAUW CA BOD, SPOC, AAUW CA SP/AAUW
NTTP, and individual camps.

9. Prepare and submit an annual project budget and year-end financial report to the
SPOC.

4.3. Camp Director Job Description

4.3.1. The Camp Director is responsible for all the preparation, coordination and supervision of
a Tech Trek camp at one campus location. This position may be divided into two or more co-
directorships, shared with assistant directors or planning committees, but the overall
responsibility must reside with one person. The Camp Director shall be given a copy of the TT
policy, and will be provided with any required training by the TT State Coordinator.

4.3.2. Qualifications:
1. AAUW CA member.
2. Enjoy working with 12-13-year-olds, good negotiating skills, and flexibility.
3. Experience as a teacher or assistant director at the Tech Trek campus for which they
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become Camp Director. For new campsites, experience at the teacher or assistant director
level at one Tech Trek camp. Alternative camp work experiences may apply at the TT
State Coordinator’s discretion, possibly requiring additional training.

4. Time to devote to the task throughout the year, but in particular in the two months
prior to the camp. Must be present on the campus for the duration of the camp

5. Good organizational and people skills.

6. Basic knowledge of simple financial forms such as budgets, profit & loss statement,
and balance sheet.

7. Working knowledge of Microsoft Word and Excel as well as email proficiency.
4.3.3. Duties:

1. Responsible for developing the curriculum, negotiating a contract with the hosting
facility, coordinating with the campus conference service personnel, arranging field trips;
finding and selecting volunteers to serve as teachers, workshop presenters, dorm moms,
junior counselors, health aide/nurse, and any other positions that are necessary for
running the camp successfully; purchasing necessary camp supplies except for those
purchased for the entire project and developing the daily schedule for the week of camp.

2. Work with the branch coordinators to ensure that all campers’ paperwork is provided
and money has been deposited with the Camp Treasurer for reserved camp spots.

3. Provide Live Scan forms and information on the procedure to each required person.

4. Prepare vouchers according to SPF instructions for vendors, teachers and volunteers
to be paid. Ensure that each person so vouchered has a current W-9 on file with SPF.

5. Provide numbers and other input for camp supplies that are ordered for the entire
project.

6. Provide Camp Treasurers with camper reservations count by branch. Maintain close
contact with Camp Treasurers throughout the year, copying them on all vouchers and
financial reports and coordinating with them to develop the camp budget.

7. Promptly answer emails from TT leaders, camp staff, branches, and families of
campers assigned to the camp.

8. Consult with health aide/nurse and parents about campers with special needs to
ensure the camp is fully prepared to accommodate the camper if possible.

9. Attend local branch and IBC meetings and the AAUW CA annual
meeting/convention, whenever possible and convenient, to promote Tech Trek, network,
and recruit staff.

10. Attend the mandatory Tech Trek Annual Meeting and provide meaningful input for
improvement of the overall Tech Trek project.

11. Manage all print and electronic records for the camp. (See Section 3.5 for records
retention policy).

4.4. Camp Treasurer Job Description
4.4.1. The Camp Treasurer is expected to maintain accounts of all camp expenses and income.

4.4.2. Qualifications:
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1. AAUW CA member.
2. Working knowledge of Microsoft Word and Excel as well as email proficiency.

3. Necessary computer and accounting skills to maintain records, create budgets, report
donations to the SPF treasurer and fill out forms online.

4.4.3. Duties:

1. Provide ongoing information to the Camp Director as to the status of the camp
finances throughout the year and consult with her regarding branch deposit issues that
arise.

2. Assist the Camp Director in creating a budget for the camp for submission to the TT
Financial Liaison in early September. Reviews for budget update in January.

3. Receive funds from the branches and forward them on to AAUW CA SPF/AAUW
NTTP within 14 days of receipt using the correct forms. (See Section 2.2.3 for
procedures).

4. Assist the branches when they have questions regarding any of the financial forms
and on any other questions regarding missing checks, matching gift project checks.

5. Notify branches as to their financial standing regarding payment for campers on a
regular, continuous basis. At the conclusion of the camp, provide branches an accounting
of any money carried over to the next year.

6. Keep updated on AAUW CA SPF/AAUW NTTP financial policies concerning
donations and the correct way for donors to write checks in order to claim an IRS
deduction. Ensure that all checks forwarded to the SPF Treasurer/AAUW NTTP are
made out correctly.

7. Work with the TT State Coordinator, TT Financial Liaison and other Camp
Treasurers to develop new and improve processes and procedures.

8. Attend Tech Trek Annual Meeting in the fall, if possible.

4.5. Branch Coordinator Job Description

4.5.1. The Branch Coordinator coordinates the funds sent to the Camp Treasurer for camper
sponsorships, submits camp reservations, supervises camper selection, and provides camper
registration information to the Camp Director.

4.5.2. Qualifications:
1. Member of the branch.

2. Have the necessary computer skills to maintain records, report donations to the camp
treasurer, and fill out forms online. Working knowledge of Microsoft Word and Excel as
well as email proficiency required.

4.5.3. Duties:

1. Read the TT branch packet sent each fall, with the understanding that there may be
changes from previous years’ procedures explained in the packet, and meet all required
deadlines.

Coordinate camper selection. (See Section 1.6)
3. Ensure funds are sent to Camp Treasurer by deadline and using proper payment
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procedures. (See Section 2.3)
4. Work with and respond to TT State Coordinator.

5. Work with Camp Director to coordinate all aspects of registering campers and submit all
required forms by the stated deadlines.

6. Keep in touch with former campers. Maintain records of all campers and update the
camper tracking form annually.

Coordinate branch members’ visits to camp on Branch Visitation Day.
Train successor and transfer all forms and records to him/her.

4.6. Core Teacher
The core teachers are selected by the Camp Director and provide the primary focus of the camp
curriculum.

4.6.1. Qualifications:
1. Experienced teacher, ideally with middle school or high school teaching experience and
credentialed in the STEM fields, but STEM professionals may also be considered if their
skills in working with the campers’ age group can either be observed or confirmed from a
reference of a current highly qualified Tech Trek teacher.

2. Passion for STEM subjects and ability to connect with 12-14-year-olds.
3. Conduct themselves professionally, have integrity, and be a team player.
4. Ability to be flexible in scheduling and content of their course.
5. Live Scan fingerprinted by the Camp Director’s stated deadline (typically six weeks prior
to camp).
4.6.2. Duties

1. Develop curriculum in consultation with the Camp Director, with content that fills 15
hours of class time. The academic level of the curriculum should provide the campers
with a meaningful and challenging experience.

2. Get the Camp Director’s prior approval for the purchase of all class equipment and
supplies.

3. Mandated reporter.

4.7. Dorm Mom

4.7.1. Dorm Moms provide the emotional foundation the campers need while on their Tech Trek
adventure, looking out for the girls’ best interests and representing their needs, making sure they
get where they need to be and do what they need to do, and that they are treated with respect and
concern.

4.7.2. Qualifications:
1. AAUW CA member and at least 21 years old.

2. Physically capable of keeping up with active campers, according to the camp’s walking
and stair-climbing requirements.
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3. Enjoy working with 12-13-year-olds, good negotiating skills, and flexibility.

4. Live Scan fingerprinted by the Camp Director’s stated deadline (typically six weeks prior
to camp).

5. Review camp rules, camper contracts, and complete any required training prior to camp.

4.7.3. Duties:

1. Remain on campus for the duration of the camp, and arrive early (for orientation and
training) according to the Camp Director’s instructions.

2. Responsible for between 7-12 campers, serving both as their advocate and enforcer of
camp rules, ensuring they get where they need to go, have fun, and stay safe.

3. Know where assigned campers are at all times.

4. Attend any staff meetings as required by the Camp Director.

5. Hold regular dorm group meetings, and assist in any other camp activities for the dorm
group.

6. Assist in classrooms and on field trips when possible, as needed by the Camp Director.

4.8. Health Aide/Nurse Job Descriptions
4.8.1. The camp nurse/health aide is on hand to provide basic medical and emotional support as
needed, and is the first line of medical assistance provided to campers.

4.8.2. Qualifications:

1. AAUW CA member.

2. Pass Live Scan or background check as mandated by Camp Director (typically six weeks
prior to camp)

3. Extensive nurse's training, senior year student or retired nurse with updated training

4. First Aid courses required, CPR certificate preferred if no RN or MD is on site

5. Physically capable of walking the campus

6. Experience working with children

7. Must complete any required training prior to camp

4.8.3. Duties:

1. Review all medical forms prior to camp and become familiar with any potential health
problems described in the campers’ medical histories. Contact the Camp Director if
parent/guardian does not respond in a timely manner to requests for additional
information.

2. Be present at camper registration to receive camper medications and discuss any issues
with parents/guardians. Observe campers throughout the week in their interactions with
others.

3. Be familiar with infirmary supplies. Administer daily medications or treatments as

required by the camper. Assess any illness or injury, keeping precise records of every
camper medical interaction, and filling out incident reports. Inform Camp Director of
any serious illness or injury and contact campers’ parents/guardians and/or doctors as

needed.
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Keep Dorm Moms informed of camper health issues.
5. Attend staff meetings as requested by Camp Director.

Maintain 24/7 cell phone availability to all staff and camp volunteers for medical
concerns, and be available to attend any activities or field trips as required by the Camp
Director.

4.9. Intern

4.9.1. An Intern is someone in training to take on a new job for the camp the following year.
Ideally the intern will “shadow” someone during the camp to learn the job, taking on small
pieces of the assigned role under supervision.

4.9.2. An Intern, upon completing the internship, will meet all the qualifications of the position
for which she is training.

4.10. Junior/Senior Counselor Job Description
4.10.1. Former campers who serve as assistants to the camp staff and role models to the
campers.

4.10.2. Qualifications and Expectations:
Minimum age: two years after attending camp for junior counselor.

2. Ability to exercise good judgment, emphasize safety, and exhibit exemplary behavior as a
role model to the younger campers.

3. Flexibility.
Be friendly and able to conduct oneself with a positive attitude.

5. Abide by dorm closure and bedtime hours, sleep in assigned bed, abide by dress code,
and attend all meals and activities.

4.10.3. Duties:

Assist in preparation of buildings and campus areas for Sunday registration.
Assist Dorm Moms where assigned.

Meet and greet campers and their families on Sunday arrival.

Attend dorm meetings in your buildings.

A

Meet with your supervisor each day to be informed of the day’s activities, new
assignments, and changes in schedules.

Assist the teacher to whose class you are assigned.
Assist in daily activities as assigned.
Assist on campus field trips.

A SR

Perform other tasks as assigned by Camp Director.

4.11. IT Assistant
4.11.1. The IT Assistant provides technical support to the TT State Coordinator and TT
Financial Liaison.

4.11.2. Qualifications:
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1. AAUW CA member.
Knowledge of multiple computer operating systems, email proficiency.

3. Working knowledge of FileMaker Pro, Excel, Word, and other software used by Tech
Trek.

4. Ability to fix simple computer hardware problems.
5. Flexibility.
4.11.3. Duties:
Develop maintain, and update the Tech Trek database.
2. Assist with all computer hardware and software needs.

4.12. Live Scan Coordinator

4.12.1. The Live Scan coordinator is certified by the state as the sole member of AAUW CA
receiving results from Live Scan background checks. All persons who would ever be alone with
a Tech Trek camper must undergo the background check that involves digital fingerprinting.
This would include camp directors, nurses, core teachers, dorm mothers and any counselors 18
or older.

4.12.2. Qualifications:

1. AAUW CA member.

2. Efficient record keeping.

3. Able to pass the FBI check.
4.12.3. Duties:

1. Maintain list of potential staff members, sent by the camp directors, having the Live Scan
procedure.

2. Notify camp directors when each name is approved.
Keep approval documentation securely.

Send the camp directors the forms and instructions on how to fill them out each year in
the spring.

4.13. Procurement Coordinator
4.13.1. The procurement coordinator arranges for the purchase of all-camp items such as T-
shirts, pens, lanyards or neck wallets.

4.13.2. Qualifications:
1. AAUW CA member.
2. Ability to use Excel, Word and email.
3. Strong communication skills.
4.13.3. Duties:
1. Act as liaison between the designer and the company.
2. Secure from camp directors the number of items needed.
3. Place the orders.
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4. Coordinate delivery sites and dates for each camp’s shipment.
5. Arrange for payment with the Financial Liaison.

4.14. Grant Writing Team Leader

4.14.1. The grant writing team leader guides other volunteers in seeking out and applying for
grants for the Tech Trek project, not for branches. This position reports to the TT Financial
Liaison.

4.14.2. Qualifications:
1. AAUW CA member.
2. Experience in writing grants.
3. Team leader expertise.
4. Good communication skills.
4.14.3. Duties:

1. Lead the team in applying for grants to fund the Tech Trek project as a whole or for
individual camps.

2. Keep the TT State Coordinator informed as to grants applied for and those received.

4.15. Fund Development Committee
4.15.1. An ad hoc group appointed by the TT State Coordinator to identify Tech Trek camp
needs across the state and develop a funding campaign to meet those needs.

4.15.2. Qualification:
1. AAUW CA members.
2. Knowledge of Tech Trek needs.
4.15.3. Duties:
Gather information regarding the needs of the camps, quantify in dollars and prioritize.
Look at the potential fund sources.

3. Strategize how to reach those sources and how each might help Tech Trek reach a
specific goal.

Create a campaign theme, along with the "ask" and the pay-offs.
5. Create and implement the plan of action and timeline.
Report to the TT State Coordinator and the TT Financial Liaison.
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5. Forms and Reports
5.1. Early Departure form — required to be signed when a camper leaves before the end of
camp. This releases Tech Trek and AAUW CA of liability.

5.2. Medical Incident form — used to report incidents that require outside medical help

5.3. AD&D Insurance Claim form — provided by the insurance carrier and submitted to them
and to the TT State Coordinator and State President.

5.4. Discipline Incident form — used to report major discipline issues usually resulting in
sending a girl home from camp. Report goes to the TT State Coordinator and remains in the
files of the Camp Director.

5.5. Medical-Adult

5.6. Camper forms — some forms must be the same across the board for every camp.

5.6.1. Permission
5.6.2. Medical
5.6.3. Transportation
5.6.4. Camper Biography
5.7. SPF/AAUW NTTP Deposit Form — used for all donations to Tech Trek.
5.8. SPF/AAUW NTTP Voucher Form — used for all requests for payments for expenditures.

5.9. SPF/AAUW NTTP -Project Fund Transfer Form — used to transfer funds from one camp
to another or from a grant to one or more camps.

5.10. Camper Tracking Form — used by branches to track their campers for 5 years after their
Tech Trek attendance.

5.11. Live Scan Form
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1. Definitions

1.1. Speech Trek Mission statement

Speech Trek mission: To promote understanding and communication of gender-equity issues
among high school students through their research, preparation, and presentation of high-quality
speeches, while promoting the value of public speaking as a life and leadership skill.

1.2. Speech Trek History

Speech Trek was established by AAUW CA in 2007. In 2009, it was renamed the Eleanor Stem
Allen Memorial Speech Trek Contest in honor and memory of an AAUW member and teacher
who recognized the importance of public speaking skills in teaching students about issues that
matter to AAUW, and in gratitude to her family for providing ongoing financial support for the

project.

1.3 Leadership Structure

1.

AAUW California (AAUW CA) and AAUW California Board of Directors (AAUW
CA BOD): Speech Trek is a state project under the jurisdiction of the AAUW CA BOD.

AAUW California Special Project Fund (AAUW CA SPF): The AAUW CA SPFisa
non-profit 501(c)(3) corporation that serves as the fiduciary agent for Speech Trek. Itisa
pass through funding entity and is not involved in the policies and procedures of the
project.

AAUW CA State Project Oversight Committee: The State Project Oversight
Committee has direct supervisory authority over the project on behalf of the AAUW CA
BOD.

Speech Trek State Coordinator (ST State Coordinator): The ST State Coordinator is
appointed by the AAUW CA president and reports to the State Project Oversight
Committee. The ST State Coordinator is responsible for coordinating the project for all
participating branches.

Speech Trek Treasurer (ST Treasurer): The ST Treasurer is appointed by the AAUW
CA president and reports to the State Project Oversight Committee. The ST Treasurer is
responsible for the financial oversight of the project, and is the overall project treasurer.

Branch Speech Trek Coordinator: Each participating AAUW CA branch has a contact
person to coordinate all aspects of the local ST competition and to submit the winner’s
video to the ST State Coordinator for consideration as a state finalist.

See Section 5 for detailed job descriptions.
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2. Speech Trek Contest Rules

2.1.

Branch Participation

Each participating AAUW CA branch signs a Branch Participation Agreement with AAUW CA
agreeing to adhere to the rules of the project. This document is kept on file both at the branch
level and with the ST Coordinator.

2.2

Eligibility

Speech Trek is open to all high school students in California. The contest is open to girls and
boys enrolled in any public and private high schools, as well as home schooled students.

Students who were finalists at the state competition in prior years may participate in local Speech
Trek competitions, but are ineligible to repeat as state finalists.

2.3.

24.

Participant Requirements

Students must submit an application and signed parent permission form (if contestant is
under 18 years old) to the Branch Coordinator by the branch’s declared deadline.

Students must turn in a signed affidavit authorizing the branch and state’s use of the
student’s name and image.

Students must perform an original speech of his/her own that addresses the announced
topic and is 5-6 minutes long.

Speeches must be presented live before an audience, at a date and location arranged by
the branch.

Branch Competition Rules

Branch speech competitions must be judged by at least three judges, none who may be an

AAUW member. Participants should be judged on:

a. Delivery — 50%.
b. Content —40%
c. Organization — 10%

Timing begins when the contestant first speaks, not including microphone tests. A timer
will signal when there are 30 seconds remaining and when the closing 6-minute mark has
been reached, but staying within the 5-6 minute time limit is the responsibility of the
contestant if the timer fails to give the proper signals. Contestants not meeting the 5-6
minute time requirement will be disqualified.
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3. The contestant may, optionally, use notes, as long as they are contained on a single card
no larger than 4x6 inches.

4. The performance will be videotaped during the branch contest. The video must at least
show the contestant’s torso and face, as well as all movement around the stage.

2.5. State Competition Rules
1. The first-place winner of each branch competition is eligible for the state competition.

2. Each branch submitting an entry for the state final must send the ST Coordinator the
following by the March 1 deadline:

a. Entry fee of $25, made out to “AAUW CA SPF” with “Speech Trek” and the
branch name in the memo line of the check.

b. Contestant affidavit allowing use of contestant’s name and image.

c. The contestant’s link to the videotape from the branch competition, which must
be uploaded to YouTube. Only the unedited video taken at the branch
competition in front of a live audience may be used for entry into the state
competition, not one made at a later date. A submission using a video taken after
the branch competition is automatically disqualified from the state competition.

3. Five judges, none of them AAUW CA members, will be selected by the ST State
Coordinator to review the videos of the winners of the branch competitions, using the
same judging criteria as the branch competitions (see 2.4.1). They will select and rank 4"
and 5" place honorable mention winners, and name the top three as finalists who will be
invited to participate in the state final competition.

4. A student may participate in the branch contest in multiple years, but is only eligible to
be a state finalist once.

5. If one of the top three finalists cannot attend the final, the fourth place honorable mention
winner may be invited to compete in the state final if adequate travel budget funds are
available. If the fourth place contestant is unavailable, the fifth place honorable mention
winner may then be invited if adequate travel funds are available.

6. The state final competition shall be held in front of a live audience in conjunction with
the AAUW CA annual meeting or convention, following the same guidelines as those
outlined in Section 2.4-Branch Competition Rules.

7. Three judges, none of them AAUW CA members, will be selected by the ST State
Coordinator to judge the three state finalists, using the same judging criteria as the branch
competitions (see 2.4.1). National AAUW members who are not members of AAUW
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CA are eligible to be judges of the state final competition. Anyone who judged a branch
competition is ineligible to judge the state final.

The finalists’ speech videos will be posted on the AAUW CA website after the state
competition.

2.6. Topic

1.

3.

The topic of the speech must be directly related to AAUW mission, ideally from recent
AAUW research reports.

The ST State Coordinator consults with the State Projects Oversight Committee to
determine the topic

Next year’s contest topic is announced at the state final competition.

2.7. Prizes

1.

Each branch will determine awards for their contestants at the branch competitions,
which may be monetary awards, merchandise, or certificates.

The top three state finalists and one chaperone for each contestant will have their
expenses covered to attend the final competition (within the limitations outlined in
Section 3.3.

Cash prize awards shall be:
a. Fifth place honorable mention: $150
b. Fourth place honorable mention: $250
c. Third place finalist: $500
d. Second place finalist: $1,000
e. First place finalist: $1,500

Top-three finalist prizes are only awarded for finalists who attend and are judged before a
live audience at the state final. There is no cash award for an invited finalist who fails to
attend. Anyone named a state finalist who does not attend the final will instead be mailed
a certificate of achievement.

All cash prizes, including the honorable mention awards, will be mailed to the contestants
after the state final competition, after the judges’ decisions are announced and vouchers
have been signed and processed by AAUW CA SPF.
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3. Finances

3.1.

3.2

AAUW CA SPF

. AAUW CA SPF is the fiduciary agent for Speech Trek. Speech Trek follows AAUW CA

SPF policies and procedures for all deposits and vouchers for payments.

The SPF fiscal year is from January 1 to December 31. It is different from the standard
AAUW fiscal year.

Budget Authority and Approval

Speech Trek must submit proposed budgets and final financial reports in accordance with both
SPF and AAUW CA BOD requirements.

1.

3.3.

ST Treasurer submits SPF required reports per SPF policy by the SPF deadline of
January 1.

ST Treasurer submits a proposed budget to the State Project Oversight Committee prior
to the July leadership meeting.

State Project Oversight Committee submits proposed project budget to the AAUW CA
BOD for approval at their fall meeting.

Spending may never exceed budgeted amounts without prior authorization from the
AAUW CA BOD.

Budget Requirements

Donations. Per AAUW CA requirements for any state project, Speech Trek must be self-
funded, with adequate income to cover all expenses. Using AAUW CA SPF as the
funding agency allows all donations to be tax deductible. Adequate funds must be in
place each year BEFORE the state finalist prize amounts are announced and the proposed
budget is submitted to the AAUW CA BOD for approval.

a. The primary source of funding for Speech Trek since 2009 has been the Allen
family. The ST Coordinator or Treasurer shall contact the Allen family and
receive the funds (or formal promissory note guaranteeing their donation) no later
than July, and the funds must be deposited by March 1.

b. Each branch submitting an entry in the state final competition shall pay a $25
entry fee to help offset some of the expenses of the event.

c. Additional donations may be solicited from AAUW branches or other sources, as
deemed necessary by the project leadership. Donations must be made out to
“AAUW CA SPF” with “Speech Trek” on the memo line in order to be tax
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2.

deductible.

d. Should the primary source of funding be significantly reduced or eliminated, a
task force shall be established by AAUW CA BOD to evaluate other funding
possibilities to ensure the project’s long-term sustainability.

Expenses. The budget must include:
a. Cash awards for the two honorable mentions and top three finalists (See 2.7.3).

b. Travel expenses for the top three finalists and one chaperone for each to attend the
state final competition.

c. Travel expenses for the ST State Coordinator to attend the state final competition.

d. The SPF administration fee.

3.4. Reimbursement for Expenses

1.

Travel and meal (per diem) expenses eligible for reimbursement will be according to
current AAUW CA reimbursement policy. (See AAUW CA Policy 1006,
Reimbursement Procedures).

Lodging is only provided if the distance traveled requires an overnight stay, and must be
arranged in advance in consultation with the Meetings Planner to be included in AAUW
CA’s master billing for the event (annual meeting or convention). Speech Trek
reimburses AAUW CA for the lodging expenses after the event.

The reimbursement combination of travel, hotel, and meals that is LEAST expensive to
the project is the highest priority in arranging attendance at the state final.

SPF voucher forms must be filled out completely with receipts attached for ALL
reimbursements. The ST State Coordinator must approve all vouchers.

No travel expenses to attend the state final may be paid in advance. However, if a
contestant does not have the financial resources to attend without prior assistance, the
sponsoring branch shall be notified that they may pay the contestant and chaperone’s
initial travel expenses and submit a voucher to be reimbursed within the limits of the
project’s reimbursement policy. The contestant and chaperone may then be reimbursed
for any additional expenses as long as their documentation makes clear which expenses
were incurred by the branch.

Contestants and their chaperones do not have to pay registration fees for the AAUW CA
convention or annual meeting to participate in the speech competition, unless they wish
to attend any other part of the convention or meeting that requires guest fees.
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7. Any invoices or bills for goods or services from a vendor or company should be
submitted with a voucher for payment directly to the vendor or company. Any individual
may not personally pay bills totaling $1000 or more and seek reimbursement without
prior approval from the Speech Trek State Coordinator and the CFO.

3.5. Insurance

AAUW CA liability insurance covers the Speech Trek project at no additional cost to the project.
This includes branch and state Speech Trek competitions. Insurance claims shall be handled in
accordance with AAUW CA procedures, in consultation with the AAUW CA Chief Financial
Officer.
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4. Timeline and Deadlines

Timeline and deadlines for the overall state project are as follows:

July

August

Fall
December 1
Winter

March 1

March

March 10

April

April-May

May-June

ST Treasurer submits proposed budget to State Projects Oversight Committee for
AAUW CA BOD approval.

ST State Coordinator prepares Speech Trek competition toolkit to be included in
administrative packets sent to branches from the AAUW CA BOD. ST State
Coordinator reviews website materials and updates them as needed and sends
changes to toolkit and student forms to SPOC for review and comment prior to
release.

Branches contact schools, and plan local Speech Trek competitions.

Deadline for branches to submit Intent to Participate to ST State Coordinator.

Local Speech Trek competitions take place.

Deadline for AAUW CA branches to submit entry for state final, including the
link to the branch winner’s contest video, entry fee, and contestant affidavit.

ST State Coordinator consults with Program Committee to determine next year’s
topic, and proposes it for State Project Oversight Committee’s approval.

State finalists are announced and top three are invited to attend AAUW CA
annual meeting in April for state competition.

State final competition is held in conjunction with AAUW CA annual meeting or
convention.

Videos of winners are posted on YouTube and linked to state website. ST State
Coordinator contacts Allen family to secure funding for next year’s contest.

ST Treasurer submits year-end budget report to the State Project Oversight
Committee.
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5. Job Descriptions

5.1. Speech Trek State Coordinator Job Description

The ST State Coordinator oversees the entire state project and is the liaison between the branches

and the

state organization. Appointment is for a 1-year term by the AAUW CA President, with

the term of office running from July 1 to June 30. Individuals holding this position may be
reappointed for up to five 1-year terms.

Qualifications:

1. AAUW CA member.

2. Good organizational, communication, and people skills.

3. Basic knowledge of budgets and familiarity with Microsoft Excel and Word.

4. Accepted by the AAUW CA board of directors as meeting all requirements of an AAUW
CA committee chair.

5. Knowledge of speech competitions.

Duties:

1. Secures the funding for the project.

a. Contacts the Allen family no later than June to verify the amount they intend to
donate for the next year and negotiates the timing of the deposit of that donation.

b. Consults with the State Project Oversight Committee to identify other sources of
revenue if the Allen family donation is insufficient to cover anticipated expenses.

2. Consults with the ST Treasurer to prepare a project budget, based on the available funds.
Submits the proposed budget to the State Project Oversight Committee for review prior to
the July AAUW CA BOD meeting.

3. Ensures Branch Participation forms are kept on file for one year and student affidavits are
kept on file for two years, and that an historical list of branch participation is maintained
to track branch contacts and the project’s growth.

4. Communicates with branches to encourage them to participate and assist them.

a. Distributes Speech Trek Toolkit in fall branch admin packets and on website.

b. Provides articles about the project and highlights deadlines through all state
communications, including:

1. Board-to-Board emails from state to branch leadership.

2. California Perspective newsletter.
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3. AAUW CA website.

5. Maintains content on the SPEECH TREK web page on the AAUW CA website,
including:

a. Speech Trek Toolkit and Student Packet.

b. Contest topic.

c. State finalist cash prize award amounts.

d. Announcement of contest winners and posting the videos of the three state finalists.

6. Assembles a panel of five judges with public speaking expertise to rank the videos
submitted by the branches to determine the top five speeches. (See section 2.5.)

7. Notifies all the participating branches of the top three finalists and two honorable
mentions in advance of notifying the contestants.

8. Prepares and mails certificates of achievement for fourth and fifth place winners. Mails
an invitation to the top three finalists to attend the state final competition, providing them
with all required information and forms, including:

a. Date, time and location of final competition.

b. Detailed instructions on travel and meals reimbursement (See Section 3.4), and the
importance of providing receipts for all reimbursements.

c. W-9 form (required for awarding cash prize)

d. AAUW membership brochure for the contestant and family to know more about the
organization.

9. Assembles a panel of three judges with public speaking expertise for the state final
competition. (See section 2.5.)

10. At the end of the state final, signs vouchers for cash prizes to be awarded to the two
honorable mention winners and top three finalists.

11. Signs all expense vouchers. In consultation with the ST Treasurer, monitors the project
budget and ensures spending never exceeds budgeted amounts without authorization from
the AAUW CA BOD.

12. Consults with the State Project Oversight Committee to decide on the next year’s speech
topic, and announces the new topic at the end of the state final competition.

13. Reviews all forms and makes revisions and updates in consultation with the State Project
Oversight Committee.

14. Prepares annual report to the State Project Oversight Committee at the close of program
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year.

15. Performs such other duties as requested by the State Projects Oversight Committee or the
AAUW CA president.

5.2. Speech Trek Treasurer Job Description

The ST Treasurer is responsible for the financial oversight of Speech Trek and is the overall
project treasurer. Appointment is for a 1-year term by the AAUW CA President, with the term of
office running from July 1 to June 30. Individuals holding this position may be reappointed for
up to five 1-year terms.

Qualifications:
1. AAUW CA member.

2. Good organizational, communication, and people skills.

3. Necessary accounting skills for financial oversight of the state project, and familiarity
with Microsoft Excel and Word.

4. Accepted by the AAUW CA board of directors as meeting all requirements of an AAUW
CA committee chair.

Duties:
1. In consultation with the ST State Coordinator, prepares annual proposed budget.

2. Submits the annual application to AAUW CA SPF for project approval.
3. Ensures sound fiscal management of the project, including detailed financial records.

4. Assists state finalists in determining the most economical travel arrangements to the state
final competition.

5. Consults with branches if they have a state finalist in need of financial assistance with
advance travel expenses. (See Section 3.3.5.)

6. Consults with the AAUW CA Meetings Planner to manage invoicing for any lodging
expenses incurred at state finals. (See Section 3.3.2.)

7. Provides the ST State Coordinator with any financial forms required of state finalists, to
be sent as a part of their packet inviting them to the state final.

8. Secures ST State Coordinator’s approval for every expense voucher prior to submission
to SPF.

9. Submits year-end financial report to the ST State Coordinator and State Projects
Oversight Committee.

10. Performs such other duties as requested by the State Project Oversight Committee and the
AAUW CA president.
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6. Publications and Forms

6.1. Speech Trek Toolkit for Branches
Speech Trek process and schedule
Speech Topic

Branch Notice of Intent to Participate
Sample Letter to School Administrators
Sample Letter to Teachers

Instructions for Greeter

Instructions for Timer

Instructions for Judges

Judge’s ballot

10. Sample Press Releases

D A I o S e

11. Sample Publicity Flyer

6.2. Student Packet for Branch Contests

Rules of Competition

Speech Topic

Student Application and Parent Permission

Affidavit for permission to use contestant’s name and image
Judge’s ballot

AN e

6.3. W-9

Required for all state finalists and honorable mentions in order to award cash prizes.

6.5. SPF Expense Voucher and Deposit Forms

Because SPF is the funding entity for Speech Trek, the SPF forms must be used to handle all
deposits and payments, in accordance with SPF policies and procedures.
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