
Mission Statement: “United Way collaborates with partner agencies to strengthen and  
improve Health, Education and Income Stability in Southeast Alaska.” 

 

United Way of Southeast Alaska 
Board of Directors Meeting 

 

Thursday, June 21, 2018 
5:15-7:00 PM 

United Way of Southeast Alaska 3225 Hospital Drive, Suite 106 

Teleconference: (800) 315-6338, Code: 32251# 

 

Vision Statement: "United Way of Southeast Alaska addresses individual needs and improves lives by organizing  
the caring and collaborative power of our communities" 

I. CALL TO ORDER and INTRODUCTIONS –Chair Russell 

 II: APPROVAL OF AGENDA – Corrections/Additions 

 III: APPROVAL OF MINUTES – Corrections/Additions 

    May 17, 2018 Meeting Minutes 

 IV: PRESENTATIONS – United Way Website review 

Donor Development & Sustainability, Kaylee Matheny & Samantha Dye 

 V:  COMMITTEE REPORTS 

   Resource Development   

Finance Committee – Karmen Bowman, Treasurer; Chris Pace, Mark Mesdag  

 May Finance report  

Campaign Committee –Mark Mesdag, Kendri Cesar, Warren Russell, Jennifer Treadway  

Events Committee– Brittany Pace, Jennifer Treadway-O’Dea, Karmen Bowman,  

Robbie Stell 

Nonprofit Executives – Joy Lyon, Millie Ryan 

Governance Committee     

Board Development Committee – Mark Mesdag, Warren Russell  

Personnel Committee – Jennifer Treadway, Brittany Pace, Warren Russell 

 VI:  STRATEGIC DISCUSSIONS –  

 VII: Old Business –  

    

 VIII: New Business – United Way Worldwide Annual Membership Certification  

    United Way Worldwide Annual meeting and Proxy Vote Authorization 

    UWSEAK Fiscal Policy Update 

    Comedy Show cancelation recommendation  

-  

 

 X: CHAIR REPORT – Warren Russell 

 XI: PRESIDENTS REPORT – Wayne Stevens 

 XII: BOARD MEMBER COMMENTS 

 XIII: ADJOURNMENT Next Meeting July 19, 2018     
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United Way of Southeast Alaska 
Board of Directors Meeting 

 

Thursday, May 17th, 2018 
5:25-6:38 PM 

United Human Services Conference Room 
3225 Hospital Drive 

 
 

 
CALL TO ORDER AND INTRODUCTIONS  

 
Chair Russell called the meeting to order at 5:25 PM. A quorum was established with 9 members present.

  
APPROVAL OF AGENDA  
 

Motion: Board Member Robbie Stell moved to adopt the agenda as presented. Board Member Tom 
Sullivan seconded the motion.  

 
Chair Russell asked if there were any objections to adopting the agenda as presented. 
Members expressed no objections to the adoption of the agenda as presented. 
 
With no objections, the agenda was adopted as presented. 

 
APPROVAL OF MINUTES 
 

Motion: Secretary Treadway-O’Dea moved to approve the minutes of the March 15th, 2018 and the 
April 19th, 2018 Board of Directors Meeting.  Board Member Tom Sullivan seconded the 
motion.  

    
Motion to approve minutes as presented was approved unanimously. 

 
PRESENTATIONS  

 
 Donor Development & Sustainability- Kaylee Matheny & Samantha Dye 
 

Presenters explained to board members the research that has been done using ANDAR and its findings regarding 
donor data. Kaylee talked about the handout to the board, explaining the different tables and what each table 
represents. With several different tables and charts, they are all similar in the way that they show the number of 
donors and total pledge amounts for organizations versus donors outside of the workplace and the percentage 
rate the two types of donors represent for the last 5 years (2013-2017). It also shows the organizations and 
individuals that have donated for 5 consecutive years and the percentage rate that each organization/individual 
makes up among all the other 5 consecutive year donors.  

Board Members in Attendance 
X Warren Russell- Chair E Brittany Pace  Staff 
X Mark Mesdag - Past Chair E Chris Pace X Wayne Stevens 
X Jennifer Treadway- O'Dea – Secy. X Fred Parady X Kaylee Matheny 
X Karmen Bowman-Treasurer   E Millie Ryan   
X Kendri Cesar X Tom Sullivan   
X Robbie Stell    Guest(s): 
X Joy Lyon   X Samantha Dye 
      

Legend:       X= Present       E= Excused Absence       T= Teleconference       A= Absent 
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After explaining the handout, Samantha discussed the different ways the board members could use the data and 
how to go about doing it so that UWSEAK can maintain, obtain, and grow donors. Suggested steps from 
Samantha were to create a Donor Management & Sustainability Committee to dig into ANDAR’s donor 
database, update the donor pledge forms for relevance and to gain necessary donor information that can be 
utilized, develop a donor recognition program (make an incentive and entice donors to want to give each year 
by rewarding those that give 5 years in a row, 10 years in a row, etc.) and last, contact those donors who, if they 
give to this year’s campaign, they will be a 5 consecutive year donor.  
 
From the data, Samantha explains that it can be very beneficial to UWSEAK as it shows that there is a lot of 
potential to grow the organization. On the handout, one of the tables shows the population (73,812) and the 
number of jobs (45,260) for Southeast Alaska. When you compare the Southeast data to the number of UWSEAK 
donors it shows that only 1% of those with a job have chosen to give to UWSEAK, that gives UWSEAK a very 
large percentage rate to potentially grow even more.   

 
COMMITTEE REPORTS 
  

Resource Development:  
 

Finance Committee - Karmen Bowman, Chris Pace, & Mark Mesdag 
   

No report due to members not being able to meet.  
 
Campaign Committee - Kendri Cesar & Mark Mesdag 
 
Briefly explained that the committee will be starting back up further into summer when the upcoming 
campaign gets closer and that the new donor committee will tie in well and will be useful for planning 
the upcoming campaign.  

 
Events Committee- Brittany Pace, Jennifer Treadway-O’Dea, & Karmen Bowman 
 
Members talked about their concern for the upcoming comedy show as it is fast approaching. With lack 
of communication, it is hard to prepare for the event and even to explain to the whole board as to 
where the committee is at in the planning stage. With no venue, committee members as well as other 
board members are deciding whether the event should even take place still or not. 

  
Governance:  

   
Board Development Committee- Warren Russell & Mark Mesdag 

 
Chair Russell told board members about meeting with Sasha Moore to discuss becoming a board 
member. Sasha works for the Front Street Medical Clinic as well as her husband who is one of the 
doctors for the clinic. In creating a diversifying board in terms of career fields, Sasha would be a good 
candidate to fill the board member in the medical field position as she will be able to speak about and 
explain the medical topics that come up.  
 
With one more position to be filled, members talked about filling the last position with an individual in 
the media/ advertising field. With multiple different board members in different career fields, the 
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potential to grow can become reality as it will help to reach, broaden, and create new donors that 
UWSEAK wouldn’t necessarily have otherwise.   
 
Personnel Committee- Warren Russell, Jennifer Treadway-O’Dea & Brittany Pace 
 
No report as committee discussed roles of committee members. Secretary Treadway-O’Dea will lead 
committee with the help of Chair Russell. Board member Sullivan volunteered to be on committee.  

   
STRATEGIC DISCUSSIONS 
 
 No Discussion. 
 
OLD BUSINESS: 
 

Adopt Conflict of Interest Policy- 
 
After the motion to adopt the policy had passed, Chair Russell instructed board members to sign and return the 
signature page to President Stevens and/or Kaylee.  
 
Motion: President Stevens moved to approve the Adoption of the Updated Conflict of Interest Policy. 

Secretary Treadway- O’Dea seconded the motion. 
  

Motion to Adopt the Updated Conflict of Interest Policy was approved unanimously. 
  
NEW BUSINESS: 

 
• Karen Wright Letter of Resignation-  

 
 

Motion: Board Member Stell moved to approve the Resignation of Karen Wright. Past Chair Mesdag 
seconded the motion. 

  
Motion to approve the Resignation of Karen Wright was approved unanimously. 

 
• Authorizing President Stevens as Entity Admin. for Federal Gov. System Award Management – 

 
Motion: Past Chair Mesdag moved to approve the authorization of President Stevens as Entity Admin. 

For Federal Gov. System Award Management. Board Member Stell seconded the motion. 
  

Motion to approve President Stevens as Entity Admin. was approved unanimously. 
 

• Election of Sasha Moore, Front Street Health Clinic, to the Board- 
 
Motion: President Stevens moved to elect Sasha Moore to the Board of Directors of United Way of 

Southeast Alaska. Board Member Stell seconded the motion. 
  

Motion to approve Sasha Moore to the Board was approved unanimously. 
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• United Way Website Review- 
 
Deferred to next month’s Board Meeting. 
 

CHAIR’S REPORT-  
  

Chair Russell explained some current objectives that need to be done such as filling the rest of the Board 
Member positions and if any board members know of someone in the advertising/ media field that they thing 
would be a good addition to let him know.  
 
Also discussed was the Day of Caring to take place in Ketchikan and Sitka and how this event is soon 
approaching.  Board members and committee members should start thinking about the event as work will need 
to be done soon.  
 
Reminding the board, Chair Russell explained his apprehension of the Comedy Show. Chair explained that he will 
try to get in touch with Board Member Brittany Pace to see what is going on with the event. 

  
PRESIDENT’S REPORT- 
 

President Stevens referred members to the Presidents Report List in the board packet. Briefly discussed the 
STEPS Grant, involves supporting community efforts and how it fits in with United Way as our focus areas are 
Health, Education, and Financial Stability. The grant is a 5 year grant at a total of $20 million with Juneau 
receiving 1 million of the grant every year for the next 5 years.  
 

BOARD MEMBER COMMENTS- 
 
 Board Member Lyon talked about Best Starts and the steps that are being worked on to move the program 

forward which include childcare and finances as childcare is still an issue and the role the city will play in regards 
to the program. Other steps to move the program forward is putting Best Starts on the ballot to vote on and 
promoting the program as only 2% of kindergarteners are ready when entering school.   

  
ADJOURNMENT- 
 

Chair Russell adjourned the meeting at 6:38 PM 
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MINUTES of the Finance Committee Meeting 

Date of meeting: May 25, 2018 Time: 4:00 pm 

Place: UWSEAK Conference Room 

Members Present (first & last name):  Warren Russell, Karmen Bowman, Mark Mesdag 

 

 

Members absent (excused): Chris Pace   

 

 

Other persons present: Wayne Stevens, Len Lambert (via telephone) 

 

Chairperson: Karmen Bowman 

 

 

ITEMS DISCUSSED: April Finance Statement 
 
 
 
DECISIONS MADE: Questions about format, numbers not tying out correctly. Asked Anchorage CFO to re-do 

statements.  

 

 

RECOMMENDATIONS TO BOARD FOR APPROVAL: None 

 

Adjourned at: 5:15pm 
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3225 Hospital Drive, Suite 106 
Juneau, Alaska 99801  
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unitedwayseak.org 

 
 
MINUTES of the Donor Sustainability & Development   Committee Meeting 

Date of meeting: June 5, 2018  Time: 4:00 pm 

Place: United Way Conference Room 

Members Present (first & last name):  Mark Mesdag  

 

 

Members absent (excused): Karmen Bowman, Warren Russell  

 

 

Other persons present: Samantha Dye, Kaylee Matheny, Wayne Stevens 

 

Chairperson: None 

ITEMS DISCUSSED: Donor Development, ad in AARP newsletter or related materials 2018 Campaign co-
chairs, 2017 annual report, 2018 campaign brochure, long term supporters 
 
DECISIONS MADE: Kaylee 

ANDAR - get further training (in ANC or by Robin Maiville) 
Research in ANDAR how to see individuals within a company (talk to Vanessa) 
Update individual and company reports to show 2017 
Make a list of names & addresses for individuals and companies who have been consistent donors but have not 
yet given in 2017 (for thank you cards) 
 
Wayne 
Speak with Jayne A. (AARP) 
Research Churn tool 
Draft thank you note for June board meeting 
 
Samantha 
Review individual and company lists again 
Draft thank you with Wayne 
Research board assessment tools - potential next step related to fund development & board engagement  
Suggest a few specific ways for the board to engage large donors (new ideas) 
 

RECOMMENDATIONS TO BOARD FOR APPROVAL:  

 

Adjourned at: 5:15pm 



Items discussed at the board meeting, some of what we’ve been looking at raises questions like  
 
 
(1) who are the consistent givers at the company and individual levels? 
 
 
(2) what donors were consistent but have stopped giving?  How do we invite them again?  
 
 
(3) how are board members impacting company giving (it’s interesting to see how data supports 
relationships)? 
 
 
(4) Who has been consistent and needs some thanks and/or recognition? 
 
 
(5) What data is missing that we’d like to be asking for? 
 



United Way Worldwide 

2018 Membership Certification 
 
• Both the Board Chair and Chief Executive Officer must sign and submit this form.  If your United Way does not have a CEO, 

a second officer must also sign.   
• Answer all questions and provide an explanation for any “no” answers.   
• Responses will be kept confidential and will only be shared with essential volunteers and staff of United Way Worldwide.   
• Guidance on completion of this certification is available on United Way Online.  
 
As stated in United Way Worldwide’s bylaws, United Ways will refrain from taking any actions or conducting activities likely to 
damage the welfare, interests, or reputations of the United Way system.  United Ways will also meet the following requirements. 
 
Does your United Way have paid employees? 
Note:  Some questions in this certification apply only to United Ways with paid employees.  Your response helps identify applicable questions.   
 

Requirement A: Tax-Exempt Status and Completion of the IRS Form 990 
Is your United Way recognized as exempt from taxation under Section 501(c)(3) of the Internal 
Revenue Code as well as from corresponding provisions of other applicable state, local and 
foreign laws or regulations?  

 

1. Did your United Way file the IRS Form 990 in a timely manner (within nine months of last fiscal 
year end)?  

 

2. Date the last IRS Form 990 submitted to IRS: 
 

 

3. What version of the IRS Form 990 was most recently filed?   
 

 

4. Have you followed the UWW Implementation Standards for Membership Requirement A in 
completing the IRS Form 990?  

 

5. Was a copy of the IRS Form 990 provided to the organization’s governing body before it was filed?  
 

 

6. Is your United Way properly classified as a public charity as evidenced by checking box 7 on Part 
1 of Schedule A of the IRS Form 990? 

 

7. For the prior fiscal year, did the organization become aware of a material diversion of the 
organization’s assets? Please provide an explanation for a “YES” response to this question. Per 
the IRS, a material diversion (e.g., unauthorized use of organizational assets) is more than 5% of 
gross annual receipts or more than $250,000, whichever is less.  

 

8. Is the compensation for the top management official (e.g., CEO, executive director) and top 
financial official (e.g., chief financial officer) reported as required on the IRS Form 990 in Part VII? 

 

9. Does your United Way make the IRS Form 990 (990 E-Z or 990-N) available to the public?  
 

 

 
Requirement B: Legal Requirements 
Does your United Way comply with all applicable legal, local, state, and federal operating and 
reporting requirements (e.g., nondiscrimination)?  

 

1. In the last 12 months, have there been any government agency led investigations of your United 
Way for violations of local, state, or federal laws? Please provide an explanation for a “Yes” 
response to this question. 

 

2. Since January 1, 2017, has your organization amended its articles of incorporation and filed them 
with the Secretary of State’s office in your state? 

 

3. Does your United Way conduct anti-terrorism compliance measures?  
 

 

4. Does your United Way comply with provisions of Sarbanes-Oxley applicable to nonprofit 
corporations (whistleblower protection and implementation of document retention and destruction 
policies)?  

 

5. Does your organization promote itself as an equal opportunity employer?   
 

 

6. Is your United Way currently registered to conduct charitable solicitations at the state and local 
level?  A response is not required if not applicable to your United Way.   

 

7. Is your United Way compliant with all provisions of the Fair Labor Standards Act? 
 

 

All organizations, including nonprofits, must maintain data using secure systems, policies and procedures.  The following 
optional questions reflect Federal laws as well as practices to safeguard sensitive information.  Please consult the United Way 
Guide to Data Security found on United Way Online for more guidance. 
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8. Has your United Way established a donor privacy policy?  These policies typically include what 
information is collected and for what purposes, how the information protected, how and/or when it 
is disclosed to third party, how changes to the privacy policy will be communicated. 

 

9. Has your United Way established a data security risk assessment program?  These programs 
evaluate reasonable foreseeable threats that could result in unauthorized disclosure, misuse, 
alteration or destruction of donor information; the likelihood and potential damage of threats; and 
the sufficiency of policies, procedures, customer information systems, and other controls. 

 

 
Requirement C: Governance 
Does your United Way have an active, responsible, and voluntary governing body which 
ensures effective governance over the policies and financial resources of the organization?  

 

1. Does the board approve the annual budget?  
 

 

2. Does the board include at least two members with financial experience?  
 

 

3. Does the board, or board-delegated committee, review financial statements on at least a quarterly 
basis?  

 

4. Does your United Way regularly provide training (e.g., onboarding, access to conferences, 
webinars, outside speakers) to governing board members?  

 

5. Does your United Way produce an annual report?  
 

 

6. Does your United Way’s governing board review its bylaws and other governance documents at 
least once every three years?  

 

7. Are meeting minutes maintained for all governing board meetings? 
 

 

8. Does your United Way have a board-approved business expense reimbursement policy?  
 

 

9. Does your board meet at least quarterly?  
 

 

10. Is the external auditor engaged by and working for the board or board-appointed committee?  
 

 

11. Does your board review the external annual audit (or financial review if annual revenue is less 
than $500,000), and is the audit (or review) presented to the board by the auditor or audit 
committee chair?  

 

12. Did the board approve the process for determining the CEO’s compensation (e.g., type of 
comparability data, independent members of the board reviewing and approving CEO 
compensation)? 

 

13. Did the board specifically set and approve the CEO’s compensation? 
 

 

14. Does your board establish performance expectations for the CEO annually and have a written 
performance review process in place to guide and assess the performance?   

 

15. Does the board proactively support, engage and drive fundraising efforts year-round to ensure 
adequate resources for your United Way? 

 

16. Does the board regularly (at minimum once every three years) self-assess to ensure the 
organization, CEO (if any), and the board are working on the most relevant, mission-critical 
issues?  

 

17. Does your board have a process to identify and recruit well-qualified board members to ensure 
inclusive and sustainable United Way leadership? 

 

18. Does your organization have a written board member agreement that outlines expectations of 
service?  These agreements include sections on board member duties (duty of care, duty of 
loyalty, duty of obedience), the organization’s values, expectations for fundraising and personal 
giving, participation on committees, meeting attendance, and confidentiality requirements.  
Consider including a commitment to support a trusting environment free of harassment, 
intimidation, and unlawful discrimination.  Best practice includes confirmation of what the 
organization provides to the board (protection from liability through D&O insurance coverage, 
accurate and timely reports and meeting materials, recognition for service). 

 

 
Requirement D: Diversity & Inclusion   
Does your United Way adhere to a locally developed and adopted statement to ensure 
volunteers and staff broadly reflect the diversity of the community it serves?  

 

1. Does your board review the organization’s diversity statement at least once every two years?  
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2. Does your board review, at least once every two years, a report of the board, volunteers and staff 
composition to ensure diversity is achieved? 

 

Diversity and inclusion are at the heart of what it means to LIVE UNITED.  To effectively and authentically address our 
communities’ most pressing needs requires an outward and intentional commitment to inclusion across all dimensions (race, 
age, gender, sexual orientation, gender identity, national origin, religion, physical or mental ability, etc.).  The following two 
questions, while not required, highlight best practices and are opportunities to consider the value of adopting new practices or 
policies.   
3. Is your United Way’s commitment to diversity and inclusion displayed prominently on 

your website (either on the home page or on a link directly from the home page)?   
 

4. Has your board and senior management created and executed a strategic plan that reflects a 
commitment to diversity and inclusion? 

 

 
Requirement E: Trademark   
Does your United Way represent itself as a United Way in accordance with all United Way 
Worldwide trademark standards and requirements, including those contained in the licensing 
agreement?  

 

1. Does your organization’s name include a geographic modifier (e.g., United Way of XYZ County), 
and is the full corporate name included in public advertising (e.g., broadcast, print, electronic, 
email, social media, website)?  

 

2. Does your United Way follow United Way brand identity guidelines in all respects?  
 

 

3. Does your United Way only solicit businesses located in your zip codes on file at United Way 
Worldwide (GiftLink)?  

 

4. Does your United Way limit its workplace solicitations to individuals who work at facilities in your 
zip codes on file at UWW? 

 

5. Does your United Way limit its non-workplace solicitations of individuals to your zip codes on file at 
UWW (e.g., home addresses in your United Way’s territory, special events in your United Way’s 
territory)?   

 

6. Has your United Way’s CEO (if any) and at least one board member read the 2018 United Way 
Trademark License Agreement?   

 

 
Requirement F: Membership Investment   
Does your United Way provide financial support to United Way Worldwide in accordance with 
the membership investment formula?  

 

1. Will 2018 membership investment be paid in quarterly installments and in full no later than 
December 31, 2018?  

 

 
Requirement G: Code of Ethics   
Does your United Way adhere to a locally developed and adopted code of ethics for 
volunteers and staff, which includes provisions for ethical management, publicity, fundraising 
practices, and full and fair disclosure?  

 

1. Do all staff and board members annually verify in writing they have reviewed the code of ethics?  
 

 

2. Does your United Way have a written conflict of interest policy?  
 

 

3. Does the code of ethics or conflict of interest policy instruct the board and staff to avoid conflicts of 
interest that would act against the best interest of United Way?  

 

4. Does the code of ethics or conflict of interest policy include a process for reporting and resolving 
conflicts of interest should they occur?  

 

5. Are the board members and staff required to disclose in writing, on an annual basis, any potential 
conflicts of interest?  

 

6. Does your board review the code of ethics at least once every three years?  
 

 

Part of being an employer and mission of choice includes providing employees and volunteers with safe and welcoming 
environments.  The following optional question is intended to confirm your United Way’s commitment to this goal.   

7. Does your United Way have a policy to foster a trusting environment free of harassment, 
intimidation, and unlawful discrimination? 
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Requirement H: Audit   
Does your United Way have an annual audit conducted by an independent certified public 
accountant whose examination complies with generally accepted auditing standards and 
generally accepted accounting principles?  Exception: organizations with annual revenue 
totaling less than $500,000 may have their financial statements annually reviewed rather than 
audited by an independent public accountant provided they also conduct an independent 
internal controls assessment at least once every three years. 

 

Please select your United Way’s annual revenue 
range 
 
Note – Some of the questions below depend on your 
United Way’s annual revenue, and will appear as 
N/A if not applicable.  For United Ways with annual 
revenue of less than $500,000, please indicate if 
your financial statements were audited or reviewed. 

More than $4 million 
 
More than $500,000 and less than $4 million 
 
Less than $500,000, and financial statements were audited 
 
Less than $500,000 and financial statements were reviewed 

1. Were most recent financial statements audited by an independent CPA? 
 

 

2. Was the auditor’s opinion unqualified/unmodified (i.e., a “clean” audit)?   
 

 

3. Were most recent financial statements reviewed by an independent CPA (acceptable only for 
organizations with annual revenue of less than $500,000)? 

 

4. Only respond if your United Way’s annual revenue is less than $500,000 and 
the organization produced reviewed financial statements (rather than audited 
financial statements).  Have you conducted an independent internal controls 
assessment within last three years? Note:  the first internal controls 
assessment is due no later than December 31, 2018 

4.  

5. Fiscal year of most recent audit or review:   
 

 

6. Has your United Way followed the UWW Implementation Standards for Membership Requirement 
H (updated in 2015) in preparing the audited financial statements? 

 

7. Does the board, executive committee or audit committee review the auditor’s management letter 
and take appropriate actions to minimize any risks identified?  

 

8. Has the board established or considered establishing an operating reserve policy?   
 

 

9. Has the board, or board-delegated committee, approved the current provision for uncollectible 
pledges (estimated shrinkage)? 

 

 
  Requirement I: Self-Assessment – Suspended for 2018 
 

Requirement J: Database II   
Did/will your United Way submit Database 2 to UWW by May 15, 2018, or by June 30, 2018 (if 
on a July-June fiscal cycle)? 

 

 
  Requirement K: Income and Expense Survey – Suspended for 2018 
 

Requirement L: Campaign Reporting   
Does your United Way adhere to standard reporting guidelines contained in the Database 2 
Survey in reporting campaign revenue and resources generated to United Way Worldwide?  

 

1. Are amounts reported on Database 2 provided in accordance with the NPC Total Resources 
Generated Policy?  

 

2. Has your United Way talked with neighboring United Ways and United Ways with whom you share 
accounts to ensure that your campaign proceeds are being properly reported in accordance with 
NPC policies?  

 

 
Requirement M: Cost Deduction Standards   
Does your United Way adhere to the following cost deduction standards on designations 
(agency transactions): a) fees charged will be based on actual expenses; b) will not deduct 
fundraising or processing fees from designated gifts originating by or from another United 
Way organization?  

 

1. Does your United Way allow donor-designated contributions? If answer is no, you may skip next 
three questions.   
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2. Have you calculated the maximum cost deduction rates according to the Cost Deduction 
Standards for Membership Requirement M (Part I) and are the rates charged at or below those 
rates?  

 

3. Has the board, or board-delegated committee, approved the currently used cost deduction rates 
for fundraising and management/general expenses?  

 

4. Does your United Way pay designated gifts quarterly that include reports required under this 
standard?  

 

 
Review by United Way Governing Board   
Did/will your United Way’s governing board review this certification?    

Please provide the date of the board’s review of this certification: 
 

 

 

 
 
 
 
 
 
 
 
 
 
Optional, please upload your United Way’s organization chart for both board and staff.   
 
 
 
 
 
 
 
 
 
 
 
Please provide an explanation for any “no” responses to any questions on pages 1-4.   
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Please provide contact information so that United Way Worldwide may communicate directly with your United Way’s leadership.  
United Way Worldwide will not share or disclose this information to outside parties. 
 
I affirm that the information provided in this certification is accurate. I acknowledge my United Way’s obligation to 
comply with the membership eligibility criteria contained in the United Way Worldwide bylaws, and to adhere to the 
rules and guidelines for use of United Way Worldwide collective and service membership marks as contained in the 
Member Trademark License Agreement.  Failure to comply with United Way Worldwide membership eligibility criteria, 
including payment of membership investment, or to adhere to trademark policies, may result in termination of United 
Way Worldwide membership status.   
 
 

Optional – please provide details on other board leaders at your organization so that United Way Worldwide may share selected communications. 
 
 
 
 
Name 
 
Professional title 
 
Email     Phone 
 
 
 
 
Name 
 
Professional title 
 
Email     Phone 
 
 
 
 
Name 
 
Professional title 
 
Email     Phone 

 
 
 
First Signature 
 
 
Name 
 
 
Date Signed  
 
 
United Way Title 
 
 
Professional Title (if different from United Way Title) 
 
 
E-mail  
 
 
Phone  
 
 
Mailing Address 
 
 
 

 
 
 
Second Signature 
 
 
Name 
 
 
Date Signed  
 
 
United Way Title 
 
 
Professional Title  
 
 
E-mail  
 
 
Phone  
 
 
Mailing Address  
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May 07, 2018 

Kaylee Matheny, Resource Development Director 
United Way of Southeast Alaska 
3225 Hospital Drive Suite 106 
Juneau, AK 99801  

Dear Kaylee Matheny - Resource Development Director, 

RE: Pick.Click.Give application for United Way of Southeast Alaska to receive charitable 
contribution designations from electronic permanent fund dividend applicants filing in 
2019 

Your application to be included in the contribution list on the 2019 Permanent Fund Dividend 
electronic application has been accepted. 

Your organization is eligible under AS 43.23.062 to be included on the list of educational 
organizations, community foundations, and charitable organizations eligible to receive charitable 
contributions as designated by PFD applicants on the 2019 electronic permanent fund dividend 
application.  

Please note that any contributions designated in the application process that begins in 2019 by 
eligible PFD applicants to your organization on the electronic application will be paid in late fall, 
2019. 

For additional information about this program, please refer to www.pickclickgive.org or call 1-
888-785-GIFT (4438).  

Sincerely, 

Pick.Click.Give. 

* * * * 
 

http://www.pickclickgive.org/
http://www.pickclickgive.org/
http://www.pickclickgive.org/
http://www.pickclickgive.org/


 

 

Past Contributions 

2009: $4,375.00 

2010: $4,825.00 

2011: $5,925.00 

2012: $6,528.00 

2013: $6,700.00 

2014: $8,025.00 

2015: $7,275.00 

2016: $4,325.00 

2017: $2,825.00 

Total: $50,803.00 



Suggested change to current fiscal policy 

• Current Fiscal Policy regarding Audits 

IV. AUDITING 
 

An agency wide annual audit will be performed by an independent public accounting firm with 
the subsequent issue of an official annual financial statement. The Accountant/Bookkeeper will 
provide documentation and information requested by the audit firm selected to perform the 
annual audit.  Copies of the auditor's report will be distributed to all members of the Board, and 
to appropriate government agencies.  

• UWW Bylaw change voted on at the May 2015 UWW Annual meeting and supported by 
the UWSEAK Board at their April 16, 2015 meeting 
 

• UWW Annual Meeting Proxy Approval  

President Stevens reviewed the materials from United Way Worldwide for their 
upcoming annual meeting. Items included election of Trustees for United Way 
Worldwide Board, election of Trustees for the USA Network Board, and bylaw 
amendments. He pointed out the materials in the packet and reported that the bylaw 
change raised the threshold level for the audit requirement from $250,000 to $500,000 
in gross revenue. The approval of the bylaw change would have a significant positive 
reduction in the operating costs for United Way Southeast. Stevens noted he had 
participated in a webinar discussion on the topic, had reviewed the materials and 
encouraged the board to vote in support of the bylaw change.   

Motion: Board Member Grummet moved to authorize President Stevens to vote the 
proxy for United Way of Southeast Alaska supporting the candidates for the 
Board of Trustees of United Way Worldwide and the USA Network and to 
support the bylaw amendment as proposed by United Way Worldwide. Board 
Member Bill seconded.  

 Motion approved unanimously. 

• Suggested change to fiscal policy 

United Way Worldwide adopted a change to the bylaws in May of 2015 that raised the 
threshold level for the audit requirement from $250,000 to $500,000 in gross revenue. As such 
United Way of Southeast Alaska should change their Fiscal Policy regarding audits to read as 
follows: 



An agency wide annual audit will be performed by an independent public accounting firm with 
the subsequent issue of an official annual financial statement when the organizations gross 
revenue exceeds $500,000.00.  When gross revenue does not exceed that threshold, then an 
annual review of the organizations finances shall be conducted at the conclusion of the current 
fiscal year.  If an annual review is conducted consecutively for three years then we shall also 
conduct an independent internal controls assessment at least once every three years. 

The Accountant/Bookkeeper will provide documentation and information requested by the 
audit firm selected to perform the annual audit.  Copies of the auditor's report will be 
distributed to all members of the Board, and to appropriate government agencies.  

 



Mar 19, 2015 

Members vote to change the UWW Bylaws - USA Member 
Audit Requirements 
Kenneth Euwema 
At the recent UWW Annual meeting (April, 29, 2015 in Grapevine, Texas) the members voted to 
amend the UWW Bylaws, specifically two elements of the section that establishes UWW 
Membership Requirement H. 
 
Under the exisitng bylaws, USA members are required every year to complete a GAAP audit 
performed by an independent CPA if their annual revenue exceeds $100,000 (if annual revenue 
is below $100,000, members may choose whether to conduct a GAAP audit or a less 
expenseive GAAP review).  
 
The first change to the bylaws allows the UWW Board to establish the threshold at a level and at 
times it deems appropriate without seeking membership approval for additional bylaw changes.  
 
The second change mandates that any member with revenue below the board-established 
threshold, that chooses to do an annual financial statement review instead of an annual financial 
statement audit, must additionally submit to an independent internal controls assessment at least 
once every three years. 
 
Upon approval of the change to the bylwas, the UWW Board announced that it intends to raise 
the threshold for an annual GAAP audit versus an annual GAAP review to $500,000 of annual 
revenue for fiscal years beginning after June 30, 2015.   
 
In practical terms this means the following for members:  

• If you are a calendar year organization, the change in the threshold will apply to your 
calendar year 2016 audit or review 

• If you are a fiscal year organization,  the change in the threshold will apply to your fiscal 
2015/2016 audit or review 

• For all calendar and fiscal years ending before June 30, 2016, the existing threshold of 
$100,000 annual revenue remains in effect.  

See the link below to the original proposal for more specific information on 
the change.  It provides the justification for the change and an evaluation of its impact on the 
United Way USA Network.     
 
Also, in case you missed the webinar that aired on March 19, 2015 related to this change, it has 
been archived and you will find the link below so that you can view it at your convenience. 
 

https://online.unitedway.org/users/kenneth-euwema-0
https://online.unitedway.org/users/kenneth-euwema-0
https://online.unitedway.org/users/kenneth-euwema-0
https://online.unitedway.org/users/kenneth-euwema-0


 United Way Worldwide 
 
 

Membership Requirement H  
Threshold for audited or reviewed financial statements (U.S. United Ways) 
July 1, 2015 
 
Purpose 
This document confirms the threshold for producing audited financial statements is $500,000 in annual 
revenue.   

 
 
Background 
In 2015, the members of United Way Worldwide approved an amendment to the bylaws that reads: 
 

[United Ways will] have an annual audit conducted by an independent certified public 
accountant whose examination complies with generally accepted auditing standards and 
generally accepted accounting principles. Exception: organizations with annual revenue 
totaling less than the audit threshold approved by the U.S.A. National Board and Board 
of Trustees may have their financial statements annually reviewed rather than audited by 
an independent public accountant provided they also conduct an independent internal 
controls assessment at least once every three years. 
 

The threshold of $500,000 in annual revenue was established by UWW’s board and applies to fiscal 
years starting on or after July 1, 2015.   

 
 

Where to Learn More 
Additional details on standards for audited and reviewed financial statements and internal control 
assessments are available on the CFO Deskbook, item 18, Implementation Standards for Membership 
Requirement H (GAAP Financial Statements).   
 

http://online.unitedway.org/cfodeskbook
http://online.unitedway.org/cfodeskbook
http://online.unitedway.org/cfodeskbook
http://online.unitedway.org/cfodeskbook
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I. FISCAL POLICY STATEMENT 
 
These fiscal policies set forth the basic framework for the overall fiscal management of United Way of 
Southeast Alaska (UWSEAK).  Operating independently of changing circumstances and conditions, these policies 
assist the decision-making process of the Board of Directors, President and staff.  It is anticipated that these 
policies will provide guidance to management, meet the requirement of regulatory bodies, serve as a standard 
for review, and represent the direction of the Board. 
 
These policies will guide UWSEAK and help maintain financial stability.  All significant policy changes require 
Board approval. 
 
UWSEAK’s fiscal year-end is August 31. 
 
II. ACCOUNTING POLICIES 
 
UWSEAK will establish and maintain a high standard of accounting practices.  The accounting records will 
monitor expenditures, revenues, and performance of all UWSEAK activities on an ongoing basis and provide an 
accurate assessment of the financial condition of the organization.  The financial systems will provide a 
structure of internal control, a clear audit trail, and information required by the Board, funding sources and 
governmental regulatory bodies. 
 
The accounts of UWSEAK will be organized on the basis of funds, each of which will be considered a separate 
accounting entity.  A single fund will capture all activity of United Way’s Private Sector, Combined Federal 
Campaign (CFC) and Alaska State SHARE campaigns. Other funds may be established by the Finance Committee 
to facilitate reporting.  The operations of each fund will be accounted for with a separate set of self-balancing 
accounts that comprise its assets, liabilities, fund equity, revenues, and expenditures. All transactions will be 
recorded in accordance with Generally Accepted Accounting Principles (GAAP).  In all funds, the accrual basis of 
accounting will be used (modified accrual accounting is acceptable for interim reporting purposes).  Revenues 
will be recognized in the accounting period in which they are earned.  Expenditures will be recognized in the 
accounting period in which the liability is incurred. 
 
UWSEAK will strive to maintain sufficient reserves to ensure an adequate cash flow.  Invoices and charges will 
be paid promptly and discounts taken when available.  Payroll taxes will be paid punctually.  All employees will 
be paid timely and accurately in accordance with established payroll procedures and state laws and regulations. 
 
Normally, relocation allowance and transportation will not be paid for new employees or for transferring 
current employees.  However, the Board of Directors may approve reimbursement of actual relocation costs 
when circumstances warrant. 
 
A petty cash fund may be approved by the President.  The fund will be set at $300.  Persons controlling this 
money will be designated as Petty Cash Custodians and they are personally and solely responsible for 
safeguarding the cash and accounting for all transactions.  Petty cash funds will not be used to make 
unauthorized purchases or to circumvent the requisition procedure.  Petty cash funds will be subject to audit by 
supervisory personnel.  No personal loans are to be made out of petty cash.  Reimbursement will be handled on 
a routine basis. 
 
A corporate purchasing card may be approved by the Board for the use of the President.  All purchases on the 
credit card must be authorized expenditures of UWSEAK. 



 

Page 2/ 8 

Only the Board may enter into any grant/contractual obligations.  However, the Board may authorize the 
President to enter into grant/contractual obligations on their behalf.  All grants and contracts will be managed 
from the Executive Office. 
 
III. FINANCIAL REPORTING 
 
Regular monthly financial reports to the Board will present a summary of financial activity in a format 
determined by the Finance Committee.  When requested, the reporting system will also provide information on 
the total cost of specific services by type of expenditure or by fund.  See additional detail in the Internal 
Controls Policies section. 
 
IV. AUDITING 

 
An agency wide annual audit will be performed by an independent public accounting firm with the subsequent 
issue of an official annual financial statement. The Accountant/Bookkeeper will provide documentation and 
information requested by the audit firm selected to perform the annual audit.  Copies of the auditor's report 
will be distributed to all members of the Board, and to appropriate government agencies.  
 
V.        SARBANES OXLEY PROVISIONS  
 
To avoid insider transactions and conflicts of interest, UWSEAK will understand and fully comply with all laws 
regarding compensation and benefits provided to directors and executives (including "intermediate sanctions" 
and "self-dealing" laws).  UWSEAK, as a rule, will not provide personal loans to directors and executives. In cases 
in which the board feels it is necessary to provide a loan, however, all terms should be disclosed and formally 
approved by the board, the process should be documented, and the terms and the value of the loan should be 
publicly disclosed.   The Board of Directors will establish and annually review a conflict of interest policy and will 
ensure a regular and rigorous means of enforcing it.  

The Board of Directors will appoint an independent and competent finance/audit committee, that will select 
and oversee an independent auditing firm to conduct an annual external financial audit and will review the 
audit.  Board members on the finance/ audit committee should be free from conflicts of interest and should not 
receive any compensation for their service on the committee.   The Board will include at least one “financial 
expert” on the finance/audit committee.   The audit results must be approved by the full board.   

The Board of Directors will rotate the auditor or lead partner at least every five years; will avoid any conflict of 
interest in staff exchange between audit firm and organization; will not use its auditing firm for non-auditing 
services except tax form preparation with pre-approval from audit committee; will require disclosure to the 
audit committee of critical accounting policies and practices; and will use the audit committee to oversee and 
enforce UWSEAK’s conflict-of-interest policy.  

UWSEAK’s President and Treasurer should sign off on all financial statements including Form 990 tax returns, to 
ensure they are accurate, complete, and filed on time.  The finance/audit committee should review and 
approve financial statements and Form 990 tax returns for completeness and accuracy.  

UWSEAK will disclose its Form 990 and 990-PF at its website; will file 990 and 990-PF Forms in a timely manner.  

UWSEAK’s Code of Ethics includes a formal process to deal with “whistle-blower” complaints and prevent 
retaliation.   UWSEAK’s Board of Directors or its designees will investigate employee complaints and correct any 
problems or explain why corrections are not necessary.  
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Fiscal records and electronic files will be retained in accordance with a document retention and periodic 
destruction policy, according to a schedule developed by United Way of America.  These records may be kept 
off premises and may be transferred to electronic format, but will be stored in a secured area. 

If an official investigation is underway or even suspected, UWSEAK will stop any document purging in order to 
avoid criminal obstruction. 

 
VI. REVENUE RECOGNITION 
 
Cash receipts will be provided adequate safeguards by all personnel entrusted with their care.  All funds 
received will be transmitted and deposited timely as set forth in the Internal Controls section, an employee 
designated by the President, in accordance with procedures set by the Accounting Office.  A monthly 
reconciliation will be made to verify that all monies received by UWSEAK have been deposited.  The 
Accountant/Bookkeeper will prepare any necessary billings and be responsible for the correct accounting of all 
revenues. 
 
All revenues from sources that have placed restrictions upon the expenditure of those revenues will not be 
expended for any unauthorized expenditures. 
 
Revenues will be recognized in the fiscal year the pledge is received.  The subsequent cash collections will 
reduce the related receivable. 
 
VII. BUDGETING 
 
These budgeting policies address the budget process for the ongoing programs of UWSEAK. 
 
The formal budgeting process will provide the primary mechanism by which key decisions will be made 
regarding the levels and types of services to be provided, given the anticipated level of available resources.  All 
funds will be subject to the annual budget process.  The President of UWSEAK is primarily responsible for the 
preparation of the annual budget document. 
 
The Accountant/Bookkeeper will begin the budgeting process for UWSEAK by distributing appropriate financial 
statements to the President in April.  These statements will show comparative figures for the current fiscal year 
through the most recently completed month for which financial statements are available, and the current 
operating budget.  From this information the President will prepare the preliminary budget for UWSEAK.  The 
preliminary Executive Office budget will be presented to the Board at its May meeting for review. 
 
During budget development, the President will estimate the amount of revenues that can reasonably be 
anticipated from UWSEAK’s fundraising sources. 
 
The Board will adopt a balanced budget and once approved, expenditures by program must be relevant to the 
stated objectives of UWSEAK.  These objectives cannot be changed without prior approval by the Board, unless 
otherwise stated in these policies. 
 
UWSEAK will maintain a budgetary control system to ensure adherence to the budget and the 
Accountant/Bookkeeper will prepare timely, monthly financial reports comparing actual revenues, expenditures 
and encumbrances with budgeted amounts.  The President and Board of Directors are responsible for reviewing 
those financial reports. 
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The President is accountable for all expenditures made, and is expected to confine spending to amounts 
appropriated during the budget process as amended by Board actions.  The Board will review the budget for 
amendments quarterly at its discretion. 
 
VIII. DESIGNATIONS OF FUND BALANCE 
 
UWSEAK solicits donations to its Community Impact Fund and its various sub-categories.  These funds are 
allocated annually, in a grant-making process managed by the Community Impact Committee, which advances 
its grant recommendations to the Board of Directors.   
 
The accumulation of fund balance designations protects UWSEAK from uncontrollable increases in expenditures 
or unforeseen reductions in revenues, or a combination of the two.  They also provide adequate working capital 
and a sufficient cash flow for daily financial needs at all times.  The Board of Directors recommends the 
accumulation and maintenance of 3-6 months of operating expenses. 
 
IX. INVESTMENTS 
 
The overriding purpose of this policy is to acknowledge clearly that any investment instrument or decision 
carries with it certain elements of risks.  However, safety of principal is the foremost objective of UWSEAK and 
there are numerous safeguards instituted that minimize such risks.  Each investment transaction will seek to 
first ensure that capital losses are avoided. 
 
UWSEAK will seek to attain market rates of return on its investments, consistent with constraints imposed by its 
safety objectives, and cash flow considerations.  This policy establishes a framework for implementing such 
safeguards, authorizes particular types of allowable investment instruments, and creates oversight 
responsibilities of investment activities. 
 
Management direction for the investment program is the responsibility of the Board of Directors.  The Board 
may delegate specific aspects to the President. 
 
Actual investment transactions are the responsibility of the President.  No other position may engage in an 
investment transaction except as provided by the Board of Directors. Investments will be made with judgment 
and care, under circumstances then prevailing, which persons of prudence, discretion, and intelligence exercise 
in the management of their own affairs, not for speculation, but for investment, considering the primary 
objective of safety as well as the secondary objective of obtaining market rates of return.  Investment officers 
acting in accordance with written procedures and exercising due intelligence will be relieved of  personal 
responsibility for an individual security's credit risk, provided that deviations from expectation are reported in a 
timely fashion, and appropriate action is taken, to control adverse developments. 
Investments by UWSEAK will be restricted to the following type securities; however, other investments may be 
made if prior Board approval is given to the President: savings accounts, certificates of deposit and other time 
accounts, interest-bearing money market investment accounts of commercial banks, savings and loan 
associations, community foundation, and other institutions insured by the Federal Deposit Insurance 
Corporation,  
 
UWSEAK will diversify use of investment instruments to avoid incurring unreasonable risks inherent                                                          
in over-investing in specific instruments or individual financial institutions. 
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Diversification by financial institution: savings accounts, certificates of deposit and other time accounts no more 
than $100,000 with any one institution.   Other available cash is to be invested as appropriate to coincide with 
projected cash flow needs, taking into account large routine scheduled expenditures, as well as considering 
sizable blocks of anticipated revenues and cash receipts.  Maturities will not exceed 180 days. 
 
All investments will be in the name of UWSEAK, and will be held in safekeeping at the financial institution from 
which they were purchased.  Safekeeping account receipts will be held by UWSEAK's Executive Office. 
 
All interest earned from investments will accrue to the appropriate fund based on the fund which earned the 
interest. 
 
UWSEAK will invest only with financial institutions that maintain an office within the City and Borough of 
Juneau. The financial institution must also be a member of the Federal Deposit Insurance Corporation (FDIC). 
 
X.     INTERNAL CONTROLS 
 
UWSEAK will maintain an internal control structure designed to ensure that the assets of UWSEAK are protected 
from loss, theft or misuse and to ensure that adequate accounting data are compiled to allow for the 
preparation of financial statements in conformity with generally accepted accounting principles.  The internal 
control structure will be designed to provide reasonable, but not absolute, assurance that these objectives are 
met.  The concept of reasonable assurance recognizes that: (1) The cost of a control should not exceed the 
benefits likely to be derived; and (2) The valuation of costs and benefits requires estimates and judgments by 
management. 
 
UWSEAK will employ the following specific internal control procedures: 
 
1. All checks will require two signatures. Signatory Authority is given to the following Board Officers: President, 

Chair, Chair-elect, past Chair, Treasurer and Secretary (except as noted).   The President is not permitted to 
be a signatory on any checks written to the President.  No Board member will be permitted to sign checks if 
that Board member is related in any way to an employee of UWSEAK or to UWSEAK’s 
Accountant/Bookkeeper.  No checks are ever pre-signed and signatories may not sign checks made out to 
themselves.  Voided checks are mutilated and filed at UWSEAK office. Similar controls apply to electronic 
disbursements of UWSEAK funds.  Supporting documentation must be provided and maintained for all 
checks issued; i.e. purchase order, requisition, check request, timesheet, lease, etc. 

 
2. Invoices must be approved by the President prior to payment unless the payment is a payroll check to be 

paid to the President or if the payment is a reimbursement to the President.  In these cases, a member of 
the Board of Directors must approve the reimbursement request or timesheets. Approval must be written 
on the invoice.  In addition, the President or Board member must “code” the invoice prior to payment.  
Coding includes indicating which account number a payment is to be charged to. 

 
3. Certain items such as office rent are recurring and cyclically billed.  For these items, the President may 

instruct the Accountant/Bookkeeper to pay these without other approval.  The President will provide the 
Accountant/Bookkeeper with written authorization before these types of payments can be made. 

 
4. No check may be written to cash. 
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5. Cash receipts. All cash and checks received by UWSEAK are to be received by the Administrative Assistant or 
President and restrictively endorsed to the proper bank account. The cash or checks received will be coded 
as to their source by the Administrative Assistant or President.  Deposits will be made at least twice per 
week.  A copy of the deposit slip, validated bank receipt and check support will be filed by date in the 
Executive Office.  A copy of the checks and deposit slip will be forwarded to the Accountant/Bookkeeper no 
less than once per month.  If a question arises, the Administrative Assistant or President should receipt the 
money received and endorse any checks for deposit only to UWSEAK and then submit them to the 
President or the Treasurer or President of the Board of Directors for further clarification as necessary. 

 
No cash will be deposited by campaign key workers or individuals other than the President of UWSEAK or 
the President’s designated assistant. 

 
6. The Accountant/Bookkeeper will maintain GAAP basis accounting records for the Private Campaign and 

SHARE activity on the UWSEAK’s accounting system.  The Accountant/Bookkeeper will also provide, 
modified accrual financial statements to include a comparative balance sheet, income statement, and 
comparison of budget to actual results.  These reports must be available for review by the 15th day 
subsequent to the end of any particular month. 

 
7. The Accountant/Bookkeeper will prepare vendor payments at least once per month.  These payments will 

be coincident with the preparation of UWSEAK’s payroll.  The President will be responsible for mailing all 
payments.  The Accountant/Bookkeeper will prepare checks, the original check will be mailed to the vendor, 
and the check stub will be stapled to the vendors invoice and filed by vendor.  All documents will be 
retained in accordance with the Record Retention Policies. Similar controls apply to electronic 
disbursements of UWSEAK funds. 

 
8. PAYROLL  
 

• All employees are paid twice per month.  Payroll periods will end on the fifteenth and the last day 
of each month.  Payroll will be paid within seven days following the end of each pay period.   

• Employees submit biweekly time sheets for approval to the President.  In the case of the President, 
timesheets will be submitted to a Board member for approval.   

• After approval by the appropriate supervisors they are submitted to the Accountant/Bookkeeper 
for payment. 

• Timesheets must indicate time spent on key organizational activities.  The Accountant/Bookkeeper 
will use this information to appropriately charge each fund for staff time.  The 
Accountant/Bookkeeper will not prepare payroll for those employees who have not submitted 
properly approved timesheets.  The Accountant/Bookkeeper will allocate personnel costs to each 
fund based on hours worked by each employee at their respective pay rates. 

• The President will maintain employee personnel files with all documentation required by law.  
Computerized payroll records will be maintained by the Accountant/Bookkeeper which generate 
monthly and yearly payroll tax reports for the IRS and State Department of Labor.  IRS deposits are 
made bi-weekly at the time of the regular payroll.  Payroll advances are not allowed. All employee 
withholding is withheld at the appropriate rates as stated by the IRS and DOL. 

 
9. DISTRIBUTIONS   
 

• All member agency distributions will be made on a quarterly basis as follows: 
  Fiscal       
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    Quarter   Period   Payment Due By  
  1  February, March, April   May 22 
  2  May, June, July   August 22 
  3  August, September, October   November 22 
  4  November, December, January  February 22 
 

• The President or Administrative Assistant will be responsible for maintaining the computer software 
programs.  This information will summarize all activity of the Private/SHARE campaigns.  The 
President will provide the necessary reports to the Accountant/Bookkeeper by the tenth of the 
month following the end of each fiscal quarter so that the Accountant/Bookkeeper may prepare the 
Agency distributions. 

• Each quarter, all designated funds will be distributed.  Undesignated funds will be distributed as 
determined by the Board of Directors. 

 
10. The Accountant/Bookkeeper will review the outstanding check list for each bank account to identify checks 

written but not cleared which are over 180 days old.  For checks over 180 days old, the 
Accountant/Bookkeeper/Bookkeeper will attempt to contact the payee.  If unsuccessful in this attempt the 
Accountant/Bookkeeper will call the bank on which the check was drawn to notify them that the check is 
being canceled.  The Accountant/Bookkeeper/Bookkeeper will then notify UWSEAK’s 
Accountant/Bookkeeper who will cancel the check in the accounting system and establish the check as a 
liability on the accounting records of UWSEAK.  The President will maintain a subsidiary ledger supporting 
the total amount of the liability recorded.  UWSEAK will then follow the Unclaimed Property Statutes and 
regulations of the State of Alaska in determining the disposition of the funds. 

 
XI. PURCHASING 
 
It is the policy of UWSEAK to obtain necessary supplies, equipment, goods and services, as reasonably as 
possible, only by persons authorized by the President.  Local vendors will be used where practical.  
Consideration will also be given to service, quality, delivery, and repair capabilities. 
 
The President will generate all requests for prices or services and all purchases, or continuous cyclically billed 
services which are approved when invoices are submitted by the vendor. 
 
The President will insure that the quality, quantity, and type of materials requisitioned and delivered conform 
to the specifications of the Board of Directors or other authorized personnel who have ordered the materials. 
 
Acceptance of gratuities at any time, other than promotional novelties, is prohibited.  Employees will not 
become obligated to any supplier and will not conclude any UWSEAK transaction from which they may 
personally benefit, directly or indirectly. 
 
The President will strive to maintain strong and enduring relationships with vendors of proven ability.  To 
accomplish this, purchasing activities will be conducted so that vendors will value UWSEAK business and make 
an effort to meet our requirements on the basis of quality, service, and price. 
 
UWSEAK will buy only from suppliers who have adequate financial strength, high ethical standards, and a record 
of adhering to specifications, maintaining shipping promises and giving a full measure of service.  New sources 
of supply will be given due consideration as multiple sources of supply are necessary to ensure availability of 
materials. 
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All bidders will be afforded equal opportunities to furnish price quotations and are to compete on equal terms. 
 
The President will act as the UWSEAK representative on all matters pertaining to purchasing.  However, all 
purchases of goods or services in excess of $1,000 and not specifically budgeted for require prior Board of 
Directors approval. 
 
XII. FIXED ASSET POLICY 
 
  INVENTORY 
 
Fixed Assets include all items with a purchase price greater than $5,000. An inventory of such fixed assets will 
be maintained which provides the following information: 
 
 1.  Description and location of asset. 
 2. Date of purchase or donation 
 3. Depreciation or disposal status 
 4. Original cost or donated value 
 
This inventory is verified and updated at the time of the annual General Audit. 
 
 FIXED ASSET ACCOUNTING POLICY 
 
Assets purchased with grant funds will be directly expensed against the appropriate grant and maintained in 
accordance with grant requirements. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I:\ALL UWSEAK\Board\Policies\UWSEAK Fiscal Policies Dec 2010.doc 





Presidents Report for June 21, 2018 
Meetings 
May 21 – Teleconf w/ Michele Brown CEO, Len Lambert CFO UWA & Bill Wright Executive 

Direct, Tanana Valley United Way re CFO search in Anchorage 
May 22 – Jennifer Treadway-O’Dea to Rotary; Warren Russell, Jennifer to Wells Fargo to sign 

notarized document 
May 23 – VITA Grant application discussion Dawn Wesley, Julie Hamilton; STEPS grant planning 

meeting 
May 24 – Lunch w/Warren Russell & Samantha Dye re board development 
May 25 – Classy program conversation; Lunch Lennie Gorsuch, Allen Marine; Finance 

Committee meeting 
May 26 – VITA Grant application 
May 29 – VITA grant application, Dawn Wesley, Julie Hamilton; Rotary meeting; teleconf Len 

Lambert AmeriCorps grant reporting 
May 30 – Margy Hughes, AmeriCorps grant discussion; STEPS grant discussion 
May 31 – Board Self-Assessment webinar; Chamber meeting 
June 1 – AARP Community Council meeting; AmeriCorps conversation Margy Hughes & Cara 

Gilbert; Best Starts conversation @JEDC 
June 2 – Retirement function for Jeffra Clough Eaglecrest 
June 4 – ROCK Juneau meeting 
June 5 - Heather Harris Executive Director BBBS to Rotary meeting; Donor Sustainability 

committee meeting 
June 6 – Classy software program conversation 
June 7 – Breakfast w/Tamera Lienhart, Community Affairs Director BP; Chamber meeting 
June 11 - Board member orientation Sasha Moore 
June 12 – Capital Chat w/Cara Gilbert AmeriCorps Program, STEPS Planning meeting, 

presentation to Juneau Commission on Aging about 211 program, Rotary meeting 
June 13 – Lunch w/ Claire Morton, Golden Wheel Amusements 
June 14 – Foraker CEO Connect conversation, 
June 19 – Rotary meeting, Meet w/Craig Dahl, Juneau Chamber 
June 21 0 Wells Fargo Advisory Board meeting, Foraker Operations Board meeting, United Way 

Board meeting 
 
 
 
 
 

Worked on following tasks – 
 AmeriCorps reporting 
 STEPS Grant 
 VITA Grant application  
 AmeriCorps budget 2018-19 
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