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Section I. East Phillips Improvement Coalition (EPIC)
101 Who We Are – Values, Mission Vision
Core Principles of Community Engagement
Copyright IAP2. All rights reserved. Adopted by Minneapolis City Council, December
2007.

1.
Right to be involved – Public participation is based on the belief that those who
are affected by a decision have a right to be involved in the decision-making process.
2.
Contribution will be thoughtfully considered - Public participation includes the
promise that the public's contribution will be thoughtfully considered.
3.
Recognize the needs of all - Public participation promotes sustainable decisions
by recognizing and communicating the needs and interests of all participants,
including decision- makers.
4.
Seek out involvement - Public participation seeks out and facilitates the
involvement of those potentially affected by or interested in a decision.
5.
Participants design participation - Public participation seeks input from
participants in designing how they participate.

6.
Adequate information - Public participation provides participants with the
information they need to participate in a meaningful way.
7.
Known effect of participation - Public participation communicates to participants
how their input affected the decision.

EPIC’s Mission Statement
The East Phillips Improvement Coalition, Inc. (EPIC) is organized exclusively for
charitable, scientific and educational purposes within the meaning of section 501 (c)
(3) of the Internal Revenue Code. EPIC shall promote the social health of the
community by involving all citizens in its activities and shall reach out to all segments of
the community including traditionally under-represented groups. EPIC will promote the
economic health of the community by fostering employment and business
opportunities that meet the needs of the community. EPIC will act in the best interests
of its community and represent those interests to other organizations and public bodies.
This includes recommending action to governmental bodies and responding to
proposals for residential and commercial development or livability in the East Phillips
Area.
The purpose of EPIC shall be to work to create a safe community that contains open
communication between neighbors:
1.
to strengthen, stabilize, improve and protect the unique and integrated
character, livability, and social fabric of our neighborhood,
2.
to improve the quality of housing, schooling, employment, recreation, day care,
transportation facilities, environment and other neighborhood services,
3.
to encourage economic development for all the residents of East Phillips,
especially the economically disadvantaged and
4.
to work to encourage and empower all residents, businesses and property
owners to unite to address our common concerns.

Primary Beneficiaries
The residents, businesses, and organizations in the East Phillips Neighborhood.
The Neighborhood Boundaries of East Phillips shall be the following:
•

South: Lake Street

•

East: Highway 55 (Hiawatha Avenue)

•

West: Bloomington Avenue

•
North: East 24th Street with the exception of the inclusion of East Phillips Park
which takes the north boundary north on 17th Avenue to East 22nd Street and along
East 22nd Street to Hiawatha Avenue.

102 History
To be written.

Section II. Responsibilities of the EPIC Board of Directors
201 Governance Model
To be determined.

202 Legal Responsibilities of Nonprofit Boards
Under well-established principles of nonprofit corporation law, a board member must
meet certain standard of conduct and attention in carrying out his or her responsibilities
to the organization. Several states (Minnesota included) have statute adopting some
variation of these duties that would be used in court to determine whether a board
member acted improperly. These standards are usually described as the duty of care,
the duty of loyalty, and the duty of obedience.

Duty of Care

The duty of care describes the level of competence that is expected of a board
member and is commonly expressed as the duty of “care that an ordinarily prudent
person would exercise in a like position and under normal circumstances.” This mean
that a board member owes the duty to exercise reasonable care when he or she
makes a decision as a steward of the organization.

Duty of Loyalty

The duty of loyalty is a standard of faithfulness; a board member must give undivided
allegiance when making decisions affecting the organization. This means that a board
member can never use information obtained as a member for personal gain but must
act in the best interests of the organization.

Duty of Obedience

The duty of obedience requires board members to be faithful to the organization’s
mission. They are not permitted to act in a way that is inconsistent with the central goals
of the organization. A basis for this rule lies in the public’s trust that the organization will
manage donated funds to fulfill the organization’s mission.
Source: The Legal Obligations of Nonprofit Boards: A Guidebook for Board Members.
Washington, DC: National Center for Nonprofit Boards, 1992.

Ten Basic Responsibilities of Nonprofit Boards
1)

Determine the organization’s mission and purpose.

A statement of mission and purposes should articulate the organization’s goal, means
and primary constituents served. It is the board of director’s responsibility to create the
mission statement and review it periodically for accuracy and validity. Each individual
board member should fully understand and support it.

2)

Select the Executive.

Boards must reach consensus on the chief executive’s (or chair’s) job description and
undertake a careful search process to find the most qualified individual for the position.
3)

Support the executive and review his or her performance.

The boards should ensure the chief executive has the moral and professional support he
or she needs to further the goals of the organization. The chief executive, in partnership
with the entire board, should decide upon a periodic evaluation of the chief
executive’s performance.
4)

Ensure effective organizational planning.

As stewards of an organization, boards must actively participate with staff or, in the
case of an all-volunteer organization, in an overall planning process and assist in
implementing the plan’s goals.
5)

Ensure adequate resources.

One of the board’s foremost responsibilities is to provide adequate resources for the
organization to fulfill its mission. The board should work in partnership with the chief
executive (or Chair) and development staff (other board members) to raise funds from
the community.
6)

Manage resources effectively.

The board, in order to remain accountable to its donors, the public, and safeguard its
tax-exempt status, must assist in developing the annual budget and ensuring that
proper financial controls are in place.
7)

Determine and monitor the organization’s programs and services.

The board’s role in this area is to determine which programs are the most consistent with
the organization’s mission and monitor their progress.
8)

Enhance the organizations public image.

An organization’s primary link to the community, including constituents, the public, and
the media, is the board. Clearly articulating the organization’s mission,
accomplishments and goals to the public, as well as garnering support from important
members of the community, are important elements of a comprehensive public
relations strategy.
9)

Serve as a court of appeal.

Except in the direst of circumstances, the board must serve as a court of appeal in
personnel matters. Solid personnel policies, grievance procedures, and a clear
delegation to the chief executive of hiring and managing employees will reduce the
risk of conflict. In the case of an all- volunteer organization, the risks are reduced by

having clear contract expectations and board consensus regarding hiring as well as
strong background checks.
10)

Assess its own performance.

By evaluating its performance in fulfilling its responsibilities, the board can recognize its
achievements and reach consensus on which areas need to be improved. Discussing
the results of a self-assessment, possibly at a retreat, can assist in developing a longrange plan.

203 Individual EPIC Board Member Responsibilities
203.1 Individual Board Member Responsibilities
•
•
•
•
•
•
•
•
•
•

Attend all board and committee meetings and functions, such as special events.
Be informed about the organization’s mission, services, policies and programs.
Review agendas and supporting materials prior to board and committee
meetings.
Serve on committees and offer to take on special assignments.
Inform others about the organization.
Suggest possible nominees to the board who can make significant contributions
to the work of the board and the organization.
Keep up-to-date on developments in the organization’s field.
Follow conflict of interest and confidentiality policies.
Refrain from making personal special requests of the staff (or board).
Assist the board in carrying out its fiduciary responsibilities, such as reviewing the
organization’s quarterly financial statements, annual budget and reviewing
expenses.

203.2 Personal Characteristics
•
•
•
•
•
•
•
•

Honesty, sensitivity to and tolerance of differing views, friendly and patient
approach.
Ability to listen, analyze and think clearly and creatively.
Willingness to prepare for and attend necessary meetings, ask questions, open
doors in the community.
Community building skills.
Desire to develop certain skills if not already possessed.
Personal integrity.
Concern for the nonprofit’s mission and development.
A sense of humor.

204 Role of the Board in Fund-raising
Board members may personally support the organization financially, however, no board
member will be obliged or pressured into financially supporting the organizations’
budget.

Board members shall participate in fundraising activities like events, marketing and
direct appeals to stakeholders.
Special skills of grant writing, social media communications or program development is
always needed.

205 Officer Position, Duties, Terms
205.0 Executive Committee and Board Members’ Duties
(See Bylaws Section VII)

205.1 Board Chair Job Description when there is no staff and Directors’ Duties
The following descriptions were adapted and modified from materials from
BoardSource. Note that materials apply to both for- profit and nonprofit unless
otherwise noted.
1.
2.
3.

4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.

Is a member of the Board
Serves as the facilitator of meetings (nonprofit only).
Has responsibility for seeing that the Organization is achieving the
organization's mission and implementing the Organization’s motions and
strategic short and long term plans.
Is accountable to the Board of Directors or Members as specified in the
bylaws.
Provides leadership to the Board of Directors, who sets policy.
May chair meetings of the Board and develops the agenda with the other
Directors.
May delegate the chairing of meetings of the Board and may delegate the
development of the agenda.
Encourages Board's role in strategic planning.
Leads the discussion of the board to appoint chairpersons of committees with
other board members.
Serves ex officio as a member of committees and attends their meetings
when invited.
Discusses issues confronting the organization with the Members of the
Executive Committee and Board members.
Helps guide and mediate Board actions with respect to organizational
priorities and governance concerns.
Reviews with the Executive Committee any legal or policy issues of concern
to the Board.
Monitors financial planning and financial reports with the treasurer.
Plays a leading role in fundraising activities (nonprofit only).
Evaluates the effectiveness of the Board members with the Executive
Committee.
Evaluates annually the performance of the organization in achieving its
mission.
Represents Organization to the media or delegates this responsibility.

19.
20.
21.

22.

23.

Represents Organization on Governmental or nongovernmental organizations
and committees or delegates this responsibility.
Ensures that structures and procedures are in place for effective recruitment,
training, and evaluation of board members.
Ensures that structures and procedures are in place for securing the resources
required by the organization. Depending upon the organization, this may
require the President to play a leadership role in fundraising campaigns.
Is authorized by the Board of Directors to create and supply whatever letters
and/or documents are deemed necessary between meetings and without
additional board motions, in order to foster the progress of the projects,
proposals, work and voice of the EPIC organization as described in official
minutes and democratically endorsed projects and programs of the EPIC
organization. It is encouraged but not required that assistance be sought
from the Secretary. Such letters and documents are to be submitted to the
board for review at the next available board meeting.
Designated by the Board of Directors and/or bylaws as one of the signing
officers for certain documents. In this capacity, the President may be
authorized or be required to sign or countersign checks, correspondence,
applications, reports, contracts or other documents on behalf of the
organization.

Adopted from Nathan Garber's Checklist for Board Chair (link is no longer active).

205.2 Vice Chair Job Description

This position in typically successor to the Chair position. In addition to the responsibilities
outlined in the Committee Member job description, this person:
1.
2.
3.
4.
5.
6.

Is a member of the Board
Performs Chair responsibilities when the Chair cannot be available (see Chair
Job Description)
Reports to the Board of directors
Works closely with the Chair and other staff
Participates closely with the board to develop and implement officer
transition plans.
Performs other responsibilities as assigned by the Board.

205.3 Board Secretary Job Description

The following description was adapted from materials from the National Center for
Nonprofit Boards. Note that materials apply to both for-profit and nonprofit unless
otherwise noted.
1.
2.
3.
4.

Is a member of the Board
Maintains records of the board and ensures effective management of
organization's records
Manages minutes of board meetings
Ensures minutes are distributed to members shortly after each meeting

5.
6.

Is sufficiently familiar with legal documents (articles, by-laws, IRS letters, etc.)
to note applicability during meetings
Signs appropriate state and federal documents

205.4 Board Treasurer Job Description

The following description was adapted from materials from the National Center for
Nonprofit Boards. Note that materials apply to both for-profit and nonprofit unless
otherwise noted
1.
2.
3.
4.
5.
6.
7.
8.

Is a member of the Board
Manages finances of the organization
Administrates fiscal matters of the organization
Works with the Chair to develop annual budget and presents to the board for
members' approval
Ensures development, implementation and board review of financial policies
and procedures
Presents quarterly financial reports to the board and membership
Counter signs checks
Lead contact for the accountant (with staff)

205.5 Board Member Job Description

The following description was adapted from materials from BoardSource. Note that
materials apply to both for-profit and nonprofit unless otherwise noted.
1.
2.
3.
4.
5.
6.
7.
8.
9.

Regularly attends board meetings and important related meetings.
Makes serious commitment to participate actively in committee work.
Volunteers for and willingly accepts assignments and completes them
thoroughly and on time.
Stays informed about committee matters, prepares themselves well for
meetings & reviews, comments on minutes & reports.
Gets to know other committee members and builds a collegial working
relationship that contributes to consensus.
Is an active participant in the committee's annual evaluation and planning
efforts.
Participates in fund raising for the organization (nonprofit only).
The Board Vice President provides day-to-day supervision of the Executive
Coordinator in consultation with the Executive/Personnel Committee.
As a whole the board monitors and participates in evaluation of staff.

205.6 Board Attendance Policy

Adopted by the EPIC Board on March 5th, 2016
•
•

A Board Member Attendance Tracking Sheet has been kept since March 2015.
EPIC Bylaws currently allow three consecutive unexcused absences and four
nonconsecutive unexcused absences from monthly membership meetings or
regular meetings of the Board of Directors in a year.

•

According to the Bylaws, Board members shall be dropped from the Board of
Directors who have exceeded these limits.

Definition of an excused Absence:
1. Illness in the immediate family.
a. Scheduled medical appointment or urgent care.
2. Employment – required attendance
a. Not regularly scheduled.
3. Attendance at a meeting related to EPIC business
a. Not regularly scheduled.
4. Lack of childcare.
How must directors report excused absences?
1.
Call or text any executive board member who is attending the meeting.
a. It must be received and noted by the board BEFORE the meeting begins.
2.
Email any executive board member who is attending the meeting.
a. Must be received at least 24 hours in advance of a meeting.

206 Role of the Board and Executive Coordinator

The Executive Committee acts as the Executive/Personnel Committee in accordance
with the current EPIC Bylaws. The Executive Coordinator reports to the Board of
Directors.
The Executive Coordinator shall work in consultation with the Executive/Personnel
Committee to make personnel decisions.
The Executive/Personnel Committee has delegated to the Executive Coordinator the
responsibility for performing initial screening interviews. The Executive/Personnel
Committee will conduct second interviews with candidates and will be responsible for
all employment decisions.
The Executive Coordinator provides all day-to-day supervision of employees. The
Executive/Personnel Committee shall retain all the above-mentioned responsibilities
with regard to the hiring, supervision, evaluation, discipline and employment of the
Executive Coordinator.

207 Board President/Executive Coordinator Relationship

The Board Vice President provides day-to-day supervision of the Executive Coordinator
in consultation with the Executive/Personnel Committee.

208 Annual Review of the Executive Coordinator

The board of directors provides an annual review of the executive coordinator on an
annual basis.

209 Executive Coordinator’s Position Description
Job Summary

The Executive Coordinator will assist in the overall management and operation of the
East Phillips Improvement Coalition (EPIC) to carry out the vision, direction, and
administration necessary to fulfill its mission. This includes the protection of the
organization’s financial assets while ensuring compliance with board directives and
applicable Federal, State and City requirements. This is a full-time position reporting to
the Board of Directors.

Essential Duties and Responsibilities
The Executive Coordinator will:
•

•

•

•

•

•
•

Manage all Day-to-Day Operations of EPIC as necessary. Attend all EPIC board
and other meetings to take minutes and coordinate all neighborhood
communications and notices. With the assistance of the Board of Directors,
develop meeting agendas and annual calendars to address crucial issues and
to assist the board in fulfilling its responsibilities.
Keep the Board of Directors fully informed on the condition of the organization
and all important factors influencing the organization. Monitor neighborhood
issues at the City Council and Regulatory committees and County as well as
State levels and collaborate when possible with surrounding neighborhood
boards to amplify EPIC’s effectiveness.
Assist in the visioning, development, and planning of current and long-term
organizational goals and objectives as well as formulate and administer policies
and procedures for them and establishing plans to achieve goals set by the
Board of Directors and implementing such policies, subject to approval by the
Board of Directors.
Help ensure that EPIC’s nonprofit visionary philosophy and purposes are
practiced throughout the organization. Work to ensure that annual and longrange goals and objectives are achieved.
Help direct Fiscal Management and, along with the board treasurer, maintain
the board’s consistent achievement of its mission and financial objectives
including fundraising for the organization. Assist with financial planning and
forecasting. Help the board prepare and implement an annual budget to ensure
achievement of the organization’s goals and also help assure that funds are
allocated to reflect current needs and future demands. Assist the treasurer and
board manage and monitor the budget.
Helps maintain a climate which attracts, retains and motivates high-quality
individuals, both professionals and volunteers.
When needed, be prepared to represent and/or defend EPIC’s agreed upon
decisions, policies, points of view, actions, values and commitments in both
public and private settings.

•

•
•

•
•

•

•

Monitor electronic media, mail, websites, Facebook and emails for the board,
making sure obligations, payments and necessary responses are dealt with in a
timely manner.
Gather information and provide timely updates to the Board and community.
Provide administrative services to EPIC that includes, but is not limited to, drafting
and typing correspondence, copying material, preparing mailings, filing, assisting
with special projects, site tours and special events.
Organize and maintain a complete set of records as it relates to the East Phillips
Improvement Coalition.
Share responsibility with the Board of Directors for monitoring grants and contract
management including negotiating agreement terms that reflect the needs and
values of East Phillips Improvement Coalition. Help monitor fulfillment of the
agreement terms and documentation to ensure fulfillment.
Assist in handling some aspects of human resource management, along with the
Board of Directors, including but not limited to, hiring and termination, and
developing position descriptions.
Follow the employee handbook, which is attached.

Section III. Board Committees
See Bylaws ARTICLE VIII –COMMITTEES.
Section 1: Authority: The Board of Directors may act by and through such committees
as may be specified in resolutions adopted by a majority of the members of the Board
of Directors. Standing Committees shall be those noted in Section 2 that follows. Each
such committee shall have such duties and responsibilities as are granted to it from time
to time by the Board of Directors, and shall at all times be subject to the control and
direction of the Board of Directors. Committees are advisory only and bring actions
forward to the Board of Directors for its assessment and recommendation, which is
forwarded along with the initiative to the general membership for ratification.
Committee members need not be members of the Board of Directors.
Section 2: The Executive Committee shall consist of the President, Vice President,
Secretary and Treasurer.
Section 3: Standing Committees:
a. East Phillips 17th Avenue Garden Committee -Steering committee has
responsibility for ongoing upkeep, financial and general management of EPIC’s
Community Garden. One member from the EPIC board is required to form a
quorum at Garden meetings given EPIC’s ownership following responsibility for
the garden.
b. East Phillips Park Programming Partnership -recruits partners, brings connectivity
to the partners, assists the partners in finding scheduling in the East Phillips Park
Cultural and Community Center and helps create smooth operating of the
partnership arrangement.

c. Housing and Economic Development Committee: The Housing and Economic
Development Committee shall meet as needed and is responsible for
developing, reviewing and implementing housing and development policies
and plans for East Phillips Neighborhood. The committee shall prepare and
continue to update the community on an ongoing basis about East Phillips
development projects.
Section 4: Ad Hoc committees or Task Forces: A committee or Task Force may be
formed that will serve for a specific purpose and length of time as deemed necessary
by the Board or general membership at its monthly meetings.
Section 5: Personnel Committee: Shall consist of the Executive Committee and shall be
responsible for all issues relating to personnel, especially employee issues, as they may
arise.

Section IV. Board Policies
401 EPIC’s Privacy/Security Policy
•
•

EPIC does not sell, trade, share or lend its database.
Board members will observe EPIC’s Privacy Policy as it appears on our website
www.eastphillips-epic.com (see below).

401.1 Web Site Privacy Notice (as it appears on EPIC’s Website)

EPIC respects your privacy. Any personal information we collect will be used only
internally to better serve our community and EPIC members more effectively.
Information regarding you, including your name and address, will not be shared or sold
to any outside party.

401.2 Database for EPIC Purposes Only

EPIC’s database is used for EPIC purposes only.

402 Conflict of Interest Policy
The purpose of this policy is to ensure that decisions about EPIC operations and the use
or disposition of EPIC assets (all funding sources) are made solely in terms of the benefits
to EPIC, its mission and the neighborhood, that these decisions are not influenced by
private profit or other personal benefit to the decision-making individuals affiliated with
EPIC, and to ensure compliance with City ordinances and the policies of EPIC funding
sources. In addition to actual conflicts of interest, board members, committee
members, and certain consultants are also obliged to avoid actions that could be
perceived as a conflict of interest. However, it is understood by EPIC that a perceived
conflict of interest is not necessarily an actual conflict of interest, and judgments
regarding such will be ultimately determined be clear evidence.
Conflicts of interest may occur when EPIC enters into transactions with either individuals
or nonprofit or for profit organizations. The best way to deal with the problem is to make
known one’s connection with organizations doing business with EPIC, or when one

stands to gain personal financial benefit from an EPIC activity. Such relationships and
circumstances do not necessarily restrict transactions or activities, so long as the
relationship or circumstance is clearly divulged and non-involved individuals make the
decisions.
Each member will sign a conflict of interest statement on the first meeting of a new
board year.

From the EPIC Bylaws: ARTICLE VIII – CONFLICT OF INTEREST

Conflict of Interest: No person who participates individually or on behalf of a community
non-profit or for-profit organization or group, or on behalf of a business in the activities
of EPIC, or family member(s) of such person(s) (including domestic partner) who
subsequently receives program funds, whether by means of a contract, grant, loan or
similar agreement shall personally benefit to a greater degree than other eligible
person(s), groups or businesses because of such participation.
Therefore, a conflict of interest exists if any Board member, committee participant, staff,
consultant, or member of the organization or family member knows (or has reason to
know) that he/she or an organization or family member with which he/she is directly
affiliated is (or is likely to become)
1.
2.

A participant in a project or development affected by a decision of the
Board of Directors or other membership meeting or
A party mentioned in any contract, grant, sale, lease, or other financial
agreement (other than tenants of rental assistance programs) which provides
a financial interest or benefit from the agreement or activity, which is under
consideration by the Board of Directors, committee, or the membership
meeting.

When a conflict of interest exists, those with the conflict shall state the nature of the
conflict verbally (oral/or written) at any meeting where the item is being discussed. They
shall state their conflict at the beginning of the discussion of the relevant issue. Anyone
with a conflict may take part in the discussion, but shall be required to abstain from a
vote on the issue for which they have a conflict. Those attending the meeting should be
made aware of the details of the conflict and it shall be recorded in the minutes.
In addition, the EPIC conflict of interest policy shall be read at any meeting where
financial, fiscal, or fiduciary matters are discussed and/or presented for voting prior to
such discussion and/or vote.
If a conflict of interest has not been stated, the President or person facilitating the
meeting may declare that he/she believes a conflict of interest exists if he/she believes
that this is the case. A member attending the meeting may also notify the President of
person facilitating the meeting if he/she believes there is a conflict of interest. The
President or person facilitating the meeting will need to determine if this is the case.
Once stated to be true, this ruling of the President or person facilitating the meeting is
subject to being overruled following normal parliamentary procedures. It may also be

necessary for the action to be tabled until the next meeting in order to clarify and
investigate the potential conflict of interest. If there is a said contract, it will be
considered invalid during this time.
Knowingly failing to submit a conflict of interest disclosure may constitute good cause
for removal from the Board of Directors, relevant committee, or employment.
Employees may be reassigned if they are working on matters involving any conflict of
interest.
Board members, committee members, general members of the organization,
consultants, and employees with actual or potential conflicts of interest shall not:
1. Attempt to influence an employee, Director, or committee member in any
matter related to the action or decision in question; and
2. Take part or vote in the decision but may, with the consent of the President or
person facilitating the meeting, participate in the discussion; and
3. Be counted toward a quorum during any portion of any meeting where the
action or decision is to be considered.
If a conflict of interest has been determined after a contract has been signed, said
contract shall be null and void immediately.
If balloting is deemed necessary in any conflict of interest case, that balloting shall be
accomplished by a secret ballot.
Note: Conflict-of-Interest – Perceived or Real
All members of the community are encouraged to participate in EPIC business because
it provides information and resources useful to the residents of this area. Oftentimes that
information can be useful to the advancement of a person’s life and well-being – that
knowledge shall not be considered a conflict of interest.

403 Policy Regarding Liability Insurance
1. EPIC will carry Directors and Officers Liability Insurance.
2. EPIC will carry General Business Liability insurance.
3. EPIC will carry Workers’ Compensation insurance if the organization has
employees.

404 Tax Deductible Receipting Policy
EPIC will acknowledge all donations (whether cash, or gift in kind) by email or in writing,
as donations are received.

405 Code of Conduct Policy
405.1 Harassment and Workplace Violence Prevention Policy

EPIC is concerned for the health and well-being of each employee, volunteer, and
participant. All employees should be treated with courtesy and respect at all times.
EPIC is committed to providing a workplace that is safe and free from harassment,

intimidation, and any acts of violence or threats of violence in any form. EPIC will not
tolerate any type of harassment or violence of its employees, board members,
volunteers, vendors/ business partners or clients/consumers. This includes any form of
electronic communication.
As used in this policy, the term "harassment" includes sexual as well as harassment
based on any protected classification such as a person's race, color, sex, sexual
orientation, size, religion, ethnic heritage, mental or physical disability, age and/or
appearance. Any behavior that fosters a hostile work environment is prohibited.
Examples of prohibited conduct include racial and ethnic slurs, making offensive
references to stereotypes, or jokes about characteristics protected by law. It is not
considered harassment, discrimination or other behavioral misconduct of any sort for
EPIC or a supervisor to enforce job performance and standards of conduct in a
consistent manner.
Anti-Bullying
Bullying goes beyond the single episode of teasing or fighting. Bullying is a pattern of
behavior in which the bully attempts to intimidate his or her victim. Examples of bullying
behavior range from teasing, to extortion, to physical assault, this includes any form of
electronic communication.
At EPIC all forms of bullying are strictly prohibited. Participants who are observed or
discovered to be engaged in bullying are subject to disciplinary procedures.
Workplace Violence
Workplace violence is defined as performing actions or using words that endanger or
harm another employee or result in another employee having a reasonable belief that
he/she is in danger. Any conduct which makes an individual feel endangered is in
violation of this policy.
Firearms, weapons, and other dangerous or hazardous devices or substances are
prohibited from the EPIC premises and training sites without proper authorization.
Examples of workplace violence amounting to behavioral misconduct include but are
not limited to
•
•
•
•
•
•
•

verbal or physical threats
assaults or other violence
any behavior that causes others to feel unsafe such as bullying, shouting, or
name calling
belligerent, threatening or offensive comments
hitting, pushing, or other similar physical contact, including touching or threats to
take such action
gestures or the display of offensive signs or pictures
other aggressive behavior

Conduct that threatens, intimidates, or coerces another employee, a customer, a
board member, or a member of the public at any time will not be tolerated, this
includes any form of electronic communication.
Anyone determined to be responsible for threats of (or actual) violence or other
conduct that is in violation of these guidelines will be subject to prompt disciplinary
action up to and including termination of employment. See ‘Reporting’ section below.
Harassment
The EPIC is committed to providing a work environment that is free from all forms of
discrimination and conduct that can be considered harassing, coercive, or disruptive,
including sexual harassment. Actions, words, jokes, or comments based on an
individual's sex, race, color, national origin, age, religion, disability, sexual orientation, or
any other legally protected characteristic will not be tolerated.
Any action may be considered harassing if it:
1.
2.
3.

creates a hostile, intimidating or offensive work environment;
unreasonably interferes with an employee's or board member’s work
performance; or
adversely impacts an individual's employment opportunities.

An employee's conduct will be considered unwelcome and in violation of this policy
when the employee should have known that the conduct was unwelcome, or when
the person subjected to the conduct voiced his or her objection.
Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or
physical conduct of a sexual nature. This definition includes many forms of offensive
behavior and includes gender-based harassment of a person of the same sex as the
harasser. This includes any form of electronic communication. The following is a partial
list of sexual harassment examples:
•
•
•
•
•
•
•

•

Unwanted sexual advances.
Offering employment benefits in exchange for sexual favors.
Making or threatening reprisals after a negative response to sexual advances.
Visual conduct that includes leering, making sexual gestures, or displaying of
sexually suggestive objects or pictures, cartoons or posters.
Verbal conduct that includes making or using derogatory comments, epithets,
slurs, or jokes.
Verbal sexual advances or propositions.
Verbal abuse of a sexual nature, graphic verbal commentaries about an
individual's body, sexually degrading words used to describe an individual, or
suggestive or obscene letters, notes, or invitations.
Physical conduct that includes touching, assaulting, or impeding or blocking
movements.

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and
other verbal or physical conduct of a sexual nature constitute sexual harassment when:

(1) submission to such conduct is made either explicitly or implicitly a term or condition
of employment; (2) submission or rejection of the conduct is used as a basis for making
employment or volunteering decisions; or, (3) the conduct has the purpose or effect of
interfering with work performance or creating an intimidating, hostile, or offensive work
environment.
Reporting, Investigation and Disciplinary Action of Bullying, Violence or Harassment
EPIC urges any employee or volunteer who believes that he/she has been treated in
violation of this Policy to first consider telling the offending party that his/her conduct or
behavior is inappropriate.
However, if an employee or volunteer is not comfortable confronting the offending
party, he/she should immediately report the matter to: a) His/her immediate supervisor;
or b) The Executive Coordinator; or c) if the Executive Coordinator is involved, the Board
President or any Board Member. Reporting disputes or differences with other
employees should be done before the situation escalates.
The EPIC is eager to assist in the resolution of employee disputes and will not discipline
employees for raising such concerns. All allegations of harassment will be quickly and
discreetly investigated. No employee who makes a good faith allegation will be
subject to retaliation. Nor will any employee be retaliated against for participating in
any investigation of inappropriate conduct. Retaliation in response to reports of sexual
or other unlawful harassment will not be tolerated and will be subject to disciplinary
action, up to and including termination of employment.
The investigation will generally consist of interviews with witnesses to the event/conduct,
including the complainant and the alleged harasser. To the extent possible,
confidentiality of the person reporting, of any witnesses and the alleged harasser, will
be protected against unnecessary disclosure. When the investigation is completed, the
complainant and the alleged wrongdoer will be informed of the outcome of the
investigation.
EPIC will take prompt disciplinary action in response to policy violations. Disciplinary
action may include termination of employment.
If you have questions about this policy, contact the Executive Coordinator for
additional information.

405.2 A Code of Ethics for Board Members
As a member of the board I will:
1.
listen carefully to my teammates, and the constituents I serve.
2.
respect the opinions of my fellow board members.
3.
respect and support the majority decisions of the board.
4.
recognize that all authority is vested in the board when it meets in legal
session and not in individual board members.
5.
keep well-informed of developments that are relevant to issues that may
come before the board.

6.
7.
8.
9.
10.
11.
12.
13.

14.
15.

participate actively in board meetings and actions.
call to the attention of the board any issues I believe will have an adverse
effect on the agency or our constituents.
attempt to interpret the needs of constituents to the agency and the action
of the agency to its constituents.
refer constituent or staff complaints to the proper level on the chain of
command.
recognize that the board member's job is to ensure that the agency is well
managed, not to manage the agency.
vote to hire the best possible person to manage the agency.
represent all constituents of the agency and not a particular geographic
area or special interest groups.
consider myself a "trustee" of the agency and do my best to ensure that the
agency is well maintained, financially secure, growing, and always operating
on the best interests of constituents.
always work to learn more about the board member's job and how to do the
job better.
declare any conflicts of interest between my personal life and my position on
the agency board, and avoid voting on issues that appear to be a conflict of
interest.

As a member of the board I will not:
1.
be critical, in or outside of the board meeting, of fellow board members or
their opinions.
2.
use the agency or any part of the organization for my personal advantage
or the personal advantage of my friends or relatives.
3.
discuss the confidential proceedings of the board outside the board
meeting.
4.
promise prior to a meeting how I will vote on any issue in the meeting.
5.
interfere with the duties of the administrator or undermine the administrator's
authority.
Copyright ©1995, Dan Cain, The Cain Consulting Group, Box 272, Hawarden, Iowa
51023 USA; 712/552-2979. Reproduced by permission.

406 Policy on Grievances

Legitimate grievances can only be filed against the EPIC Board of Directors as an entity.
The EPIC board of Directors will determine whether a grievance is legitimate, and
reserves the right to reject a grievance if it fails to meet the criteria outlined below:
1. A grievance cannot be filed about the properly voted on or otherwise
democratically determined decisions or outcomes by EPIC members or board of
directors. The outcomes, procedures, policies, or bylaws themselves, and actions
of the board to carry out the decisions of EPIC consistent with them are not
grievable.

2. A grievance may be filed about a failure of the board of directors to follow the
process, policy, procedures or bylaws of EPIC.
3. A grievance may be filed about a failure of the board of directors to properly
manage the use of funds consistent with the standards, policies, procedures and
bylaws of EPIC.
4. A grievance about transparency must refer to documented past actions of EPIC
and the board of directors.
5. A grievance may not attempt to impose future direction, priorities, plans,
budgets, or the responsibilities, which are properly addressed democratically by
EPIC members and board of directors.
6. A grievance may not be filed about an individual board member.
7. Lack of engagement practices by the board is an acceptable complaint.
8. A grievance form and its policy will be available on the EPIC website.
9. The board has 45 days from receiving a grievance to respond to the
complainant.
10. The board may create a grievance committee to investigate and review any
complaint. The investigation will be submitted to the board for review.
11. If the complaint is in violation of the City of Minneapolis funding guidelines any
decision of a complaint may be appealed to the Neighborhood and
Community Relations Department.

407 Communications Policies

1. EPIC Executives will report on all letters requested and/or sent at its monthly
board meetings.
2. EPIC board members shall consult with the executive committee of the board
and President (board chair) before making public statements to the media on
behalf of the organization. Any person making statements to the media without
receiving prior approval by the executive committee shall indicate to the media
representative that their statements represent a personal opinion and not the
opinion of the board.
3. If a Board member has misrepresented a Board action, they will be required to
send a letter to whoever the presentation was made to, stating their testimony
was that of an individual and not representing the Board or the Board opinion.
This letter will be notarized and sent by certified mail. A copy of this letter, along
with the certification receipt, will be forwarded to the Board for file and
retention.
4. Should such an action continue to repeat itself, the Executive Committee shall
meet with the individual to determine what should follow. Removal from the
Board would be an option, based on a board vote.
5. Persons wishing to distribute materials at EPIC board or general membership
meetings shall submit the materials to the chair to be passed out at the
discretion of the chair at that meeting.
6. Requests for copies of previously distributed documents from board or general
membership meetings will be provided If the cost of printing and copying is a

burden for the organization it may request compensation of no more then the
actual proven cost of providing copies.
7. Personal attacks, whether written or stated, are prohibited according to Robert’s
Rules of Order, and will not be tolerated at EPIC meetings. Robert’s Rules of
Order will be followed regarding this issue.
8. The EPIC membership list is confidential and may be used only by the EPIC Board
of Directors and/or staff and only for the purposes of EPIC as stated in these
Bylaws.

408 Fixed Asset Policy

Property records and inventory records will be maintained on all land, buildings and
equipment under the control of EPIC, its employees and volunteers.
For purpose of this policy, “fixed assets” will mean a unit of furniture or furnishings, an
instrument, a machine, an apparatus or a set of articles which retains its shape and
appearance with use, is nonexpendable, and does not lose its identity when
incorporated into a more complex unit, is valued above $499. Property records will be
maintained on an ongoing basis. No equipment shall be removed for personal or non
EPIC use.
EPIC will maintain a comprehensive fixed assets log requiring periodic inventory of
assets, designed to protect the organization against losses which would significantly
affect EPIC members, personnel, property, budget or the ability of the organization to
continue to fulfill its responsibilities and mission. The board of directors will be provided
an annual report identifying equipment not accounted for.

409 Whistle Blower Policy
Purpose

This Whistleblower Policy is intended to encourage and enable employees and others
to raise serious concerns within EPIC prior to seeking resolution outside EPIC.

General

EPIC requires directors, officers and employees to observe high standards of business
and personal ethics in the conduct of their duties and responsibilities. As employees
and representatives of EPIC, we must practice honesty and integrity in fulfilling our
responsibilities and comply with all applicable laws and regulations.

Reporting Responsibility

It is the responsibility of all directors, officers and employees to report ethics violations or
suspected violations in accordance with this Whistleblower Policy.

No Retaliation

No community member, director, officer or employee who in good faith reports an
ethics violation shall suffer harassment, retaliation or adverse employment
consequence. An employee or board member who retaliates against someone who

has reported a violation in good faith is subject to discipline up to and including
termination of employment or removal from the board.

Reporting Violations

EPIC has an open door policy and suggests that employees share their questions,
concerns, suggestions or complaints with someone who can address them properly. In
most cases, an employee’s supervisor is in the best position to address an area of
concern. However, if you are not comfortable speaking with your supervisor or you are
not satisfied with your supervisor’s response, you are encouraged to speak with the
Executive Coordinator or anyone in management whom you are comfortable in
approaching. All employees are required to report suspected ethics violations to EPIC’s
Executive Coordinator, who has specific and exclusive responsibility to investigate all
reported violations. For suspected fraud, or when you are not satisfied or uncomfortable
with following EPIC’s open door policy, individuals should contact the Executive
Coordinator.
If the Executive Coordinator is unavailable or you are uncomfortable with dealing with
the Executive Coordinator, the director, officer or employee should contact the Board
President or another member of the board.
The complaint will be forwarded to the board as a whole, if warranted.

Executive Coordinator

The Executive Coordinator is responsible for investigating and resolving all reported
complaints and allegations concerning violations and, at his/her discretion, shall advise
the Executive Committee and/or the Finance committee.

Accounting and Auditing Matters

The Finance committee of the board of directors shall address all reported concerns or
complaints regarding corporate accounting practices, internal controls or auditing. The
Executive Coordinator or Board President shall immediately notify the Finance
committee of any such complaint and work with the committee until the matter is
resolved.
A report of accounting or auditing matters will be submitted to the whole board at the
next available board meeting.

Acting in Good Faith

Anyone filing a complaint concerning a violation or suspected violation must be acting
in good faith and have reasonable grounds for believing the information disclosed
indicates a violation. Any allegations that prove not to be substantiated and which
prove to have been made maliciously or knowingly to be false will be viewed as a
serious disciplinary offense.

Confidentiality

Violations or suspected violations may be submitted on a confidential basis by the
complainant or may be submitted anonymously. Reports of violations or suspected

violations will be kept confidential to the extent possible, consistent with the need to
conduct an adequate investigation.

Handling of Reported Violations

The Executive Coordinator or Board President will notify the sender and acknowledge
receipt of the reported violation or suspected violation within five business days. All
reports will be promptly investigated, and appropriate corrective action will be taken if
warranted by the investigation.

410 Financial Management Policies
410.1 Ownership of Records

All journals, notes, budgets and financial records are property of the EPIC, and will be
kept at a site approved by the EPIC Board. These records are considered open to the
public, and will be made accessible on-site, within a reasonable time frame, to
members, funders, and board members of the neighborhood association.
All financial reports, board and committee meeting minutes and board member
contacts will be placed on the EPIC website. If an individual wishes to not have their
information on the website – it will be removed.

410.2 Responsibilities of the Board

The Board of Directors will, on an annual basis:
•
•
•
•
•
•

Approve an organization-wide budget for the following year, and review, revise
and approve financial policies at least one month prior to the fiscal year end;
Appoint a Treasurer;
Appoint a Petty Cash Custodian and determine the petty cash level;
Review and approve quarterly financial reports;
Review and approve year-end financial reports within two months of fiscal year
end;
Review and approve annual audit or review, and reports to Federal, State and
City agencies prior to submission or acceptance.

410.3 Fiscal Year

The Fiscal Year of the EPIC will be January 1 to December 31.

410.4 Accounting System

All transactions will be entered into the journal on a cash basis, on an automated
computer system.
The organization will have an outside bookkeeper/accountant on contract by EPIC.
The third party contractor shall retain accurate records of all accounting transactions
and report monthly to the organization. Records shall include maintaining the general
ledger, bank account reconciliation, income/expense statement, check register and
balance sheet.

All financial documentation, including receipts, invoices, check requests, deposit
records, receipt journals, income/expense statements, audit records, etc. will be kept at
the EPIC office and be available for public inspection.
If, in the opinion of the outside bookkeeper/accountant, there is any mismanagement,
unapproved spending or maleficence the contractor has the duty to inform all board
members immediately.
EPIC will not keep any credit card accounts without the authorization of the board of
directors.
EPIC will not keep any credit accounts without direct authorization of the Board of
Directors.

410.5 Accounts or Chart of Accounts

All transactions will be entered into the journal using the attached Chart of Accounts,
as approved by the Board of Directors.

410.6 Audit

The organization will review the need to have an audit or financial review conducted
on an annual basis.
In the event a funding source requires an audit full compliance will be expected.

410.7 Budgets

The Finance Committee will develop annual budgets to be presented to the Board for
approval at least two months prior to the beginning of the fiscal year. At the request of
the Finance Committee, each standing committee will provide appropriate planning
information.

410.8 Capitalization Policy

Equipment purchases of greater than $500 will be approved in advance by the Board
and capitalized over a minimum three-year period. Leased equipment will be
capitalized over the period of the lease.

410.9 Internal Controls and Finance Committee

The Board will appoint on an annual basis a Finance Committee of three members of
the Board to manage financial procedures as outlined in "Segregation of Duties: Three
Person Model" (see section 602.10). Additional members of the organization may also
be appointed to serve as members of this committee. Journals, checks and registers will
be kept intact in a secure location.

410.10 Debit/Credit Card Policies and Procedures
Purpose
The purpose of this policy is to communicate eligibility, usage and payment of
expenditure requirements for the corporate debit/credit card.

Policies
1.
2.

3.
4.

5.
6.

7.

EPIC may issue a corporate debit/credit card to eligible employees for jobrelated expenses. Being an EPIC cardholder is a special privilege.
Employees shall only use their corporate debit/credit cards to charge
business-related expenses. Expenses must be for approved budget items only.
Any items not budgeted must be authorized by the Executive Committee.
Non-authorized or personal expenses of any type are strictly prohibited.
Never withdraw cash using the company debit/credit card.
Employees may NOT purchase alcoholic beverages, drugs, weapons,
pornography or charges for other adult entertainment using company
debit/credit cards.
Employees may NOT take cash advances on debit/credit cards.
The employee is responsible for all charges made to the card. The employee
will be held liable for any unauthorized items appearing on the debit/credit
card statement.
Cardholders are required to sign the "cardholder agreement" indicating they
accept these terms. Individuals who do not adhere to these policies and
procedures risk revocation of their debit/credit card privileges and/or
disciplinary action.

Procedures
1.
The EPIC Executive Committee is responsible for authorizing the use of
corporate debit/credit cards and assigning the credit limit, if applicable.
2.
Upon receiving a corporate debit/credit card, the employee should activate
it and sign the back of the card.
3.
Before any purchase is made, the employee should verify that the funds are
available in his or her budget to cover the expense.
4.
The employee must obtain a receipt for the purchase and include a brief
description of the business purpose or the budget account code on the
receipt. In the case of meals, each receipt should include the names of all
persons involved in the purchase, in accordance with Internal Revenue
Service regulations. Meal expenses must always be pre-authorized by ethe
employee’s supervisor.
5.
The receipt is to be submitted to the Bookkeeper within 24 hours of card use
or immediately upon return from a road trip. Other arrangements made be
made, upon Bookkeeper approval, to submit receipts monthly.
6.
Upon receipt of the debit/credit card statement, the Bookkeeper will match
the receipts to the individual items and assign the appropriate accounting
code. The statement along with a summary will be submitted to the Executive
Committee for approval. Any items that do not have a receipt will be the
personal responsibility of the cardholder (unless the expense is an authorized
monthly deduction).
7.
The employee must notify the Treasurer immediately in the event a card is lost
or stolen.

8.

The corporate debit/credit card is the property of EPIC. An employee leaving
the employment of EPIC must surrender the debit/credit card to the Treasurer
who will then notify the issuing authority to cancel the employee’s account.

EPIC CARDHOLDER AGREEMENT
I, ________________________________, hereby acknowledge receipt of the
___ Debit/ ___ Credit Card / XXXX -XXXX - XXXX - ___________
(check one: debit/credit | card number: last 4 digits only)

I understand that improper use of this card may result in disciplinary action as well as
personal liability for any improper purchases. As a cardholder, I agree to comply with
the terms and conditions of this agreement and the Debit/Credit Card Policies and
Procedures for EPIC I acknowledge receipt of the Debit/Credit Card Policies and
Procedures and confirm that I understand the terms and conditions.

As a holder of this debit/credit card, I agree to accept the responsibility and
accountability for the protection and proper use of the card. I will return the card to the
Treasurer Officer upon demand during the period of my employment. I understand that
the card is not to be used for personal purchases and that I must provide a receipt for
every purchase except for authorized monthly charges. If the card is used for personal
purchases or for purchases for any other entity or if I fail to provide a receipt
substantiating a legitimate business expense by the end of the current month, EPIC will
be entitled to reimbursement from me of such purchases (through deduction of my
paycheck). Five Colleges, Inc. shall be entitled to pursue legal action, if required, to
recover the cost of such purchases, together with costs of collection and reasonable
attorney fees.

Signature ________________________________________________ Date _________________
(Cardholder)

Signature ________________________________________________ Date _________________
(Treasurer)

Signature ________________________________________________ Date _________________
(Other Officer)

Accounting Department use only:

Date _________________ Amount approved $_________________

411 Affirmative Action Statement (AA) and Equal Opportunity
Employment (EOE) Policy

The success of the organization and the neighborhood depends on equal opportunity.
Following state and federal law, the EPIC will not discriminate against any person in its
hiring practices, delivery of services, or other business on the basis of:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Race
Color
Immigration status
National or Ethnic origin
Ancestry
Age
Language
Housing or economic status
Religion or religious creed
Disability or handicap
Sex, gender, gender identity and/or expression, or sexual orientation
Military or Veteran status
Criminal record
Genetic information
Any other characteristics protected under applicable federal, state or local law

EPIC is an equal opportunity employer. The EPIC will not allow harassment or
discrimination against any employee or job applicant based on their protected class
status. Discrimination not allowed includes, but is not limited to:
•
•
•
•
•
•
•
•

Employment
Upgrading
Demotion
Transfer
Recruitment or recruitment advertising
Layoff or termination
Rates of pay or other forms of compensation
Fringe benefits

•
•

Classification
Referral and training

All opportunities for staff members will be based on qualifications and job requirements.
The EPIC will take affirmative action to make sure all employment practices are free of
discrimination. The EPIC will provide a fair and open hiring process. The EPIC will
advertise all open positions to reach a diverse pool of candidates. Job postings will
state that qualified applicants will receive consideration without regard to the
characteristics listed above. The Board of Directors will review the outreach process to
make sure this happens.
The EPIC Board will check the performance of its management personnel on the basis
of their involvement in achieving these affirmative action objectives as well as other
established criteria.

412 Americans with Disabilities Act (ADA) Policy

EPIC is committed to making all its programs, services and activities accessible.
Considerations such as location, communication and event set-up are part of the
planning process to ensure everyone can participate. Questions on how to access EPIC
programs or meetings, or requests for other reasonable accommodations, can be
arranged by contacting EPIC.
A person with a disability can request reasonable accommodations in order to
participate and/or receive services. Accommodations will be provided without costs to
the individual. To ensure accommodations are adequately met, it’s recommended
requests (such as a sign language interpreter) be made at least 5 days before a
meeting or event by contacting EPIC).
EPIC makes every effort to implement reasonable modifications to policies, practices,
and procedures to ensure people with disabilities have equal opportunity to access
and enjoy EPIC programs, services and activities.
EPIC will place the following notification in all meeting and event notices.
EPIC invites and encourages participation by every resident to each program, service,
and event organized by the EPIC. If you require accommodations to fully participate or
need any documents in a different format, please contact EPIC at least 5 days in
advance of the event.
Compliance
EPIC will commit the necessary time and resources, both financial and human, to
achieve the goals of the ADA policy. Any EPIC board member, employee or
contractor who does not comply with the ADA policy will be subject to disciplinary
action.
Report any concerns to EPIC.

Section V. Board Member Selection and Elections
See Bylaws, ARTICLE VI - BOARD OF DIRECTORS.

501 Selection Process
See Bylaws, ARTICLE VI - BOARD OF DIRECTORS.

502 Board Vacancies
See Bylaws, ARTICLE VI - BOARD OF DIRECTORS.

503 Annual Elections
See Bylaws, ARTICLE VI - BOARD OF DIRECTORS.

504 Board Nominations
See Bylaws, ARTICLE VI - BOARD OF DIRECTORS.

505 Board Orientation and Development
To be added.

506 Board Evaluation Process
To be added.

Section VI. Board Procedures
601 Board and Community Meetings
See Bylaws ARTICLE V – MEETINGS.

602 Fiscal Accountability
•
•

•

•
•
•

The fiscal year shall be the calendar year.
All expenditures above $1,000 and not already included in the CPP
administrative budget with jurisdiction at the time, shall require a board
recommendation, a community review vote at the next community meeting
and a final affirmative vote at the following community meeting, which must
take place at least 21 days from the prior reviewing meeting.
The treasurer shall review the check register and bank statement on a monthly
basis and sign off on conformity to appropriate practices. The full board will
receive quarterly financial statements from the accountant before the board
meeting.
No authorized signatory shall approve or execute any disbursement payable to
himself or herself.
Any contractor compensated by EPIC shall provide the corporation with
verifiable tax identification information.
All capital expenditures by the EPIC organization must provide a 4 to 1 per dollar
match in favor of EPIC.

•

No check will be written, in excess of $500, unless signed by more than one
executive committee member or staff member authorized to partake in check
writing.

602.1 Financial Procedures
Responsibility for Minutes
The secretary is responsible for recording and keeping the minutes, but the Board may
assign some of these duties to staff. Minutes will be approved by the Board at the
following meeting. Minutes and supporting documents will be stored in a three ring
binder. Each binder will correspond with the calendar year or years.
Responsibility for Financial Records
Generally, the treasurer is responsible for compiling and keeping the financial records.
However, care should be taken to segregate duties among as many people as
possible, to prevent misuse of funds and to ensure adequate oversight (see Attachment
A “Segregation of Duties”). The Board may delegate some of these duties to staff.
Cash Receipts and deposits
• Ideally, the same person should not receive checks, make the deposits, and
receive and reconcile the bank statements. Deposit activities will be divided as
scheduled in "Segregation of Duties: Three Person Model" (see section 602.10).
• Restrictively endorse all incoming checks immediately, and store in a secure
place (such as a locking file cabinet);
• Record all incoming checks and cash (such as donations or grant payments) in
the Receipts Journal as soon as they are received. Enter in the Receipts Journal
the date received, the source, the amount received, and initials of person who
received and recorded it;
• Don't spend incoming cash (as petty cash), instead, deposit it intact;
• Deposit all checks and cash regularly to avoid losses (weekly or monthly,
depending on volume. 2-3 checks per week should be done weekly). All checks
of $250 and above will be deposited on the same day of receipt;
• Make a photo-copy of all checks and deposit slip prior to deposit, and attach to
the deposit receipt;
• Place the deposit record in the Cash Receipts folder.
Petty Cash
• When writing a check for petty cash, write it to the custodian, who will be
responsible for cashing the check;
• Place the cash with the Petty Cash Journal in a secure locking file cabinet;
• Treat the Petty Cash Journal like a check book-record who is receiving cash and
how much they are receiving, and when cash is returned, record who is returning
it, and how much is returned;
• Collect all receipts, and store them with the Petty Cash Journal;
• Regularly (monthly or quarterly) review the petty cash file to make sure that the
total of the receipts and available cash is equal to the approved petty cash
level;

•

When refreshing the Petty Cash fund, code the current receipts to the new
check issued to replenish Petty Cash.

Check Registers
• Review check register regularly;
• Keep all voided checks, and store with cancelled checks;
• Review cancelled checks every 2-3 months (scan signatures, are these regular
vendors, are there any missing checks).
Paying Bills
• Always pay vendors by invoices, not statements, to avoid double billing. If there
is no invoice, use a voucher form to document expenses;
• Match all invoices to statements to make sure you are getting everything;
• Stamp or note invoices and bills as “Paid” and the date, check number, and
amount paid (alternately, you may attach a copy of the check-if you use
duplicate check forms, attach the duplicate);
• After payment, place bills and invoices in alphabetical vendor files.
Accounts Receivable
• Gather supporting documentation such as check register, invoices, and time
sheets;
• Review documents for account codes to prevent double billing;
• Create an invoice (the Payment Request forms may be used as an invoice for
NRP and MCDA);
• Make a photocopy of the invoice, and place in the Accounts Receivable (A/R)
file. The A/R file should be reviewed regularly;
• When payment is received, record the date and amount of the payment in the
Receipts Journal, and move the copy of the invoice from the A/R file to the
folder for the appropriate contract.
Bank Statements
• Ideally, the same person should not sign checks and reconcile the check
register. Duties for reconciling and signing checks should be assigned according
to the schedule in "Segregation of Duties: Three Person Model" (see section
602.10);
• Reconcile bank statements within 7-10 days of receiving bank statements;
• When done reconciling, write a large “R” on the statement, with the initials of the
preparer and the date. If someone other than the Treasurer reconciles the bank
statement, the Treasurer should review, initial and date the statement;
• Print a reconciliation statement and initial it, otherwise, use the form found on the
back of the bank statement (Quicken and some other personal finance software
do not create reconciliation statements);
• Place the bank statements in the annual Bank Statement folder, and the
reconciliation statement in the annual Reconciliation Statement folder along
with cancelled checks;
• Review reconciliation statements regularly.

Time Sheets
• Time sheets are important support documentation for financial and reporting
purposes. Time sheets should document on a weekly basis hours worked by each
employee and a breakdown of time by funding source.
• Time sheets will be completed and signed by each employee prior to approval.
All time sheets must also be signed by an approved supervisor prior to payment.

602.2 Audit/Finance Committee Procedures
Function:
• The Executive Committee acts as the Audit Committee until such time as a
Finance Committee and/or Audit Committee is appointed by the Board.
• The Treasurer will function as Chair of the Audit/Finance Committee.
• EPIC will compile financial statements using a third party contractor
(bookkeeper/accountant) unless EPIC’s annual income exceeds $750,000 at
which point EPIC is required to hold an audit in order to meet MN Charities
standards.
Responsibilities:
• When financial statements are sent to the Board by the Staff, the Treasurer and
the Board President may review the statements by phone or email if there are
concerns. The Board President will consult with the Executive Coordinator to
determine if some action needs to be taken by the Executive Committee or
Board.
• The Executive Committee/Audit Committee will review the proposed annual
goals and budget prior to recommending it to the board for adoption.
• If an audit is required, the Treasurer will have a private conversation with the
auditor to review the audit, the cooperation of the staff, and whether the auditor
has any recommendations for the Board in addition to the auditor’s opinion
letter.
• All board members will make themselves available to the auditor, if requested.
• Establish guidelines and policies regarding banking resolutions, borrowing power,
investments, and other fiscal accountability needs, e.g. approving the
establishment of an endowment program.
• In conjunction with ongoing strategic planning (every three to five years), review
staff benefits and compensation structure.
• Give financial counsel to the Executive Coordinator.

602.3 Account Signatories and Depository
1. There will be at least two signers from the Executive Committee on all EPIC
accounts. The signers will include the President and Treasurer. The check signers
will be re-authorized annually when elected as officers at the April Board
meeting.

2. The Board of Directors will annually authorize the depository(ies). This will be done
at the April Board meeting in conjunction with the election of the officers and
the authorization of check signers.
3. The Board of Directors will authorize any new bank account, or the closing of any
existing bank account.
4. Petty Cash
a. EPIC will keep no more than $200.00 Petty Cash at one time.

602.4 Assets
1. EPIC will keep a list of all assets over $500.00.

602.5 Income and Deposit Procedure
1. All income received by the corporation shall be logged in a receipt journal by
the Executive Coordinator.
2. The corporation shall maintain an endorsement stamp including depository and
account information, which shall be stamped by the Executive Coordinator
upon receipt.
3. All income received by the corporation shall be kept in a locked, fireproof safe
prior to depositing at the authorized depository.
4. The authorized check signers and/or the Bookkeeper are authorized to make
deposits in any of the corporation’s accounts.
5. The Executive Coordinator is responsible for maintaining a deposit log of all
deposits make into the corporation’s accounts. This log shall include dates of
deposits, amount and source of funds, and income chart of account codes for
each source of funds.
6. Although there is no minimum deposit amount, income received by the
corporation shall be deposited at a minimum of once per month. When the
total deposit amount exceeds $500.00 deposits will be made weekly (note that
any single check over $250 must be deposited immediately) and when the total
deposit amount exceeds $1,000.00 deposits will be made immediately.

602.6 Check Request Procedures
1. EPIC will use a check request form, which will be initialed by the person
requesting the check. The check request form will include the amount of the
check, invoice number (if applicable) and whom the check is to be made to.
2. No disbursements shall be generated without approved originating documents
(receipts).
3. All check requests shall be submitted to the Executive Coordinator who shall be
responsible for entering the appropriate chart of account income/grant and
expense codes onto the check request form. Also, the Executive Coordinator is
responsible for all grant management activities including keeping records of
income and expenses by grant/contract.
4. An authorized check signer shall review the check request prior to sending it to a
third party contractor (bookkeeper/accountant).

5. All disbursements shall be generated by a third party contractor
(bookkeeper/accountant): such contractor shall carry fidelity bonding in excess
of that required by the organization’s funding sources: said contractor shall retain
accurate records of all accounting transactions and report monthly to the
organization
6. The third party contractor shall issue the checks and present them with the
support documentation, check request and check register to the corporation for
signature. The third party contractor shall initial and put the check number of
the check request form.
7. Two authorized check signers will sign any disbursement over $1,000.00.
8. Any contractor compensated by the corporation shall provide the corporation
with verifiable tax identification information. No disbursement of funds shall
occur until this information is provided. If the contractor fails to provide this
information to the corporation, compensation shall be terminated.
9. The Executive Coordinator shall disburse the signed checks and stamp “paid” on
all paid invoices.
10. The Executive Coordinator shall maintain records of financial transactions.
11. EPIC will issue checks on the 1st and 15th of the month. Checks may be issued at
other times at the discretion of the Executive Coordinator and in accordance
with these procedures. Persons or organizations requesting payment must submit
proper documentation five (5) days prior to the check issuance date.

602.7 Contract Authorization
The President can sign any approved and budgeted contract. In the absence or
inaccessibility of the President any Executive Committee members can sign.

602.8 Calendar
March-April:
•

Board: Elections:

May:
•

Officer elections, authorize check signers and depositories and set Board
Education topics and dates

June-July:
•
•

Committees: Review mission and previous year’s activities.
Staff: Prepare year in review for Committees.

September:
•

Committees: Recommend next year’s events/programs that accomplish
mission include purpose/goals for each event and program. Committees
should discuss if these events/programs actually accomplish the committee’s
mission.

October:
•

•

Board: Review committee recommendations and decide if these
events/programs accomplish the mission/goals/values of PW. Adjust
committee recommendations to maximize impact of the recommendations.
Staff: Present current funding levels, amount of administrative load for each
committee, and initial grant search.

November:
•

•
•

Committees: Discuss budgets for programs and events, including estimated
income from passing hats, fees, donations from businesses, City of
Minneapolis allocations and Foundation grants.
Board: Discussions on size and staffing of PW, approve next year’s major
event calendar.
Staff: Preparing budgets, research on costs of activities and potentials for
funding.

December:
•
•

•

Committees: finalize both income and expenditures for upcoming year;
develop timelines for upcoming year’s committee meetings.
Board: Review draft budgets for realism, appropriateness and completeness.
Review proposed staffing allocations (developed by Executive Director).
Review and adjust salary ranges for each position (if necessary).
Staff: research and preparations so committees can finalize budget and
timelines.

January:
•

Board: Approve final budget, staffing allocations and salary ranges (if
changed).

602.9 Staffing Allocations
A plan to allocate staffing expenses for various contracts/income sources will be
included in the annual budget.
1. Staffing expenses for each contract/income source shall be allocated on a
percentage basis based on an average of actual hours worked over a 30 day
period and anticipated hours to be dedicated to the contract/income sources
over the next 30 days. The Executive Director shall monitor this through
timesheets and anticipated workload.
2. The Executive Coordinator is authorized to adjust staffing expense, allocations, as
needed, without board approval up to a maximum cumulative change of 25%
of an individual staff person’s work time within the confines of the existing
budget.

3. Changes greater than 25% must have Board approval and may require revising
the job description.

602.10 Segregation of Duties
Three Person Model

Segregation of Duties: Three Person Model

Receipts

Disbursements

Staff or Volunteer
Treasurer
Open Mail
Prepare and make
Receive and log
deposits
cash and checks
Approve for payment:
· invoices
Mail checks

· check requests
· time sheets
Sign checks

Reporting /
Accounting

Receive and
review bank
statements

Reconcile petty cash

Bookeeper

Prepare invoices
Write checks
Distribute petty
cash
Distribute payroll
Reconcile bank
statements
Prepare and
distribute
financial reports

602.11 Receiving Cash and Checks
The same person should not do the following:
•
•
•

Receive and log cash and checks
Prepare, make and record the deposit
Receive the bank statement

Do not have the Treasurer or Accountant receive and log cash and checks.
1. Log all incoming cash and checks.
a. Name of payer
b. Amount of payment
c. Date received
d. Contract number
2. Restrictively endorse all incoming checks.
a. Stamp (or write) the name of the organization on the back of the check.
b. Stamp (or write) “For Deposit Only” on the back of the check.
c. Write your bank account number on the back of the check.
3. Bundle checks and cash for deposit along with cover letters or any other backup information and put in a secure place.

a. If you receive large amounts of cash on a regular basis, log the cash and
immediately store in a locked strong box.
4. Don’t spend incoming cash for other purposes. Deposit it intact.
5. Make timely bank deposits:
a. At regular intervals; or
b. When funds accumulated for deposit reach a pre-determined threshold
amount.
Receipts Journal

Date

Receipts Journal

Received From Description

Amount

Initials

602.12 Preparing the Deposit
1. Photocopy all checks and record on the copies key identifying information
about payments.
a. Date received
b. Funding source or program
c. Contract number
2. Prepare a detail of cash receipts with identifying information.
3. Make copies of any cover letters or back-up information received with
payments.
4. Prepare deposit by listing all checks and cash received on deposit slip.
5. Photocopy deposit slip and attach:
a. Check copies
b. Cash detail
c. Other back-up information which accompanied payments
6. Make deposit at bank and obtain a receipt showing correct amount and date
of deposit.
7. Attach bank receipt to duplicate deposit slip and supporting documents.
8. Determine if a transfer from checking to savings or other investment accounts is
needed.

9. File duplicate deposit slip and attached documents in transaction file.

602.13 Purchasing / Check Requests
1. Adhere to a board approved budget which includes:
a. The dollar ceiling that requires pre-purchase authorization, and
b. The number of signatures required for purchases above a certain dollar
amount
2. Approval for purchases of $500 or more are required.
a. A purchase authorization request / check request form should include:
i. Name of person requesting the purchase
ii. Vendor name and address
iii. Description of goods / services
iv. Estimated cost of goods / services
v. Brief description of organizational use for goods / services
vi. Budget category to which goods / services should be charged
vii. Authorization signatures (it is best to have at least two signatures)
viii. Three competitive bids or price quotations for purchases of $500 or
more are required.
b. Before approving a purchase / check request, review the request against
the amount remaining in the appropriate budget category to be sure
funds will not be spent in excess of the approved budget.
3. Give copies of approved purchase authorizations to both the person who will
pay the bills and the person who will receive incoming goods.
4. Count and inspect all incoming items.
5. Obtain a receipt, shipping slip, invoice, or other receiving documentation for all
incoming items and services received. Note any changes or problems with the
order on the documentation.
6. Give receiving documentation with noted comments to the person who pays
the bills.
7. Before paying for purchases, make sure the purchase authorization / check
request and receiving documents match.

Purchase Order / Check Request

Purchase Order / Check Request
Check Payable To

Address

City, State Zip

Phone

Email

Amount of Check

Date Requested

Check No.

Check Date

Description

Funding source

Line Item

Coding of Check:

Amount

Requested By:

Date:

Treasurer Review:

Date:

Approved By:

Date:

Approved By:

Date:

602.14 Payroll:
1. Payroll will be issued 26 times per year on a bi-weekly basis.
2. Payroll will be maintained by an outside service. The Board of Directors must
authorize any change in payroll service.
3. All employees are required to submit timesheets at the end of the pay period. At
the discretion of the supervisor, failure to submit a timesheet may delay receipt
of paycheck.
4. The supervisor must approve all timesheets.
5. All staff will use direct deposit, if available.
6. Administration and management of payroll will be the responsibility of the
Executive Coordinator in accordance with these polices.

Section VII. IRS, Incorporation and Nonprofit Documents
701 IRS Determination Letter

702 Articles of incorporation

703 Bylaws
BYLAWS
of the
East Phillips Improvement Coalition, Inc. (EPIC)

Originated 7/28/2000, Revised 4/03/03, Revised 1, 2004, Revised 3/19/05, Revised
4/12/06, Amended 4/27/2013, Further Amended 8/10/2017

ARTICLE I – NAME
The name of this organization shall be the East Phillips Improvement Coalition, Inc.
(“EPIC”)
ARTICLE II – MISSION
The East Phillips Improvement Coalition, Inc. (EPIC) is organized exclusively for
charitable, scientific and educational purposes within the meaning of section 501 (c)
(3) of the Internal Revenue Code. EPIC shall promote the social health of the
community by involving all citizens in its activities and shall reach out to all segments of
the community including traditionally under-represented groups. EPIC will promote the
economic health of the community by fostering employment and business
opportunities that meet the needs of the community. EPIC will act in the best interests
of its community and represent those interests to other organizations and public bodies.
This includes recommending action to governmental bodies and responding to
proposals for residential and commercial development or livability in the East Phillips
Area.
The purpose of EPIC shall be to work to create a safe community that
contains open communication between neighbors:
1. to strengthen, stabilize, improve and protect the unique and integrated character,
livability, and social fabric of our neighborhood,
2. to improve the quality of housing, schooling, employment, recreation, day care,
transportation facilities, environment and other neighborhood services,
3. to encourage economic development for all the residents of East Phillips, especially
the economically disadvantaged and
4. to work to encourage and empower all residents, businesses and property owners to
unite to address our common concerns.

ARTICLE III – NEIGHBORHOOD BOUNDARIES

The Neighborhood Boundaries of East Phillips shall be the following:
•

South: Lake Street

•

East: Highway 55 (Hiawatha Avenue)

•

West: Bloomington Avenue

•

North: East 24th Street with the exception of the inclusion of East Phillips Park
which takes the north boundary north on 17th Avenue to East 22nd Street and
along East 22nd Street to Hiawatha Avenue.

ARTICLE IV– MEMBERSHIP

Section 1: Voting membership and voting rights. Eligibility for admission to voting
membership shall be set out in Section 2. Eligible individuals who wish to become
“Voting Members” must attend a regular EPIC meeting and sign the attendance sheet
and mark that he/she is requesting membership in EPIC. The Secretary shall keep track
of membership and verify proof of eligibility in accordance with Article I, Section 4.
Proof of residency or other forms of eligibility as per Article IV, Section 2, will be required
for voting rights to be effective. Proof of business ownership requires a letter on original
letterhead with the address and phone number as well as the original signature of the
owner of the business. No dues shall be required for admission. Each voting member
shall have one (1) vote. A list of the voting membership of this corporation, as required
by Minnesota law, shall be kept in the office of the East Phillips Improvement Coalition
pursuant to Article IV, Section 4 of these By-laws.
Section 2: Eligibility for General Membership: Any person 18 years of age or older who
falls into one or more of the following categories shall be eligible for membership in
EPIC: (1) a resident of the East Phillips Neighborhood; (2) owner of property in the
neighborhood; (3) acting as the sole representative of a business with its main office in
the neighborhood. An owner of a non-profit or for-profit business or the representative
of the non-profit or for-profit business located in the East Phillips Neighborhood must
provide an original letter on letterhead with address and phone number for voting rights
as well as an original signature of the owner of the business. If the business
representative of the non-profit or for-profit is present to vote, the letter must identify by
name the individual who has the voting right for the non-profit or the for-profit business.
Additionally, the owner or business of the non-profit or for-profit representative must
provide picture identification prior to being allowed to vote.
No proxy votes are allowed by a resident of East Phillips, property owner in East Phillips
or non-profit or for-profit business located in East Phillips.

Section 3: Limitation: Regarding those persons who work for or operate a non-profit or
for-profit business in this neighborhood but do not live here, only one such person or
representative per organization shall be a voting member of EPIC or the EPIC Board of
Directors.
Section 4: Right to Vote: Members with voting rights are, at a minimum, individuals who
are on a preexisting membership list (in accordance with Article IV, Section 1 and 2), or
who, at a meeting of the organization, request membership and can produce: (1) a
Minnesota driver’s license, Minnesota identification card, or some form of residency
verification that indicates the individual resides within the geographic boundaries of
East Phillips such as a lease or current utility bill; (2) or are individuals who reside within
the geographic boundaries of East Phillips and request membership but lack the
documentation required may vote at a meeting of East Phillips if a member who has
the required documentation vouches for the individual’s residency. Such individuals
may become voting members of EPIC.
Section 5: Powers and Responsibilities of Members:
a. Any member as defined in Section 1 and 2, Article IV, may vote on all issues
presented at the Annual Meeting, any Special Community Meeting and at
monthly membership meetings. Members can vote at Committee meetings
of which they are a member.
b. Members shall elect the Board of Directors at the Annual Meeting.
c. Members receive invitations to the annual meeting and all other special
community activities or meetings of the EPIC organization as well as the
regular monthly meetings.
d. Members may amend the Bylaws in accordance with Article XI.
e. Members are encouraged to donate time, expertise, and energy to the
organization each membership year.
f.

Only current members are permitted to be board members

Section 6: Terms of Membership: Membership terminates at such point as (1) a resident
voting member moves or relocates to a location outside of the East Phillips geographic
area or (2) a non-resident voting member is no longer the owner of real property in the
East Phillips geographic area or (3) the non-profit or for-profit business sending a
representative no longer exists within the East Phillips geographic area. Membership for
a business representative terminates at the time when he or she is either replaced or no
longer employed by the business. 4) A member submits a resignation consistent with
Section 7.
Section 6: Interest in Property: The members of this corporation shall not, as such, have
any right, title, or interest in the real or personal property of this corporation.

Section 7: Resignation: Any general member may resign his/her membership at any
time by giving written notice to the Board of Directors or to the Secretary. Such
resignation shall take effect at the date of the receipt of such notice or at any time
specified therein, and unless otherwise specified
therein, the acceptance of such resignation shall not be necessary to make it effective.
Any former member who wishes to reinstate his or her membership must give written
notice to the Board of Directors or the Secretary. They should then be reinstated as a
general member consistent with Article IV, Section 2.

ARTICLE V – MEETINGS

Section 1: Regular Monthly Membership Meetings: shall be held once a month by the
members of EPIC for the purpose of sharing information, discussing neighborhood
business and making decisions. They shall be held at such time and place as may be
fixed by resolution of the Board. Date, time, and place shall be announced at the
previous monthly meeting and the local Phillips newspaper will carry notification of the
meeting. In addition, flyering will be done as possible and on a limited basis. A phone
tree, e-mail and/or website may be used.
Section 2: Annual Meeting: The date of the regular annual meeting shall be in March of
each year, or under extenuating circumstances within the month of April. The Board of
Directors shall set the time and place. The agenda of the annual meeting shall include
an annual activities report, election of Board members, financial status of the
organization and other business as deemed necessary by the Board of Directors. Notice
of the annual meeting shall be given to all voting members and all East Phillips residents
eligible for membership by announcement at the previous two monthly membership
meetings, by E-News, Alley Newspaper, the EPIC Website and flyering, not less than
twenty-one (21) days before the meeting.
Section 3: Special Membership Meetings: Special membership meetings may be called
at any time by the (a) President, (b) by at least four of the elected Board members, or
by a simple majority (50% +1) of those members in attendance at any membership
meeting. Any call for a special membership meeting must include an agenda for the
meeting. The Board of Directors shall set the date, time and place for special
membership meetings, which shall be within thirty days of the call for the meeting. A
special meeting will be announced at the previous monthly membership meeting
and/or the local Phillips newspaper and email list will carry notification of the meeting
or, in case of emergency, notice shall be given at least twenty-four (24) hours in
advance of the meeting by the President or Secretary by mail, personal contact by
telephone, e-mail, or in person.
Section 4: Members list for meeting: The Board of Directors shall fix a date not more
than twenty-one (21) days nor less than three (3) days before the date of a meeting of

the general membership as the date for determination of the members entitled to
notice of the meeting; whenever the Board fails to set a date, the date shall be the
third day before the date of the meeting. After fixing a recorded date for the meeting,
the Secretary shall prepare a list of the names (in alphabetical order) and addresses (or
emails) of each member entitled to vote at the meeting that shall be available
beginning two business days after notice of the meeting is given (or if none is required,
two days after the record date for the meeting). The list is confidential and may not be
copied. It shall remain available to the EPIC Board of Directors and/or staff for
authorized purposes only. It will be available at the EPIC meeting itself and prior to the
meeting, at the principal office of this corporation for inspection.
East Phillips residents or the representative of a non-profit or for-profit business whose
names are not on the list are entitled to vote on all issues presented for a vote at any
meeting at which they are present and to fully participate in the business of EPIC by
demonstrating current residency (in accordance with Article IV, Sections 1 and 2) or by
demonstrating their current status as a representative of a non-profit or for-profit
business within the geographic area of East Phillips and by enlisting themselves as
members of EPIC.
Section 5: Quorum: A quorum at any membership meeting shall consist of a majority of
the current Board of Directors. This majority of the EPIC Board of Directors must be
present for official EPIC business to be transacted or motions made or passed at both at
an EPIC Board meeting and at a general membership meeting. This means that EPIC
official business shall not be transacted apart from the combined decision-making
authority of the EPIC monthly membership meetings and a majority of the current
members of the Board of Directors. If either body is not actually present, any decisions
made shall not be considered to be official EPIC decisions, and shall be legally null and
void. The only exceptions to this are votes for expenditures of less than $1,000 and votes
on policies and procedures. These require only a Board vote by a Quorum of the
current Board of Directions. (See Article V, Section 7 c and Article VI, section 10)
Section 6: Open Meetings: All meetings shall be open to the public with the exception
of those closed for attorney/client privilege and personnel decisions.
Section 7: General Membership Meetings:
a. Items may be placed on the agenda by contacting the President, secretary, board
member or designated staff within 5 days before the meeting. They will concur to
provide the agenda for the meeting. The monthly membership meeting agenda may
be modified as needed by the President any time before the meeting. Members may
also propose agenda items and changes at the beginning of a membership meeting.
A vote of the membership must be taken to add additional items to the agenda once it
has been approved by the members.
. Items may be voted on at the monthly membership meeting only if they are placed
on the agenda. If the agenda exceeds the time available, the President may call for

the adjournment of the meeting. However, a vote of a majority of the members present
(according to Robert’s Rules of Order) can extend the time of adjournment.
c. An issue can be brought up without notification under new business, but then must
be sent to a committee or placed on the next month’s agenda for full discussion and
voting, if necessary. An issue regarding money of over $1,000, the expenditure must be
recommended by the board and have at least one general membership meeting’s
required notification and vote for review, in any case not less than twenty-one (21)
days, allowing for at minimum a full 21-day neighborhood review process. The reviewed
motion shall then be voted on at an EPIC membership meeting following the review.
This review process is to include amendments to the Bylaws. (revision 4/27/13). The
EPIC Board of Directors can approve the expenditure of money up to $1,000 without
giving one month’s notification at either the Board or the general membership meeting
and without the need for a 21-day neighborhood review process and second meeting.
The decision for expenditure of money up to $1,000 shall be voted on at the Board of
Directors meeting without further discussion or voting required. (revision: 4/3/2003).
e. In the case of items of concern to other Neighborhoods of Phillips, which may affect
them, the President will send a letter or call the other neighborhood Chairs, or in
special cases, send a Representative to that neighborhood to explain the issue and the
action being considered. Collaborative efforts with other neighborhoods will be
encouraged.
f. With a 2/3rds majority vote, the members present at the monthly membership
meeting may grant limited committee approval power for items not requiring full due
diligence and items necessary to implement the decisions of the membership meeting.

Section 8: Meeting Order: All meetings shall be conducted according to Robert's Rules
of Order, Newly Revised unless stated otherwise in the EPIC Bylaws or Policies and
Procedures.

ARTICLE VI - BOARD OF DIRECTORS

Section 1: Board Purpose, Size, Compensation: The general purpose of the Board of
Directors is to manage the business of the neighborhood in accord with its Articles of
Incorporation, these Bylaws, EPIC’s Policies and Procedures, all applicable law, and
such policies, purposes, and directives as have been generated by the EPIC Board and
general membership. The Board shall consist of nine (9) Directors, all of whom must be
members of EPIC, and a majority of whom must reside within the boundaries of East
Phillips area of service. The Board receives no compensation other than reasonable
expenses incurred on behalf of the corporation and its projects and programs. Service
to the well being of East Phillips is the Board's primary purpose. The Board must also

provide a quorum for both the EPIC monthly membership meetings and the board
meetings in accordance with Article V, Section 5.
Section 2: Board of Directors’ Meetings: The Board of Directors shall normally meet
monthly at an agreed upon time and place to prepare the agenda and discuss EPIC
business in order to make recommendations to the monthly membership meetings.
Board meetings will be announced at the regular monthly membership meeting and
are open to the public, unless otherwise announced as per section Article V, Section 6
(see Article V, Section7 for further procedures concerning meeting agendas).
Section 3: Notification: An official Board meeting follows the Annual Calendar and
requires no further notice. However, Board meetings will be announced at the regular
monthly membership meeting and are open to the public. Also, every Board Member
must be notified by email, phone, text, or Facebook messenger one week in advance if
a regular meeting is rescheduled. Notice of any changes in the place or time of holding
any regular meeting, or of any adjournment of a regular meeting to reconvene at a
different place, shall be given personally, by email, phone, text, or Facebook
messenger, not less than two (2) days before the meeting, excluding the day of the
meeting, to all directors who were absent at the time such action to schedule the
meeting was taken. However, in case of emergency, notice shall be given at least
twenty-four (24) hours in advance of the meeting to all Board Members and posted on
the website to the general membership.
Section 4: Special Meetings: A special meeting may be called by 3 members of the
Executive Committee or by a majority of the members of the Board of Directors. Notice
will follow guidelines found in this Article, Section 3.
Section 5: Board Elections: Election of new Directors or election of current Directors to
another term will occur at the Annual Meeting of the corporation. The board may
create a nominating committee from its members with two non-Directors on it to
manage the election. (See Policies and Procedures Manual for details) Directors will be
elected by a majority vote of those present, qualified to vote, and voting at the Annual
Meeting. Advanced notice of the screening process will be given at least 21 days prior
to the election. All candidates must have completed the three forms: Board of Directors
Application form, Qualifications, and the Board Contract, found in EPIC’s Policies and
Procedures Manual, and have their eligibility verified prior to standing for election.
Candidates found to be ineligible will not be allowed to stand for election. Nominations
may proceed from the floor of the Annual Meeting and a time must be set prior to
voting to assure eligibility of all candidates. Eligibility will be determined by two current
board members not involved in the election following the requirements stated in Article
IV, Sections 2, 3 and 4.
Section 6: Terms: All members of the Board of Directors shall serve two-(2) year staggered terms and are eligible for re-election. There are no term limits.
Section 7: Quorum: A quorum at a Board of Directors meeting shall consist of a majority
of the current members of the Board of Directors. A majority of Board members

currently serving must also be present for official business to be transacted or motions
made or passed at a monthly membership meeting. If a majority of the current
members of the Board of Directors is not present at a monthly membership meeting any
decisions made shall not be considered to be official EPIC decisions. It is to be noted,
however, that official EPIC business may not be transacted apart from the combined
decision-making authority of the EPIC monthly membership meetings and a majority of
the current members of the Board of Directors with the exception of expenditures of
under $1000, which require only a Board vote of approval. (See Article V, Section 7c.)
Section 8: Written action (action without meeting): Any action permitted to be taken at
a meeting of the directors may be taken by written action signed and approved by a
majority of the Directors entitled to vote on the action.
Section 9: Powers and Responsibilities of the Board of Directors: The Board shall elect or
choose by consensus a President, Vice President, Secretary, and Treasurer at the first
Board Meeting following the Annual Election Meeting. The officers must be chosen
from the current members of the Board of Directors. Other decisions of the Board of
Directors, with the exception of voting on expenditures of $1,000 or less, are advisory
including their duty to fill Board vacancies between Annual Meetings. Other exceptions
to the advisory power of the Board are those decisions which involve legal issues. This
includes the creation of policies and procedures. The Board is required by law to take
actions to protect the viability of the organization, its independence from outside
coercion, its freedom from legal liability and its adherence to its central mission. Board
rulings with regard to these concerns do not require membership approval and are
necessary given the fact that by law the board bears sole legal liability for the actions
of EPIC. The Board also has the power to create committees. The Board must also
provide a quorum at EPIC monthly membership meetings and provide a representative
for the Community Garden Steering Committee.
Section 10: Officers and Duties: Executive Officers shall consist of a President, Vice
President, Secretary and Treasurer. Officers preside in the following order: President,
Vice President, Secretary and Treasurer.
a. The President shall be a resident of East Phillips. The President, with the assistance of
the board members, sets the agenda for board and membership meetings as well as
special meetings called by the board. The President shall have general active
management of the business of the corporation; when present, preside at meetings of
the board and of the monthly general membership meetings; see that orders and
resolutions of the board are carried into effect; sign and deliver in the name of this
corporation’s deeds, mortgages, bonds, contracts, or other instruments pertaining to
the business of the corporation, except in cases in which the authority to sign and
deliver is required by law to be exercised by another person or is expressly delegated
by this corporation’s organizational documents or by the board to another officer or
agent of the corporation; maintain records of and, when necessary, certify
proceedings of the board and the general membership; and perform other duties
prescribed by the board. The President shall be a member ex officio of all committees.

From time to time the President may delegate his or her responsibilities to other
members of the Board or to the Executive Committee, except those required of the
President by law.
b. The Vice President shall be a resident of East Phillips. In the event of absence or
disability of the President, the Vice President shall perform all the duties of the President,
and when so acting shall have all the powers and restrictions of the President. The Vice
President will chair committees on special subjects as designated by the Board.
c. The Secretary shall maintain a list of the members of the corporation, keep the
corporation’s records and minutes, fulfill the usual duties required by such office, and
perform such other duties and exercises such other powers as may from time to time be
imposed upon that position by resolution of the board.
d. The Treasurer shall keep accurate financial records for the corporation; deposit
money, drafts and checks in the name of and to the credit of the corporation in the
bank and depositories designated by the board; endorse for deposit notes, checks and
drafts received by the corporation as ordered by the board; and upon request, provide
the President, the board, and general membership at its monthly meeting an account
of transactions by the Treasurer and of the financial condition of the corporation. The
Treasurer shall assist in the preparation of the budget and help develop fundraising
plans.
e. Sharing of Executive Duties: By mutual consent, the members of the Executive
Committee may from time to time share the duties and obligations of the various official
Executive Offices of the Board, with the exception of those duties required of these
positions by law.
Section 11: Vacancies: When a vacancy on the Board occurs between Annual
Meetings, nominations for new members may be received from present Board
members and the general membership by the Secretary two weeks in advance of a
Board meeting. These nominations must be accompanied by the application forms
and verified eligibility as per Article IV, Section 2 of the EPIC Bylaws and EPIC’s Policies
and Procedures. The Executive Committee is responsible for verifying eligibility.
Nominations shall be sent out to Board members with the regular Board meeting
announcement, to be voted on at the next Board meeting where a quorum is present.
The Board decision must then be ratified by the majority of those members present at
the next monthly membership meeting. If this process is unsuccessful, it must be
repeated until an acceptable Director is elected. All vacancies filled in this manner
expire at the next Annual Meeting.
Section 12: Resignation, Termination, and Absences: Resignation from the Board must
be in writing and received by the Secretary. Directors are requested to give no less than
thirty days' notice of resignation from the Board of Directors. A Board member shall be
dropped from the Board if s/he has three consecutive unexcused absences or four
nonconsecutive unexcused absences from monthly membership meetings or meetings
of the Board of Directors in a year. An absence must be called or emailed to a member

of the Executive Committee who will report it in the minutes of record for that meeting.
Excused absences include family emergencies, religious holidays, employment
obligations, and meeting scheduling conflicts. Board members are responsible for
understanding the board business conducted in their absence and are expected to
support motions passed and actions taken in their absence.
Section 13: Removal of Director: A director may be removed at any time, with or
without cause, by a two-thirds (2/3) majority of the Board of the Directors of the
corporation and by a two-thirds (2/3) majority of the general membership at the next
regularly scheduled general membership meeting
ARTICLE VII – CONFLICT OF INTEREST
Conflict of Interest: No person who participates individually or on behalf of a community
non-profit or for-profit organization or group, or on behalf of a business in the activities
of EPIC, or family member(s) of such person(s) (including domestic partner) who
subsequently receives program
funds, whether by means of a contract, grant, loan or similar agreement shall personally
benefit to a greater extent than other eligible person(s), groups or businesses because
of such participation.
Therefore, a conflict of interest exists if any Board member, committee participant, staff,
consultant, or member of the organization or family member knows (or has reason to
know) that he/she or an organization or family member with which he/she is directly
affiliated is (or is likely to become) either
1. A participant in a project or development affected by a decision of the Board of
Directors or other membership meeting or
2. A party mentioned in any contract, grant, sale, lease, or other financial agreement
(other than tenants of rental assistance programs) which provides a financial interest
or benefit from the agreement or activity, which is under consideration by the Board
of Directors, committee, or other membership meeting.
When a conflict of interest exists, those with the conflict shall state the nature of the
conflict verbally (oral/or written) at any meeting where the item is being discussed. They
shall state their conflict at the beginning of the discussion of the relevant issue. Anyone
with a conflict may take part in the discussion, but shall be required to abstain from a
vote on the issue for which they have a conflict. Those attending the meeting should be
made aware of the details of the conflict and it shall be recorded in the minutes. In
addition, the EPIC conflict of interest policy shall be read at any meeting where
financial, fiscal, or fiduciary matters are discussed and/or presented for voting prior to
such discussion and/or vote.
If a conflict of interest has not been stated, the President or person facilitating the
meeting may declare that he/she believes a conflict of interest exists if he/she believes
that this is the case. A member attending the meeting may also notify the President of

person facilitating the meeting if he/she believes there is a conflict of interest. The
President or person facilitating the meeting will need to determine if this is the case.
Once stated to be true, this ruling of the President or person facilitating the meeting is
subject to being overruled following normal parliamentary procedures. It may also be
necessary for the action to be tabled until the next meeting in order to clarify and
investigate the potential conflict of interest. If there is a said contract, it will be
considered invalid during this time.
Knowingly failing to submit a conflict of interest disclosure may constitute good cause
for removal from the Board of Directors, relevant committee, or employment.
Employees may be reassigned if they are working on matters involving any conflict of
interest.
Board members, committee members, general members of the organization,
consultants, and employees with actual or potential conflicts of interest shall not:
1. Attempt to influence an employee, Director, or committee member in any matter
related to the action or decision in question; and
2. Take part or vote in the decision but may, with the consent of the President or person
facilitating the meeting, participate in the discussion; and
3.

Be counted toward a quorum during any portion of any meeting where the action
or decision is to be considered.

If a conflict of interest has been determined after a contract has been signed, said
contract shall be null and void immediately.
If balloting is deemed necessary in any conflict of interest case, that balloting shall be
accomplished by a secret ballot.
Note: Conflict-of-Interest – Perceived or Real
All members of the community are encouraged to participate in EPIC business because
it provides information and resources useful to the residents of this area. Oftentimes that
information can be useful to the advancement of a person’s life and well-being – that
knowledge shall not be considered a conflict of interest.

ARTICLE VIII –COMMITTEES

Section 1: Authority: The Board of Directors may act by and through such committees
as may be specified in resolutions adopted by a majority of the members of the Board
of Directors. Standing Committees shall be those noted in Section 2 that follows. Each
such committee shall have such duties and responsibilities as are granted to it from time
to time by the Board of Directors, and shall at all times be subject to the control and
direction of the Board of Directors. Committees are advisory only and bring actions

forward to the Board of Directors for its assessment and recommendation, which is
forwarded along with the initiative to the general membership for ratification.
Committee members need not be members of the Board of Directors.
Section 2: The Executive Committee shall consist of the President, Vice President,
Secretary and Treasurer.
Section 3: Standing Committees:
a.
East Phillips 17th Avenue Garden Committee -Steering committee has
responsibility for ongoing upkeep, financial and general management of EPIC’s
Community Garden. One member from the EPIC board is required to form a quorum at
Garden meetings given EPIC’s ownership following responsibility for the garden.
b.
East Phillips Park Programming Partnership -recruits partners, brings connectivity
to the partners, assists the partners in finding scheduling in the East Phillips Park Cultural
and Community Center and helps create smooth operating of the partnership
arrangement.
c.
Housing and Economic Development Committee: The Housing and Economic
Development Committee shall meet as needed and is responsible for developing,
reviewing and implementing housing and development policies and plans for East
Phillips Neighborhood. The committee shall prepare and continue to update the
community on an ongoing basis about East Phillips development projects.
Section 4: Ad Hoc committees or Task Forces: A committee or Task Force may be
formed that will serve for a specific purpose and length of time as deemed necessary
by the Board or general membership at its monthly meetings.
Section 5: Personnel Committee: Shall consist of the Executive Committee and shall be
responsible for all issues relating to personnel, especially employee issues, as they may
arise.

ARTICLE IX - OTHER BUSINESS OF THE CORPORATION

Section 1: Grievance Procedure:
1.
Any neighborhood resident, business owner, or property owner may file a
grievance against the corporation’s Board of Directors as it relates to the fiduciary
responsibilities of the Board if the person filing the grievance is a member of or eligible
for membership in the corporation and the person filing the grievance has brought the
issue to the attention of the EPIC Board in a timely manner.
A grievance may only be filed against the Board of Directors collectively.

Only legitimate grievances as defined in EPIC Policies and Procedures can be filed
against the neighborhood organization. See Policy on Grievances in EPIC Policies and
Procedures.
Officers and Directors must meet specific standards of conduct and are responsible to
the corporation (under pain of enforcement by State officials, e.g. the Attorney
General) to comply with the spirit and reality of the following: As a matter of law, all
non-profit governance is personally situated in the members of the Board of Directors.
Directors must comply with and be cognizant of the following mandates they are
obliged to meet, which are derived from both State Non-profit Corporation Law and
State Charitable Trust Law (latter automatically apply to 501 © 3-recognized nonprofits).
State Non-Profit Corporation statutes impose Three Key Fiduciary Duties on Boards
collectively and upon Directors individually.
a)
Duty of Care. Under this Duty, directors are required at all times to see that the
corporation’s activities are carried out in accord with its mission, to oversee the
organization’s achievement of its mission through: (a) Prudently managing
assets/activities and by setting goals and policies; (b) Overseeing the Executive
Director’s performance and implementation of policies; (c) Conducting regular board
self-assessments; (d) Bringing appropriate scrutiny to managing assets and activities,
including ensuring that accurate and complete financial records are maintained,
timely and meaningful financial statements are prepared and presented to the Board
including a budget that is prepared that anticipates the organization’s activities and
upcoming needs as well as regularly updating the corporation’s strategic vision and
goals.
b)
Duty of Loyalty. Under this Duty, Directors are required at all times to keep the
long-term best interests of the corporation in mind. This duty requires that directors
ensure that the corporation not only conducts activities appropriate to achieving the
organization’s mission but that the same be done in a way that furthers the best interest
of the corporation. Further, under this duty, directors are responsible to keep corporate
information (and opportunities) confidential. Directors will ensure that no one’s personal
interests, directly or indirectly, either cloud decision-making or are allowed to deflect
attention from or unduly influence the determination of what is in the corporation’s best
interests. Directors must ensure that no director’s, officer’s, or key staff’s own interests (or
the interests of any entity or individual associated with a director, officer, or key staff)
are preferred over the interests of the corporation. Included here is the mandate that
Directors refrain from usurping corporate opportunities. In meeting this duty, Boards are
responsible to adopt and follow a conflict of interest policy ("Conflict of interest" is
shorthand for instances in which “divided loyalties” are or will be perceived as being
present in the organization).
By following such policies, outsiders can be assured that the organization’s governors
acted knowledgeably and in serving the long-term best interests of the corporation

over any party’s personal interests. Procedures for ensuring that this duty is fulfilled are:
notice, scrutiny and minutes. Finally, this duty requires that the Board of Directors work in
concert with each other to the end of making collective decisions.
c)
Duty of Obedience. Under this Duty, Directors are required at all times to: (a)
follow organization’s governing documents (Articles and By-laws) and honor the
organization’s mission; (b) insure that the corporation is complying with all laws and
individually be familiar with the organization’s State and federal reporting requirements
and the content and timely filing of those reports; and follow the organization’s policies.
2.
A grievance shall be made in writing on a designated grievance form, one
grievance per form, and submitted to the President or the Board of Directors at a
regularly scheduled Board meeting. The grievance must be completely described and
a specific remedy proposed. The grievance must be accompanied by documentation
verifying its credibility and must not be directed toward a specific individual.
Grievances may only be filed in sequence and only after any previous grievance is
completely resolved.
3.
Upon receipt of the grievance, the EPIC Executive Committee shall consider the
grievance and shall undertake an immediate fair investigation of the complaint, which
may include private interviews of all parties related to the grievance at the discretion of
the Executive Committee. Each interview will not last more than two hours. The
Executive Committee shall prepare a report to the full Board of its findings with
recommendations for Board approval. The Board may approve, reject or amend the
findings and recommendations. A formal response shall be issued to the grievant within
60 days of receiving the grievance. This response will include the Board approved
findings and resolution of the grievance. This concludes EPIC’s grievance process.

ARTICLE X - INDEMNIFICATION

Section 1: Coverage: To the full extent permitted by any applicable law, this
corporation shall indemnify each person made or threatened to be made a party to
any threatened, pending or completed civil, criminal, administrative, arbitration, or
investigative proceeding, including
a)

A director, officer, employee, or member of a committee of this
corporation, or,

b)

A governor, director, officer, partner, trustee, employee, or agent of
another organization (including employee benefit plans), who while a
director, officer, employee, or member of a committee of this
corporation, is or was serving another organization at the request of this
corporation, or whose duties as a director, officer, employee, or member

of a committee of this corporation involve or involved such service to
another corporation.
Section 2: Indemnified expenditures: Indemnification is mandatory, if, with respect to
the acts or omissions of the person complained of in the proceeding, in person:
a)

Acted in good faith;

b)

Received no improper personal benefit and section 317A.255 Minnesota
Statutes, 1998, as now enacted or hereinafter amended, regarding
conflict of interests has been satisfied;

c)

In the case of criminal proceedings, did not have reasonable cause to
believe the conduct was unlawful; and

d)

In the case of acts of omissions occurring by a director, officer, employee
or member of a committee of this corporation acting in such official
capacity, reasonably believed that the conduct was in the best interests
of this corporation, or whose duties as a director, officer, employee, or
member of a committee of this corporation involve or involved such
service to another organization, reasonably believed that the conduct
was not opposed to the best interests of this corporation.

Section 3: Eligibility, advances, and ancillary recovery: Determination of eligibility for
indemnification payments or advances shall be made in accord with section 317A.521,
subd. 6 of Minnesota Statues, 1998, as now enacted or hereinafter amended.
Advances of expenses incurred which are payable under Section 2 of this Article shall
not be made prior to a final disposition of a proceeding unless same are paid from
insurance policies held by the corporation. Any indemnification realized other than
under this Article shall apply as a credit against the indemnification provided herein.
Section 4: Insurance: This corporation may, to the full extent permitted by applicable
law from time to time in effect, purchase and maintain insurance on behalf of any
person who is or was a director, officer, employee, or member of a committee of this
corporation against any liability asserted against such person and incurred by such
person any such capacity.

ARTICLE XI -AMENDMENTS

Section 1: Submission: Proposed by-law amendments must be submitted to the
Secretary to be sent out with regular meeting announcements and must be reviewed
and discussed at the monthly meeting prior to the voting meeting.
Section 2: Notification: Notification of Bylaw amendments, both for the reviewing
meeting and the General Membership Meeting at which the amending vote will take

place, must occur not less than twenty-one (21) days at the General Membership
Meeting prior to each of these meetings.
This means each meeting concerning Bylaw amendments both to review and to vote
up or down, must have at least a twenty-one (21) day notification both through the
EPIC meetings and to the broader community. The notification shall include the
changes that are proposed.
Section 3: Amending: These EPIC Bylaws may be amended when necessary by a twothirds majority of the members present at a meeting duly called for that purpose.
These Bylaws were approved at a meeting of the General Membership of the East
Phillips Improvement Coalition, Inc. on April 12, 2006, further amended at the April 27th,
2013 Annual Meeting and again amended at the EPIC General Membership Meeting of
August 10th, 2017.

___________________________________

__________________________________

Signature – President of EPIC

Signature – Secretary of EPIC
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