
 
GREATER NAPLES AAUW CHARITABLE FOUNDATION, INC. 

POLICIES, PROCEDURES, AND CODE OF ETHICS 

I. VALUES AND CODE OF ETHICS 

A. Personal and Professional Integrity 

All Board members and volunteers shall act with honesty, integrity, and openness in all their 
dealings as representa=ves of the Founda=on. 

B. Mission 

The Greater Naples AAUW Charitable Founda=on, Inc. (the “ Founda:on”) shall at all =mes have 
a clearly stated mission and purpose, approved by its Board of Directors, in pursuit of the public 
good.  All the programs of the Founda=on shall support that mission.  All who work for or on be-
half of the Founda=on must understand and be loyal to that mission and purpose.  The mission 
must be responsive to the cons=tuency and communi=es served by the organiza=on and of val-
ue to society. 

C. Governance 

The Founda=on shall have an ac=ve Board of Directors that is responsible for seLng the mission 
and strategic direc=on of the Founda=on, and for oversight of the finances, opera=ons, and poli-
cies of the organiza=on.   

D. Compliance 

The Founda=on shall be knowledgeable about and shall comply with all applicable laws and reg-
ula=ons, as well as AAUW na=onal fundraising and scholarship policies (AAUW Policies 501, 502, 
and 600). 

E. Responsible Stewardship 

The Founda=on shall manage its funds and ac=vi=es responsibly and prudently. 

F. Openness and Disclosure 

1. The Founda=on shall provide accurate informa=on to the AAUW Greater Naples Branch (the 
“Branch”), other stakeholders, and governmental en==es as required.  All financial, organiza-
=onal, and program reports will be complete and accurate in all material respects. 

2. The Founda=on shall provide regular reports about its ac=vi=es and financial affairs to the 
Branch. 
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G. Conflicts of Interest 

1. Disclosure.  Each Director and officer of the Founda=on shall inform the Board of any exist-
ing or poten=al rela=onship,  posi=on, investment or financial interest (each of the foregoing 
an “Interest”) of any kind which may result in a possible conflict of interest or bias for or 
against any grant or scholarship applicant, or which might result in a conflict of interest with 
the Founda=on, the Branch, or any of their ac=vi=es. 

2. Self-Interest.  Directors and officers of the Founda=on shall not engage in any transac=on 
with the Founda=on which may be characterized as, or have the appearance of being “self-
interest”.   

3. Absten=on.  Directors of the Founda=on shall abstain from vo=ng on any ac=on in which 
they have a direct or indirect “Interest” or which may be characterized as, or have the ap-
pearance of being, “self-interest”. 

H. Gi` Acceptance by Directors and Officers.  Directors and officers may not accept gi`s, gratui=es, 
commissions, fees, loans or any other items having more than a nominal monetary value from 
individuals, businesses, grant beneficiaries, grant or scholarship seekers or any other person or 
en=ty with whom the Founda=on does business or has any type of formal or informal rela=on-
ship. 

I. Compensa=on.  No compensa=on of any kind shall be paid to any Director or officer of the 
Founda=on. 

J. Confiden=ality.   

1. Requirement to Maintain Confiden=ality.  Requirement to Maintain Confiden=ality.  All 
Board members shall maintain as confiden=al all discussions and delibera=ons (as dis=n-
guished from ac=ons and decisions) of the Board or Execu=ve Commibee.  All Board mem-
bers and commibee chairs and members shall keep confiden=al all informa=on rela=ng to 
the Founda=on and its ac=vi=es which is designated as confiden=al in the bylaws or these 
Policies, Procedures and Code of Ethics (collec=vely the “Policies”) or otherwise by the 
Board or the president, whether oral or wriben and regardless of format or method of 
communica=on or transmission, except as specifically authorized by the Board of Directors 
or these Policies, Procedures and Code of Ethics (collec=vely the “Policies”). Nothing in this 
provision is intended to or shall be deemed to restrict Sec=on I.F.2 of these Policies. 

2. Annual Confiden=ality and Conflicts of Interest Statement.  All Board members, officers and 
commibee chairs shall annually cer=fy their compliance with these provisions by signing and 
delivering to the Founda=on a form substan=ally similar to the following: 

“I, ____________________________________, have read the provisions regarding confi-
den=ality set forth in the Founda=on’s Policies and agree to comply with those provisions.   

I have also read the conflict of interest provisions of the Bylaws and state that, to the best of 
my knowledge, I am not involved in any ac=vity and have no outside interests which conflict 
or suggest a poten=al conflict with the best interests of the Founda=on, except as reported 
below.   
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During my term of office as a Board member, officer or commibee chair, I agree to report 
promptly any situa=on which might involve or appear to involve me in any conflict of interest 
with the Founda=on. 

Provide specific informa=on about any conflic=ng ac=vity or interest here:  
______________________________________________________________________. 

If none, ini=al here:  ______________________ 

Signature_______________________________ 

Print Name:_____________________________  Date: _____________” 

K. Mee=ngs in Execu=ve Session.   Any Board or Execu=ve Commibee mee=ngs may be held in ex-
ecu=ve (closed) session for purposes of discussing any confiden=al maber having legal implica-
=ons or a “personnel” maber, such as alleged misconduct by a Board or Commibee member.  
Board discussions held in execu=ve closed session shall be kept confiden=al and shall not be dis-
closed to any person except as may be required by law or legal process or if the Board votes by a 
two-thirds majority to authorize disclosure. 

II. FUNDRAISING, COMMUNICATIONS WITH AND RELATIONSHIPS WITH DONORS AND 
PROSPECTIVE DONORS 

(a) Donor Solicita=on Materials.  The donor solicita=on materials prepared or distributed by 
the Founda=on, in whatever form, shall accurately and truthfully represent the Founda=on’s 
policies and prac=ces and comply with all applicable laws, regula=ons and policies, including, 
without limita=on, the Florida Charitable Solicita=ons Act.   

(b) Donor Privacy and Donor Intent.  The Founda=on shall respect the privacy concerns of 
individual donors and expend funds consistent with donor intent.  The Founda=on shall comply 
with all agreements entered into with donors about dona=ons.  The Founda=on shall disclose 
important and relevant informa=on to donors and poten=al donors and shall comply with all 
mandatory AAUW fundraising policies and requirements.  All dona=ons shall be acknowledged 
in accordance with all applicable state and federal laws.  Each donor shall receive a thank you 
note, email or leber from a member of the Founda=on’s Board of Directors. 

(c) Gi` Acceptance.  Any person or organiza=on may make contribu=ons to the Founda=on.  
The Founda=on reserves the right to review and approve all contribu=ons, in accordance with its 
By-Laws and these Policies, now in effect or as amended from =me to =me.  Specific donor des-
igna=ons for gi`s shall be honored; provided, however, that if a donor designa=on is not consis-
tent with the Founda=on’s purposes or would disqualify the Founda=on from exemp=on from 
federal income tax as a qualified organiza=on described in Sec=on 501(c)(3) of the Internal Rev-
enue Code, the donor must agree to an alterna=ve appropriate use, or the Founda=on shall 
refuse the gi`.  Undesignated dona=ons made to the Founda=on will be used as determined by 
the Board from =me to =me.  All dona=ons must be in the form of cash or readily marketable 
securi=es, are irrevocable and may not be redesignated except in unusual circumstances and 
with the prior, express, wriben consent of the Board of Directors.” 
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III. REPRESENTATION TO THE PUBLIC AND MEDIA 

Except as otherwise provided in these policies, the Founda=on President or her delegate (who 
must be a member of the Founda=on Board) are the only persons who may represent the Foun-
da=on publicly or communicate with members of the public or any media, in any manner, on 
behalf of the organiza=on.  No Board member or other person may create or disseminate any 
communica=on or material in any format on behalf of the Founda=on without the prior consent 
of the Founda=on President or her delegate. 

IV. WHISTLEBLOWER PROTECTION 

A. The Founda=on is commibed to facilita=ng open and honest communica=ons relevant 
to its governance, finances, and compliance with all applicable laws and regula=ons.  The Foun-
da=on requires all persons affiliated with it, including directors, officers and volunteers, to ob-
serve high standards of business and personal ethics in carrying out their du=es and responsibili-
=es.  All such persons must prac=ce honesty and integrity and comply with all applicable laws 
and regula=ons.   

B. This whistleblower policy reflects the prac=ces and principles of behavior that support 
this commitment.  It is important that the Founda=on be made aware of any unlawful or im-
proper behavior including but not limited to any of the following conduct:  the`; financial re-
por=ng which is fraudulent, inten=onally misleading, or negligent in any manner; improper or 
undocumented financial transac=ons; forgery or altera=on of documents; unauthorized alter-
a=on of documents; unauthorized altera=on or manipula=on of computer files; improper de-
struc=on of records; improper use of Founda=on assets, including, but not limited to its funds, 
supplies, intellectual property, and other assets; authorizing or receiving compensa=on for 
goods not received or services not performed; viola=ons of the conflict-of-interest provisions of 
the By-Laws; any other improper occurrence regarding cash, financial procedures, or repor=ng; 
and any abuse of or discrimina=on against a person on account of his or her race, color, religion, 
na=onal origin, sexual orienta=on, handicap, disability, or any other protected status. 

C. The Founda=on shall solicit the assistance of any person who has a reasonable belief or 
suspicion about any improper transac=on.  The Founda=on values this input, and everyone 
should feel free to raise issues of concern, in good faith, without fear of retalia=on.  Such con-
cerns may be expressed to any member of the Founda=on Board of Directors for inves=ga=on. 

4



V. DOCUMENT RETENTION  

The Founda=on shall retain records in accordance with the following requirements: 

Record Hard 
Copy

Electron-
ic Backup 

Copy

Length of Re-
ten:on

Notes

Governance/Administra:on

Ar=cles of Incorpora=on ! ! Permanent

By-Laws and Amendments ! ! Permanent

AAUW Affiliate Agreements ! Permanent

Policies ! Post on web-
site.  Current 

version – un=l 
replaced.  

Prior versions 
-  7 years

IRS Records; Other Tax 
Records

IRS Determina=on Leber and 
Applica=on for Exemp=on

! ! Permanent

IRS 990 Filings ! ! 7 years a`er 
date of filing

Tax Returns (if any) ! 7 years a`er 
date of filing

Other Governmental Filings, 
federal, state or local

! 7 years a`er 
date of filing

Includes FL Dept. of 
Agriculture and Con-
sumer Affairs; and Divi-
sion of Consumer Ser-
vices under Florida Solic-
ita=on of Contribu=ons 
Act

Financial Records
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VI. COMMITTEES 

A. Founda=on Commibees – Establishment and Governance 

The composi=on and func=ons of the Execu=ve Commibee shall be as established and defined in 
the By-Laws.  The Board of Directors shall appoint the following addi=onal standing commibees, 
each of which shall include a minimum of two members of the Board: 

1. Financial Oversight 
2. Governance 
3. Investment 
4. Scholarships 

The Board may from =me to =me create and terminate other standing commibees, as required, 
each of which shall include a minimum of two members of the Board.   

The President of the Founda=on shall serve as an ex officio member of each commibee except 
the Financial Oversight Commibee.  The chairpersons of each commibee shall prepare wriben 
reports to submit to the Board at its regular mee=ngs and at the annual mee=ng. 

B. Founda=on Commibees – Descrip=ons of Responsibili=es 

1. Financial Oversight.  The Financial Oversight Commibee shall review the Founda=on’s finan-
cial compliance and financial management annually and shall report the results to the Board 

Treasurer’s Year-End Reports ! !

Surveys and Results ! As long as 
applicable

To be retained by Com-
mibee conduc=ng sur-
vey

Website and Publica:ons

Text of Founda=on and Schol-
arship Commibee website 
pages

! ! 7 years

All other publica=ons, includ-
ing newsleber submissions, 
website and social media post-
ings

! ! 7 years
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of Directors.  The Treasurer of the Board shall be an advisor to this Commibee, and the 
members shall be appointed by the Board of Directors. The Financial Oversight Commibee 
may perform other du=es as assigned by the Board of Directors.  

2. Governance.  The Governance Commibee shall oversee the bylaws and policies of the Foun-
da=on; receive, review, and report to the Board of Directors all bylaw amendment proposals 
and resolu=ons; review and make recommenda=ons concerning governance structure, 
trends, and best prac=ces; work to ensure that the Founda=on complies with all applicable 
laws, regula=ons and policies; and perform other du=es as assigned by the Board of Direc-
tors. 

3. Investment.  (a)  The Investment Commibee shall establish investment objec=ves, guidelines 
and policies and has oversight, along with the Board of Directors, over the investment poli-
cies, investment poroolio, and investment ac=vity of its poroolio managers.  The Investment 
Commibee will monitor overall investment results; review compliance with investment ob-
jec=ves, guidelines and policies; recommend to the Board of Directors the employment of 
investment advisers; establish guidelines for gi`s, bequests, and devises to the Founda=on; 
manage long-term funds; and report the investment results to the Board of Directors at least 
quarterly and more frequently if requested by the Board.   

(b)  The members of the Investment Commibee need not be members of AAUW 
or the Branch, but shall have knowledge of investments, overall financial knowledge and ex-
perience, and knowledge about Founda=on programs and policies; provided, however, that 
at least two members of the Board shall serve on this Commibee. 

4. Scholarships.   (a)  The Scholarship Commibee shall comply in all per=nent respects with 
AAUW Policy 502, Scholarship Programs of AAUW Affiliates, and any successor policy, and 
with the standards and criteria for scholarship awards adopted by the Founda=on Board of 
Directors. 

(b) The Scholarship Commibee promotes the availability of scholarship 
awards, evaluates applicants for available scholarship awards under the criteria adopted by 
the Founda=on Board of Directors, and recommends scholarship recipients to the Founda-
=on Board of Directors.   

(c) The Scholarship Commibee does not have authority to expend Foun-
da=on funds or to commit to any scholarship award and shall not do so. 

(d) Par=cipa=on in the Scholarship Commibee is open to all members of the 
Branch who agree to comply with Founda=on policies and rules.  A member of the Founda-
=on Board of Directors shall chair the Scholarship Commibee. 

(e) The Scholarship Commibee shall adopt and follow procedures to ensure 
that adequate classes and numbers of poten=al applicants for each available scholarship are 
no=fied of the availability and criteria for award of each available scholarship, including via 
news releases, flyers and contacts with high school and college counselors. 

(f) The Scholarship Commibee shall adopt and follow procedures for 
winnowing applicants for interviews, for conduc=ng interviews of applicants, including per-
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missible ques=ons and topics of interviews, and for no=fying successful and unsuccessful 
applicants . 

(g) For scholarships for which financial need is a criterion, the Scholarship 
Commibee shall specify acceptable evidence of such need in its procedures. 

(h) All procedures and processes of the Scholarship Commibee shall be 
submibed to the Founda=on Board of Directors for approval. 

(i) All informa=on submibed by scholarship applicants shall be maintained 
in confidence, except that awardees shall be asked to consent to disclosure of their names, 
the fact of their receipt of an award, their school and course of study, their essays and their 
photographs. All applicants shall be informed by the Commibee Chair that the Founda=on 
will, absent objec=on, publicize such informa=on in the newsleber of the Branch, on the 
Branch’s website and Facebook page, on the Founda=on’s FaceBook page, via a press release 
and, if applicable, to founding donors.  The essays wriben by scholarship awardees may also 
be disclosed to past and poten=al donors. The Scholarship Commibee Chair shall ask each 
interviewed candidate to sign the following  no=ce and consent form approved by the Foun-
da=on Board: 

Scholarship Applicant Consent/Objec=on to Publicity Form 

I, _______________________________ (printed name), the undersigned (“Appli-
cant”) have applied or intend to apply to the Greater Naples AAUW Charitable Founda=on, Inc. (“Foun-
da=on”) for a scholarship.  

1.  I understand that the Founda=on normally discloses: 
• the names of its scholarship recipients,  
• the fact that they have been awarded scholarships,  
• the amounts of their scholarship awards,  
• the names of the educa=onal ins=tu=ons they abend or will abend,  
• their courses of study,  
• the essays they submibed when they applied, 
• and their photographs.  

2.  I also understand that, unless I object below on this form, Founda=on will or may 
publicize the foregoing informa=on in various ways, including: newslebers published by the Founda=on 
and the AAUW Greater Naples Branch (“Branch”); to the Founda=on’s and the Branch’s members and 
friends; on the Branch’s website; on the Founda=on’s and the Branch’s Facebook pages; on any other 
social media published by either the Founda=on or the Branch; via press releases by either the Founda-
=on or Branch; and to past and poten=al donors.  Such publica=on may be in any format or in any type 
of media, including, but not limited to, print, online, television, radio, or social media.  Any such publica-
=on by Founda=on or Branch shall be for non-profit, non-commercial purposes only. 

3.  I addi=onally understand that I will not be compensated for such disclosures or 
publica=ons.  

4.  Finally, I understand that a decision to object to some or all such disclosures and 
publicity is not a disqualifica=on for a scholarship award. 

Understanding all of the foregoing, I hereby: 
_______  consent to all such disclosures and publicity.    
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_______  object to disclosure and publica=on of only 
_________________________________________________________________________________ 

_______object to all such disclosures and publicity .   

Applicant Signature:  _____________________________     
Witness: ________________________________________ 

Date: ____________________________________      
   

(j) Members of the Board of Directors, members of the Scholarship Com-
mibee, major donors and their respec=ve families are not eligible for scholarship awards. 

(k) If a friend or the first- or second-degree rela=ve of a member of the 
Scholarship Commibee or of the Branch or Founda=on Board of Directors applies for a 
scholarship award, the Scholarship Commibee member or Board member must disclose the 
rela=onship and recuse herself from all decisions rela=ve to the selec=on of scholarship 
recipients. 

(l) Payment and Use of Scholarship Funds.  Scholarship awards shall be paid 
by the Founda=on directly to the educa=onal ins=tu=on the scholarship recipient will at-
tend/is abending upon receipt of an invoice from that ins=tu=on.  Such invoices must be 
received within one year (three hundred sixty-five days) a`er the scholarship award or the 
unspent por=on of the award will be forfeited.  Scholarship funds may be used only to pay 
for qualified tui=on and related expenses within the meaning of IRC Sec=on 117(b)(2).  
Scholarship funds may not be used as payment for teaching, research, or other services by 
the scholarship recipient.  The Scholarship Commibee Chair shall inform the scholarship 
applicants it interviews of the condi=ons on use and payment of scholarship awards, and 
shall convey to the Founda=on Treasurer the informa=on necessary for her to comply with 
this policy. 

(m) Records to be Retained.  The Scholarship Commibee Chair shall deliver 
to the Founda=on Secretary copies of all of the following: 

1. All relevant informa=on submibed by the scholarship recipients. 
2. Informa=on concerning the iden=ty of each recipient, including her con-

tact informa=on and including any rela=onship between the scholarship recipient and any 
member of the Scholarship Commibee or Founda=on Board of Directors. 

3. The amount and purpose of each scholarship. 
4. Invoices from the post-secondary ins=tu=on in which each recipient is 

enrolled, which shall also be submibed to the Founda=on Treasurer. 
5. Any reports concerning the recipients’ performance and use of scholar-

ship funds. 

(n) Unless otherwise directed by the Founda=on Board of Directors, the 
Scholarship Commibee shall plan and present an event at which the scholarships will be 
awarded and shall invite and encourage each scholarship recipients to abend. 

  
C. Branch Commibees.  At least one member of the Founda=on Board shall serve on each of the 

following Branch Commibees:  Development, Scholarships, STEM/STEAM Conference, and Start-
Smart/WorkSmart.  
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VII. GENERAL PROVISIONS 

A. Excep=ons.  Excep=ons to these Policies shall be the sole preroga=ve of the Board of Directors, 
ac=ng officially, and made a maber of wriben record. 

B. Amendments.  These Policies may be amended only by a vote of the Board of Directors, ac=ng 
officially, and made a maber of wriben record. 

C. Effect.  Upon adop=on by the Board of Directors, these Policies shall be effec=ve immediately 
and shall supersede and replace all prior policies and procedures of the Founda=on, or of any 
Founda=on commibee, which are inconsistent with these Policies. 

D. Inconsistencies with By-Laws.  These Policies are intended to supplement the Founda=on’s By-
Laws.  In the event of inconsistencies between the two, the By-Laws shall control. 

Adopted by the Board of Directors on September 26 & October 24, 2018 
Amended by the Board of Directors on September 25 & October 23, 2019 

Amended by the Board of Directors on June 18,2020
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