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INTRODUCTION

This notebook presents the policies of the Palos Verdes Peninsula Land Conservancy (PVPLC), as
adopted by the Board of Directors. Although the policies address different aspects of the
Conservancy’s operation, they are interdependent. Each should be interpreted in the context of the
overall organization.

PVPLC has adopted the national Land Trust Alliance’s Standards and Practices, “ethical and technical
guidelines for the responsible operation of a land trust.” The policies in this Manual address each of the
12 standards.

I ETHICS, MISSION AND COMMUNITY ENGAGEMENT

I.1 ETHICS

e PVPLC shall adopt a written code of ethics and adhere to it in implementing PVPLC’s mission, in
its governance and in its operations.

e PVPLC shall adopt a written whistleblower policy that protects individuals who come forward
with information on illegal practices or unethical behavior-.

e PVPLC will not knowingly participate in transactions that are potentially fraudulent or abusive,
as related to conservation easement tax shelters.

.2 POLICY REGARDING MISSION & STRATEGIC PLANNING

The Palos Verdes Peninsula Land Conservancy operates under the direction of a Strategic Plan.
The Strategic Plan will govern the actions of the Board of Directors and the staff, and will
consist of the following sections:

e Vision Statement
e Mission Statement
e Values

e Goals

e Strategies

The Executive Director and staff will develop annual action plans to implement the goals and
strategies outlined in the Strategic Plan. The Board will review the Strategic Plan periodically,
during which the Executive Director will present to the Board a report on the status of Plan
implementation. Any adjustment to the Strategic Plan will be prepared and approved by the
Board.
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1.3 COMMUNITY ENGAGEMENT

The Palos Verdes Land Conservancy engages in the Palos Verdes, San Pedro and greater South Bay
community by doing the following:

Develop an inclusive, welcoming organizational culture that respects diversity.

Seek to engage people who are broadly representative of the community in which PVPLC works
and foster opportunities to connect them with the land.

Develop an understanding of PVPLC’s community, and communicate PVPLC’s work, services
and impact in a manner that resonates with and engages the community.

Build relationships with community leaders and other stakeholders in PYPLC’s community.
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2 COMPLIANCE WITH LAWS

2.1 POLICY REGARDING COMPLIANCE WITH LAWS

It is the policy of PYPLC to comply with all Federal, state and local laws and requirements. This
includes, but is not limited to:

Maintaining federal tax-exempt 501(c)(3) status.
Filing IRS Form 990 annually and documenting that the public support test is met.

Maintaining California nonprofit corporation articles, bylaws, minutes, resolutions, consents and
similar documents and instruments as complete and up to date.

Meeting all Federal and California reporting requirements.

2.2 PVPLC BOARD REVIEW OF FORM 990 POLICY

The Audit Committee shall have the responsibility for reviewing the organization’s Form 990 (including
all pertinent Schedules) before it is distributed to the Finance Committee and to the Board of
Directors for their review and approval prior the Form 990 being filed with the Internal
Revenue Service.

A draft of the Form 990 should be ready for review by the Audit Committee no later than one month
prior to the filing deadline (including extensions properly requested and received from the
IRS).

After the draft of the Form 990 has been obtained by the Audit Committee, they will have no more than
two weeks to complete their review.

In conducting their review of the draft of the Form 990, it is preferred that the Audit Committee shall
conduct a top-level or big-picture type of review. However, if the Audit Committee desires or deems it
necessary to conduct a more detailed review of the Form 990, then they should contact the preparer of
the Form 990 to request copies of the relevant detailed tax return work papers which they would like
to see.

Once the Audit Committee has completed its initial review of the Form 990, a meeting or conference
call will be scheduled with the preparer of the Form 990 (regardless of whether the Form 990 is
externally or internally prepared) to discuss any questions, comments, and suggested revisions identified
by the Audit Committee. If an external preparer is utilized, the Audit Committee shall have
an executive session that may be very brief but without staff or the Treasurer present to
prevent any perception that the preparer did not have an opportunity for an uninhibited
discussion with the members of the Audit Committee.

The preparer of the Form 990 should make any revisions to the Form 990 as soon as feasibly possible to
ensure that the Form 990 is filed with the Internal Revenue Service on a timely basis including any
extensions.

All questions, comments, and suggested revisions set forth by the Audit Committee should be
documented, along with any responses from the preparer of the Form 990, if applicable.

After the Form 990 has been reviewed by the Audit Committee, it shall be distributed to the
Finance Commiittee (in parallel with a copy of revisions expected to be made by the
5
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preparer) for review of the Form 990 Board Report as presented by the staff and
Treasurer. The Form 990 Summary Board Report shall be distributed to the full board of
directors for their review at least two weeks prior to being discussed and approved at a
regularly scheduled board meeting and thereafter filed with the Internal Revenue Service. The
Audit Committee will make a presentation at the [delete “next’’] full Board of Directors meeting to
update the full Board regarding its review of the Form 990. At this meeting with the full Board of
Directors, it is not required for the Audit Committee to review all of their questions, comments, and
suggested revisions; a summary of their more important points will be sufficient.

2.3 PVPLC EMPLOYEE COMPENSATION POLICY

In compliance with Internal Revenue Service guidelines for approval of senior management
compensation, the Board of Directors of the Palos Verdes Peninsula Land Conservancy (“PVPLC”) will
follow the following review and approval guidelines.

Individuals Subject to this Policy (defined as “Covered Individuals™):

Executive Director: The individual or individuals who have the ultimate responsibility for
implementing the decisions of PVPLC’s governing body or for supervising the management,
administration, or operations of PYPLC, including PVPLC’s top management official and top
financial official. If this ultimate responsibility resides with two or more individuals who may
exercise such responsibility in concert or individually, then each individual should be included.

e Key Employees: Individuals who are not an Executive Director of PVYPLC, but who meet all of
the following tests (I, 2 and 3), applied in the following order (This definition is based on the
2014 IRS Form 990 Instructions for Part VI, Section A, Column C. If the tax code changes or a
complex case arises, the current tax code should be consulted for guidance):

Compensation Test: Receives compensation from the PVPLC in excess of $150,000 per year.

Responsibility Test:
a. Has responsibilities, powers, or influence over the PVPLC as a whole that is similar to
those of officers, directors, or trustees; or

b. Manages a discrete segment or activity of the PVPLC that represents 10% or more of
the activities, assets, income, or expenses of the PVPLC, as compared to the PVPLC as a
whole; or

c. Has or shares authority to control or determine 10% or more of the organization's
capital expenditures, operating budget, or compensation for employees.

Top 20 Test: Is one of the 20 employees other than officers, directors, and trustees who satisfy
the $150,000 Test and Responsibility Test with the highest reportable compensation from the
PVPLC.

Procedure for Approving Compensation

In reviewing and approving the compensation of any Covered Individuals, the PVPLC Board of
Directors, or a delegated committee of the Board, will utilize the following process:

Impartial Decision Makers. The compensation arrangement must be approved in advance (before any
payment is made) by the Board of Directors composed entirely of individuals who do not have a conflict
of interest with respect to the compensation arrangement (example: neither the executive whose

6
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compensation is being determined nor any of his/her family members may be present during the
discussion/debate or participate in the vote).

Comparability Data. When the Board of Directors is considering compensation to Covered Individuals,
it must rely on comparability data that demonstrate the fair market value of the compensation in
question. For example, when crafting compensation packages, the Board of Directors must secure data
that documents compensation levels for similarly qualified individuals in like positions at like
organizations.

This data may include the following:
a) Expert compensation studies by independent firms;
b) Written job offers for positions at similar organizations;

c) Documented telephone calls about similar positions at both nonprofit and for-profit organizations;
and

d) Information obtained from the IRS Form 990 filings of similar organizations.

Concurrent Documentation. The Board of Directors must document how it reached its decisions,
including the data on which it relied. To qualify as concurrent documentation, written or electronic
records of the Board of Directors (such as meeting minutes) must note:

a) The terms of the compensation and the date it was approved;

b) The members of the Board of Directors who were present during the debate on the compensation
that was approved and those who voted on it;

c) The comparability data obtained and relied upon and how the data were obtained; and

d) Any actions taken with respect to consideration of the compensation by anyone who is otherwise a
member of the Board of Directors but who had a conflict of interest with respect to the decision on the
compensation.

2.4 PVPLC WHISTLEBLOWER (EMPLOYEE PROTECTION) POLICY

If any employee reasonably believes that some policy, practice, or activity of the Palos Verdes Peninsula
Land Conservancy is in violation of law, a written complaint must be filed by that employee with the
Executive Director or any member of the Executive Committee.

It is the intent of the Palos Verdes Peninsula Land Conservancy to adhere to all laws and regulations that
apply to the organization and the underlying purpose of this policy is to support the organization’s goal
of legal compliance. The support of all employees is necessary to achieving compliance with various laws
and regulations. An employee is protected from retaliation only if the employee brings the alleged
unlawful activity, policy, or practice to the attention of the Palos Verdes Peninsula Land Conservancy
and provides the Palos Verdes Peninsula Land Conservancy with a reasonable opportunity to investigate
and correct the alleged unlawful activity. The protection described below is only available to employees
that comply with this requirement.

The Palos Verdes Peninsula Land Conservancy will not retaliate against an employee who in good faith,
has made a protest or raised a complaint against some practice of the Palos Verdes Peninsula Land
Conservancy, or of another individual or entity with whom the Palos Verdes Peninsula Land
Conservancy has a business relationship, on the basis of a reasonable belief that the practice is in
violation of law, or a clear mandate of public policy.
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The Palos Verdes Peninsula Land Conservancy will not retaliate against employees who disclose or
threaten to disclose to a supervisor or a public body, any activity, policy, or practice of the Palos Verdes
Peninsula Land Conservancy that the employee reasonably believes is in violation of a law, or a rule, or
regulation mandated pursuant to law or is in violation of a clear mandate of public policy concerning the
health, safety, welfare, or protection of the environment.

My signature below indicates my receipt and understanding of this policy. | also verify that | have been
provided with an opportunity to ask questions about the policy.

Employee Signature Date
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3 BOARD ACCOUNTABILITY

3.1 ROLES AND RESPONSIBILITIES OF BOARD MEMBERS

Board members are committed community leaders in the business, academic, philanthropic, scientific,
and public sectors who bring diverse backgrounds, expertise, and contacts to support the Conservancy’s
mission. Board members are responsible for providing guidance and local expertise to PVPLC for the
accomplishment of the Conservancy’s mission. The board shall be substantially composed of
independent members to reduce risk arising from conflicts of interest. No staff member may serve as
the board’s presiding officer or treasurer.

Specifically, board members:

Monitor PYPLC'’s Progress: Work with staff to monitor progress and performance of the
organization, ensure that programs are ambitious, effective, and operating in conformance with
PVPLC’s mission, and that budgets are realistic and being met.

Financial Oversight: Review and approve the annual budget, work to ensure that sufficient
financial resources are available, receive and review financial reports and statements during
regular board meetings, review the externally prepared financial audit and adopt written policies
for the responsible and prudent investment, management and use of financial assets.

Fundraising: Insure that PVPLC has the resources to effectively implement its programs and
mission. This includes personal contributions significant to each person's capacity, assisting with
fundraising by providing contacts and making calls, assisting in efforts to secure public resources,
and serving as emissaries of the organization to expand awareness and enhance support.

Capital Campaign: Are committed to one hundred percent philanthropic participation in any
capital campaign with a gift significant to each person’s capabilities.

Planning: With staff input and support, develop strategic and annual operating plans for the
organization that are consistent with the broad direction of PVPLC. Monitor, and when
appropriate, revise such plans.

Project review: Using their knowledge of the local community, review the project priorities of
the organization.

Presence and Support: Assist staff to establish and maintain effective acquisition strategies.
Help establish appropriate relationships with business organizations, other environmental
groups, local community groups, universities, and local units of government.

Personnel: Either through its leadership or through a group appointed for the purpose, work
with the appropriate staff in hiring, reviewing performance of, or terminating the Executive
Director.

Board members are also expected to attend board meetings, be willing to volunteer for special
assignments, and attend special events, field trips, receptions, and other activities designed to assist
and/or promote PVPLC. It is expected that there will be opportunities for Board members, as
community leaders, to provide appropriate access for staff and other board members to persons who
can be useful to the ongoing activities of the organization and to provide information and ideas from the
community.

3.2 POLICY REGARDING PVPLC COMMITTEES
It is the policy of PYPLC to maintain a variety of committees for the following purposes:
To provide review and recommendations regarding organizational plans and policies

9
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To provide assistance with the operations of the organization
To provide community participation in and input into for PVPLC activities

To provide a training and evaluation ground for potential members of the Board of Directors

All committees/task forces/advisory boards may be established with approval by a vote of the Board of
Directors. Each committee/task force/advisory board shall have a job description. All descriptions shall

include:

Responsibilities of the Committee Chair

Responsibilities of the members

Types of members (community, special skills, etc.)

Recommended meeting frequency

The Strategic Plan section that directs or supports their operation

The staff position responsible for working with the committee

In general, PYPLC will have the following types of committees:

Policy Committees — These committees are led by a board member. The members of the
committee will be mostly board members, although there may be non-board members where
appropriate. They include but are not limited to the Executive Committee, Governance
Committee, and the Human Resources Committee (when dealing with ED evaluation and other
sensitive matters).

Financial Committees — These committees are led by board or community members. The
members of each committee will include at least one board member and, if desired, community
members with financial expertise. The Treasurer is Chair of the Finance Committee and with
the exception of the Audit Committee, is a member of all Financial Committees.

Membership in the Audit Committee shall comply with the California Registry of Charitable
Trusts Nonprofit Integrity Act of 2014 for non-profits with gross revenues of $2 million or
more as follows:

The audit committee cannot include staff members, the Executive director, or the Treasurer.

Members of the Finance Committee may serve on the audit committee, but cannot comprise 50
percent or more of the audit committee.

The chairperson of the Audit Committee may not be a member of the Finance Committee.

Program Committees — These committees are led by a staff person or a board member. In
some cases, there may be a volunteer chairperson. If a board member does not chair the
committee, a designated board member, as a board liaison, should attend meetings and provide
reports to the Board. They may include but are not limited to Personnel/Human Resources,
Special Events Committee(s), Stewardship, Fundraising, Marketing and Outreach, and Education.

Task Forces, Ad Hoc, Liaisons & Temporary Committees — Established for specific purposes or
on an as needed basis, with leadership and composition as appropriate for their purposes.

Advisory Councils/Boards — Established for specific projects and/or properties on an as needed
basis, with leadership and composition as appropriate for their purpose.
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4

4.1

CONFLICTS OF INTEREST

POLICY REGARDING CONFLICT OF INTEREST

The Board of Directors is the legal entity for PVPLC and is responsible for the formulation and
maintenance of PVPLC’s general policies and operational continuity.

Each Board member must devote time and attention to the affairs of PYPLC to ensure that all PYPLC
actions, including those of Staff and committees (including committees of donors/members), are in
accordance with its established bylaws. In establishing policies or authorizing activities, the Board must
ensure that no policies or activities will jeopardize the basic not-for-profit status of PVPLC or will reflect
unfavorably upon PVPLC as an institution devoted to public service.

The Board holds the fiduciary responsibility for PVPLC and for the protection of its assets. These assets
include, but are not necessarily limited to, land holdings, physical facilities, financial assets, and the staff
itself. The following policies govern the actions and activities of members of the Board and staff:

Board members should not attempt to act in an individual capacity. Actions should be taken as
Board, committee, or subcommittee; all actions should be in conformance with the bylaws or
applicable policies, procedures, and resolutions. Board members should work for the institution
as a whole and not as advocates for particular activities, committees or outside interests. Staff
efforts will be guided by the PVPLC mission, Board-approved strategy, committee-approved
plans, bylaws, and policies. Individual Board members will refrain from directing staff efforts,
except that the Board President shall provide direction to the Executive Director.

Board members will not provide business or professional services for a fee to PVPLC. The
donation of goods or services by a Board member, a member of a Board member’s family, or an
enterprise in which a Board member or a member of a Board member’s family has a material
financial interest will not be considered a Conflict.

To avoid potential conflict and/or liability, PVPLC Officers, Board Members, and Committee
Members will not provide legal services or representation to PYPLC for any significant legal
matters. These individuals may, however, provide incidental advice to PVPLC within that
attorney's usual area of expertise as may be appropriate in certain circumstances. Since many
malpractice insurance policies for attorneys have specific exclusions and do not insure attorneys
acting in other capacities, PVPLC will seek outside pro-bono counsel for all significant matters
requiring legal representation.

Board members and Staff should keep information learned during the course of PVPLC activities
in confidence when the information concerns the administration and activities of PVPLC that are
not generally available to the public. Board members are not to discuss donor information or
landowner/land project details inappropriately with anyone outside of PVPLC.

Board members, Staff and volunteers will not make unauthorized use of PVPLC resources for
private purposes.

Board members shall not also serve as Staff.
PVPLC will not provide loans to directors or officers.

Expenditure of PVPLC funds will always be in accordance with applicable laws and consistent
with the terms specified by the donor of those funds.

A Conflict of Interest (referred to as “Conflict” below) is defined as any contract or other
transaction between the Conservancy and a Board member or a member of the family of the
Board member;



Palos Verdes Peninsula Land Conservancy - Policy Manual 2018

A Board member of a related organization, or a member of the family of a Board member of a
related organization; or

An enterprise in which the Board member, or a member of the family of the Board member, is a
Board member, officer, or legal representative or has a material financial interest.

Board Member’s Obligations: Each Board member has the following responsibilities and obligations.

To disclose to the Board the existence of any real or apparent Conflict. The orientation
process for new Board members will present this Code of Ethics and request disclosure of any
current conflicts.

To abstain themselves from Board or committee discussions on any such project or transaction
involving their Conflict unless requested by the Board or committee to give information on the
issue.

To abstain from voting on any such issue related to their Conflict.

If so requested by the Board, to take a temporary leave of absence from the Board, until such time as
the matter giving rise to the Conflict has been resolved.

If a transaction or project of the Conservancy involves a Conflict which is real or apparent, by a Board
member or the Executive Director, the Board will do the following:

Approve of such project or transaction only if the Board makes specific findings that the project
or transaction is both fair and benefits the Conservancy and its objectives and is approved with
the full knowledge of the economic benefit of the Board member involved in the Conflict, and
any affected Board member has not participated in the vote approving the transaction or project
and was absent both during the related discussions and at the time of the Board vote on the
matter.

For projects or transactions approved by the Board, a disclosure form must be filed by the
Board member. The disclosure form is contained in the Exhibit Section of this document.

If the Board determines that the nature and magnitude of the Conflict warrants the same, the
Board will request that the affected Board member take a leave of absence from the Board for
such a period of time as the Board may determine.

Staff Obligations: If a transaction or project of the Conservancy involves a Conflict which is real or
apparent, by a staff member, the Executive Director will do the following:

4.2

Approve of such project or transaction only if he or she makes specific findings that the project
or transaction is both

Fair and benefits the Conservancy and its objectives and is approved with the full knowledge of
the economic benefit of the staff member involved in the Conflict,

Require that a disclosure form be filed by the staff member.

POLICY ON LAND USE ISSUES & PUBLIC ADVOCACY

The Palos Verdes Peninsula Land Conservancy generally maintains a non-advocacy stance with respect
to land use issues. The PVPLC will intervene or take a position on land use issues only if an issue affects
land it owns, conservation easements it holds, or lands it manages.

The PVPLC is a nonprofit organization. As such, it does not support or oppose candidates for public
office or political parties and only acts on issues related to the organization’s mission that are consistent
with this Policy on Land Use Issues.
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The Board President and the Executive Director or a specified designee may speak or sign on behalf of
the organization or take action on local, state, or federal public policy issues when the issues have the
potential to directly affect the ability of the organization to fulfill its mission and are consistent with this
Policy on Land Use Issues.

Staff members may participate in regional or statewide coalitions and advocacy efforts to public officials
if authorized by the Executive Director and if such efforts are consistent with all approved organizational
policies including this Policy on Land Use Issues.

The organization may take a position on bond measures, other ballot initiatives as permitted by the
bylaws, or matters pending a vote before a local, state or federal governing body, if the position is
approved by a vote of the Board of Directors. Once a position is approved, the organization may
support a measure or ballot initiative through contributions and/or public advocacy efforts.

With respect to elections:

The President and the Executive Director of the Conservancy shall not publicly endorse or
oppose any candidate for elected office.

No Board member shall endorse, in his or her capacity as an officer or Board member of the
Conservancy, any candidate or ballot measure for public office.

The PVPLC may endorse a ballot measure only with prior specific Board of Directors approval
and as permitted by the Bylaws.
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5 FUNDRAISING

5.1 FUND RAISING POLICY

Responsibility for ensuring sound policy and performance in fund raising rests with the Board of
Directors. Although the Board may delegate aspects of fund raising to others, including committees and
staff, the Board of Directors sets the policies for all activities and requires that they be conducted in
accordance with the standards hereby set by the Board.

Fund raising activities affect not only the current fiscal strength of the organization but also its long term
credibility and stature in the community. All fund raising must be conducted in such a way as to bring
credit to PVPLC. The following policies will govern PVPLC’s fundraising activities:

I. Accuracy. All representations in promotional, fund raising and other materials created or
distributed by PVPLC must be accurate and not misleading as to its accomplishments and
activities, the intended uses for the funds and all other matters.

2. Accountability. All funds received in response to a solicitation must be spent or allocated for
the purpose(s) identified in the solicitation. If the funds were not specifically solicited, they must
be spent in a manner consistent with the organization’s budget approved by the Board of
Directors. If funds are donated for specific purposes, they must be spent or allocated in
accordance with the stated wishes of the donor. If that is not possible and the donor does not
choose another purpose, the funds will be returned to the donor.

3. Reasonable Cost/Benefit Relationship. The overall costs of fund raising must be a
reasonable percentage of funds raised and must be consistent with those of similar
organizations.

4. Compliance with Law. PVPLC must comply with all relevant laws relating to fundraising,
including state charitable solicitation laws and the laws governing its tax exempt status.

5. Tax Deductions. If the donor receives a premium or other substantial benefit in exchange for
a contribution, PYPLC must inform the donor that only the portion of the contribution in
excess of the fair market value of the benefit is tax deductible, following the requirements of the
IRS.

6. Board Approval. All fund raising activities must be included in an Annual Fundraising Plan
submitted to the Board for review and approval. The Plan may be modified during the year with
the approval of the Board of Directors. For fundraising activities not included in the annual
Fundraising Plan, as initially approved, a detailed written description of the proposed activity
together with a projected budget must be provided to the Board of Directors for review and
approval. Fundraising on behalf of PYPLC by groups or individuals outside the organization must
conform to the Policy Regarding Use of PYPLC Name.

7. Record Keeping. All expenses incurred in connection with a fundraising activity are, as much
as possible, to be charged to the activity’s budget, including printing, staff time, mailings, mileage,
and food. A summary financial report of income and expenses of the activity must be prepared
for review by the Board of Directors following the completion of the activity.

8. Privacy. Donor privacy concerns are honored.
OPERATING FUND
On-going operations of PVPLC are paid for through the operating fund. The Board of Directors has

authorized the use of moneys in the operating fund deriving from the following sources:

14
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I. Donations. Unrestricted donations to the organization provide significant support to
operations. Although donors to the organization may be referred to as “Members,” actual
voting membership in the organization is restricted to members of the Board of Directors.
Donations are solicited through mailing programs, renewal requests, the PVPLC newsletter,
events, on-site passive solicitations and similar activities.

2. Foundation Grants. Portions of the operating fund may be paid by foundation grants, often
designated for use only for specific aspects of the operations of PYPLC. Grants for specific
purposes should be tracked separately.

3. Government Grants. Portions of the operating fund may be paid by government grants,
always designated for use only for specific projects. Grants for specific projects should be
tracked separately.

4. Contracts. PVPLC enters into contracts to perform certain tasks, generally for government
entities. All work required under contracts should be completed in a timely manner and be
adequately documented.

5. Annual Giving Programs. Annual giving programs may be created, terminated, or revised
from time to with notification to the Board.

6. Investment Income. Investment income is allocated according to the Special Funds and
Disbursement Policy.

7. Special Events. PVPLC may undertake a variety of special events as fund-raisers. In some
cases special events income accrues to the general fund and in some cases it is earmarked for a
specific project or aspect of operations.

8. Sale of Products and Services. PVPLC may sell products and services. Products may
include merchandise and native plants from its plant nursery, but are not so limited. Services
may include stewardship labor, materials, monitoring, planning and advice, education
programming delivery and advice, or research planning, monitoring and operations, but are not
so limited. PVPLC may also license its intellectual property to vendors or others. This income
goes to the general operating fund.

CAPITAL CAMPAIGNS

When appropriate, PYPLC may undertake a capital campaign to provide funds for specific purposes as
announced in the campaign.

PLANNED GIVING

PVPLC receives funds through various forms of planned giving all planned giving activities will be
carried out in accordance with a Planned Giving Program approved by the Board of Directors, and in
accordance with other appropriate policies and procedures.

5.2 POLICY REGARDING THE USE OF PVPLC NAME

The Conservancy does not permit use of the names “Palos Verdes Peninsula Land Conservancy” or
“PVPLC,” or use of the Conservancy’s logo or of any other name or logo the Conservancy may use now
or in the future, by any other individual or organization without the written approval of PVPLC.

Those wishing to use PYPLC’s name or logo must submit a written proposal to the Executive Director
that provides the following information:

Description of event, activity or other use, which must include

Nature of the event, activity or other use
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Purpose of the event, activity or other use

Date(s), time(s) and location(s) of the event, activity or other use
Target audience, if any

Expected attendance or response

History of the event, activity or other use

Future plans for the event, activity or other use

Expected results or success

Name and contact information of the organization/person organizing or responsible for the
event, activity or other use

Identification of other major sponsors, donors, beneficiaries, supporters, advertisers, vendors,
and similarly involved people or organizations

Rationale for use of the Conservancy’s name or logo (why should the Conservancy be involved,
what are the benefits to the Conservancy)

Description of how the Conservancy’s name or logo would be used

Potential or expected commitment of Conservancy staff or volunteer time, or Conservancy
funds

Where appropriate, the Executive Director will submit the proposal to the Board of Directors for
review and approval.

5.3 GIFT ACCEPTANCE POLICY
PURPOSE

This policy serves as a guideline to members of the PVPLC staff involved with accepting gifts to the
organization, to outside advisors who assist in the gift planning process, and to prospective donors who
wish to make gifts to PYPLC. This policy allows for some flexibility on a case-by-case basis. Any gift
crediting or accounting values provided in this policy may be superseded by legal requirements or
generally accepted accounting standards.

CASH AND EQUIVALENTS

All gifts by cash, check, credit card or approved electronic transfer method, shall be accepted by PVPLC
regardless of amount.

Checks shall be made payable to PVPLC. They may be designated for a particular program or project at
PVPLC. In no event shall a check be made payable to an individual who represents PVPLC.

Pledges may be payable in single or multiple installments, which must be specified at the time of the
pledge. All donors must complete a pledge form or confirm the pledge in writing.

PUBLICLY TRADED SECURITIES
Readily marketable securities, such as those traded on a stock exchange, can be accepted by PVPLC.
Gift securities must be sold immediately by PVPLC.

For PVPLC gift crediting purposes, the value of the securities is the value on the date of the gift. For
accounting purposes, the value of the gift is the amount received by the organization from the sale of the
securities. These amounts may or may not be identical.
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CLOSELY HELD SECURITIES

Non-publicly traded securities may only be accepted after consultation with the Treasurer and, if
appropriate, the Outside Investment Manager.

Prior to acceptance, the PVPLC Treasurer shall explore methods of liquidation for the securities
through redemption or sale. The PVPLC Treasurer shall try to contact the closely held corporation to
determine:

An estimate of fair market value
Any restrictions on transfer

No commitment for repurchase of closely held securities shall be made prior to completion of
the gift of the securities.

REAL ESTATE

This policy only applies to real estate gifted for fund raising. Property donations for preservation are
governed by the Preservation Policy.

Potential gifts of real estate must be reviewed and approved by the Board of Directors before a
commitment to accept them is made.

Unless a specific determination otherwise is made by the Board of Directors, the donor is responsible
for obtaining an appraisal of the property. The cost of the appraisal is born by the donor. The date of
the appraisal, or any update of the appraisal, must be within 12 months of the gift date.

Due to the expenses associated with gifts of real estate, only gifts with a value in excess of $50,000 will
be accepted.

Prior to deeding to PVPLC, the donor must provide the following documents:
Real estate deed
Real estate tax bill
Preliminary change of ownership form
Plot plan (if available)
Substantiation of zoning status
Title Insurance or Preliminary Title Report

Physical Inspection report (if deemed necessary by PVPLC)

Depending on the value and desirability of the gift, the donor’s connection with PYPLC and the donor’s
past gift record, the donor may be asked to pay for all or a portion of the following:

Maintenance costs

Real estate taxes

Insurance

Real estate broker’s commission and other costs of sale

Appraisal costs

For PVPLC’s gift crediting and accounting purposes, the value of the gift is the appraised value of the real
estate. (Note: A nonprofit can choose to exclude from the value of the gift costs for maintenance,
insurance, real estate taxes, broker’s commission, and other expenses of sale.)
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LIFE INSURANCE

PVPLC will accept life insurance policies as gifts only when PVPLC is named as the owner and
beneficiary of 100% of the policy.

If the policy is a paid-up policy, the value of the gift for PVPLC’s gift crediting and accounting purposes is
the policy’s replacement cost.

If the policy is partially paid up, the value of the gift for PVPLC'’s gift crediting and accounting purposes is
the policy’s cash surrender value. (Note: For IRS purposes, the donor’s charitable income tax
deduction is equal to the interpolated terminal reserve, which is an amount slightly in excess of the cash
surrender value.)

TANGIBLE PERSONAL PROPERTY
Gifts of tangible personal property to PVPLC must have a use related to PVPLC's tax exempt purpose.

Gifts of jewelry, artwork, collections, equipment, and software shall be accepted after approval by the
Executive Director, with review and approval of the Board of Directors where appropriate, of the
usefulness toward the organization’s mission and/or the potential resale value.

Such gifts of tangible personal property defined above may be used by or sold for the benefit of PVPLC.

No property that requires special display facilities or security measures shall be accepted by PVPLC
without an evaluation of the ongoing costs incurred to provide such facilities or security. A donor may
be requested to contribute such costs as a condition of acceptance of the gift.

Depending upon the anticipated value of the gift, PVPLC may accept an appraisal provided by the donor,
or may require that a qualified outside appraiser value the gift before accepting it.

PVPLC adheres to all IRS requirements related to disposing gifts of tangible personal property and filing
appropriate forms.

PLANNED GIVING

PVPLC offers the following planned giving options:
Charitable gift annuities
Deferred gift annuities
Charitable remainder trusts

Bequests

Complex planned gifts may be accepted in cooperation with the California Community Foundation or
other Board approved entities.

CHARITABLE GIFT ANNUITIES

Administrative fees shall be paid from the income earned on the charitable gift annuity.
The minimum gift accepted to establish a charitable gift annuity is $5,000.

No income beneficiary for a charitable gift annuity shall be younger than 60 years old.

PVPLC follows the American Council on Gift Annuities, or if it no longer exists, a replacement or
similar organization’s suggested rates.

DEFERRED GIFT ANNUITIES

Administrative fees shall be paid from the income earned on the charitable gift annuity.
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The minimum gift accepted to establish a deferred gift annuity is $5,000.
No income beneficiary for a deferred gift annuity shall be younger than 30 years old.

PVPLC follows the American Council on Gift Annuities or if it no longer exists, a replacement or similar
organization’s suggested rates.

CHARITABLE REMAINDER TRUSTS

If the costs of drafting and administering the trust are born by PVPLC, the minimum to establish a
charitable remainder trust will be $100,000.

Management fees for the administration of a charitable remainder trust when PVPLC is named as trustee
or co-trustee shall be paid from the income of the trust.

Investment of a charitable remainder trust shall be determined by the fiduciary hired to manage the
trust. No representations shall be made by a PYPLC employee or person acting on behalf of PVPLC as
to the management or investment of such charitable remainder trust.

The payout rate of a charitable remainder trust shall be determined in consultation with the donor and
PVPLC investment advisor, subject to legal requirements and shall reflect the number of beneficiaries,
their ages, and the size of the trust.

BEQUESTS

Assets transferred through bequests that have immediate value to PVPLC or can be liquidated shall be
encouraged by the development staff. Gifts that appear to require more cost than benefit shall be
discouraged or rejected.

Donors who have indicated that they have made a bequest to PVPLC may, depending upon the
individual situation, be asked to disclose, in writing or by copy of the will, the relevant clause that
benefits PVPLC as evidence of their gift. This information is used for internal financial purposes and is
not binding on the donor. This information must be held in confidence, except when disclosure is
expressly permitted by donor.

ENDOWMENT FUNDS

I. An “Endowment Fund” is defined as a segregated investment account holding Permanently Restricted
contributions where the purpose and disposition of funds are controlled by an endowment agreement
or letter mutually agreed between the establishing donor(s) and PVPLC (the “Endowment Agreement”).

2. There are practical and financial costs to establishing and maintaining an Endowment Fund that by law
must be accounted for and managed separately from other investment funds. There is no minimum
contribution required for PVPLC to accept additional donations into an existing Endowment Fund.
However, to establish a new Endowment Fund, the Endowment Agreement must meet the following
requirements:

The purpose of the new Endowment Fund must be distinguishable from existing Endowment
Funds that are open for new contributions.

The Endowment Agreement must be approved by the Executive Director and the Executive
Committee with consideration given to the guidance in paragraph 3 below.

3. Without limiting the ability of the Executive Director and Executive Committee to establish a new
Endowment Fund, it is noted that perpetuity is a long time, and it is recommended for administrative
convenience and flexibility in investment management that Endowment Agreements should incorporate
these preferred standard policies:
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e That any new Endowment Fund will be initiated with a meaningful level of funding to support its
new purpose; for reference, a $500,000 initial fund balance can only be expected to provide an
annual distribution of $20,000 to $25,000 based on a prudent long term distribution rate of 4%
to 5%;

e That the percentage of the fair market value of the fund to be distributed to pay for PVPLC
Operations (and/or the specific program or project designated by the Endowment Agreement)
will be in accordance with the PVPLC Investment Portfolio Distribution policy as may be
amended by the Board of Directors from time to time;

e That the Endowment Fund is to be managed in accordance with the PVPLC Investment Policy as
may be amended by the Board of Directors from time to time;

e That the Endowment Fund may be managed by the Investment Committee together with other
Permanently Restricted funds to be managed in accordance with the PVPLC Investment Policy in
a single bank or brokerage account;

e That future contributions into the Endowment Fund may be accepted by PVPLC from other
donors who donate based on the terms in the related Endowment Agreement.

It is noted that recognition of a specific individual for sufficiently large contributions into an existing
Endowment Fund can be accomplished via recognition in PYPLC publications, etc., as if a new named
fund has been established.

4. Living donors to an Endowment Fund shall receive an annual report detailing the investment
performance, distributions, and intended use of distributions from the fund.

5.4 POLICY REGARDING COMMERCIAL RE-SALE ITEMS

Any products considered for purchase and sale by the Palos Verdes Peninsula Land Conservancy must
be evaluated for compliance with the following policies:

The items must be consistent with the Organization's mission and philosophy and broaden
public awareness of the PVPLC.

All products purchased, wholly or in part, by the PVPLC for resale should have (if practical) the
organization's name or logo on them.

Items should have a reasonable expectation of generating a profit for the organization.
Consideration must be given to the organization's storage capacity.

Consideration must be given to the carrying cost of the inventory.

Consideration will be given to the environmental footprint of the product.

Consignments will not be accepted.

5.5 POLICY REGARDING SIGNAGE ON PROPERTIES

The policy of the PYPLC shall be to minimize the number of plaques and signs on properties. However,
identification of PVPLC on all properties owned, managed, or held via conservation easement by PYPLC
shall have signage reflecting PVPLC’s involvement.

Consistent with the policy of the city, county or other jurisdiction in which the property is located,
signage will be considered only in the following cases:

To provide directions, trail names, and permitted and prohibited uses.
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To provide identification of and information about the history, habitat or other relevant material
regarding the property.

To recognize major donors where such recognition is required to obtain a donation and when
the Board has approved such recognition in advance. .

To provide warnings or other information concerning construction, closures, conditions, etc.

For non-preservation property used or occupied by the Conservancy, to provide tenant/user
identification.
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6 FINANCIAL AND ASSET MANAGEMENT

6.1 POLICIES REGARDING FINANCIAL MANAGEMENT

It is the policy of PYPLC to manage its finances and assets in a responsible and accountable way. The
Board of Directors is responsible for oversight of the organization’s finances and operations.

BUDGET

The Board of Directors will approve an annual budget for the organization. The budget is prepared by
the Executive Director in consultation with appropriate staff members. It should be submitted to the
Finance Committee for review in sufficient time for it to be submitted to the Board of Directors before
the beginning of the fiscal year.

The budget shall reflect PVPLC’s annual programs and activities. It shall develop and implement
strategies to address any deficit spending trends, assess the nature and variability of revenue and seek to
diversify funding sources. Operating reserves shall be built and maintained to sustain operations.
Dedicated funds shall be sufficient to cover the long term costs of stewarding and defending PVPLC’s
land and conservation easements.

Reports should be provided to the Finance Committee on a monthly basis that show the organization’s
position with respect to the budget; after review, key reports should be provided to the Board for
review and acceptance (see below, Financial Reporting).

DELEGATION OF FINANCIAL AUTHORITY

The Board should annually review and approve the list of signers of organizational accounts. Since the
Treasurer has oversight over financial matters, he or she should not be a signer on the operational
accounts.

All Board authority delegated to staff is delegated through the Executive Director, so that all authority
and accountability of staff — as far as the Board is concerned — is considered to be the authority and
accountability of the Executive Director. The Executive Director is authorized to manage the
organization in accordance with the approved budget and all approved policies and procedures.

Subject to other Policies of the organization, the Executive Director is authorized to sign contracts and
agreements for services, to execute purchase agreements, and to expend funds as long as:

Such agreements and expenditures are no more than 0% greater than the amount designated
for that line item in the approved budget

The overall expenditures of the organization are not greater than the approved budget.

Any proposed expenditures that are not in conformance with these requirements shall be presented to
the Finance Committee and must be approved by the Board of Directors before the expenditure is
made.

If any contracts and agreements use language materially different from the language of previously
approved contracts and agreements, the Executive Director shall have the language approved by legal
counsel before signing.

FINANCIAL REPORTING/REVIEW
All financial information shall be entered into the organization’s financial system in a timely manner.
On a monthly basis, an independent accountant (IA) shall review the financial reports from the financial

system, reconcile the bank accounts (received from the Executive Director), and the transfer summary.
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The IA shall provide a monthly report, including all required financial statements as detailed in the
Accounting Procedures Manual, to the Executive Director and the Treasurer.

Upon receipt of the monthly report from the IA, no changes shall be made to the worksheets from the
IA, but additional worksheets shall be added to provide an accurate management (actuals vs. budget)
report with explanations for variances. This report shall be submitted to the Finance Committee. Each
Project Manager shall be provided with a report each month on the financials of his or her program
area(s).

An Independent Audit shall be performed each year, under the direction of the Audit Committee (which
shall select the firm or person to conduct the Audit). The Audit Committee and the Treasurer shall
work with the Executive Director to address any issues raised in the Management Letter

The organization’s tax return (990) shall be filed with the IRS by the filing deadline.
INTERNAL CONTROLS

Maintaining adequate internal controls is a requirement of organizational management. Internal controls
are specified in the Accounting Procedures Manual (APM), which must be followed by all staff members.

Although this is not a complete list, the following are important internal controls policies for the
organization:

Checks over $5,000 require two signatures, with the approved signers which are approved
annually by the Board of Directors. The check signers shall review the cash disbursement
voucher for the proper approved authorization and supporting documentation of expenses.

All expenditures must be approved in advance. Staff members may authorize expenditures
consistent with the budgets for their programs.

Adequate physical controls must be maintained over receipts from time of mail opening until
time of bank deposit, as spelled out in the APM.

Staff members who handle accounting are required to take vacations at regular intervals and to
have the accounting function managed by another staff member during their absence.

All expenditures of grant funds shall be documented in a manner that allows the organization to
demonstrate that funds were used effectively for the purpose for which they were donated or
granted.

All employees must have a current employment folder which contains wage rates, benefits;
taxes withheld each pay period, and any changes in employment status. All employees must
complete time sheets which shall be approved by the Project Manager and the Executive
Director. Payroll disbursements shall be reviewed by the Executive Director.

PROJECT MANAGEMENT

For every project, PVPLC will designate a Project Manager. This includes grants, management contracts,
special events and programs. The Project Manager has responsibility for:

Managing the project or program budget in accordance with the approved PVPLC budget,
including approving all expenditures and receivables.

If a new project (grant, contract, etc.) that is not included in the approved budget is proposed,
the Project Manager must obtain approval from the Executive Director for the project and the
project budget. Where appropriate, the Executive Director should seek board approval.

Submitting invoices for payments on reimbursable grant funds on a timely basis, following the
APM.

23



Palos Verdes Peninsula Land Conservancy - Policy Manual 2018

Reporting on the progress of the grant, both to the grantor and the Board of Directors.

Following approved procedures for selecting contractors (including obtaining bids where
appropriate, using approved contracts and obtaining approval from the Executive Director for
any major contracts or expenditures).

Maintaining a project file and summary sheet with information regarding the status of the grant,
copies of all invoices, contracts and change orders (if any), reports, plans, maps,
correspondence, and any other relevant documentation.

6.2 POLICY REGARDING INVESTMENTS

PURPOSE OF THE INVESTMENT POLICY

The Investment Policy pertains to Endowment Funds and investment funds specified in the
annual budget process (the “Portfolio”). These funds are to be reviewed annually during the budget
process and reported to the Board of Directors and to the Investment Committee by the Executive
Director and the Treasurer. The Investment Policy is to provide a clear statement of the policies of
PVPLC’s Board of Directors regarding these areas:

e The role of the Board of Directors and the Investment Committee;
« The investment objectives for the PVPLC investment portfolio;

« Guidelines regarding permissible investments, diversification requirements, asset allocations,
rebalancing and other aspects of the management of the investment portfolio;

« Performance Measurement and Reporting; and
« Potential use of third party investment managers.

Related policy areas covered in other sections of the Policy Manual include: Investment Portfolio
Distributions for program and operational purposes (section 6.3); gifts of securities (section 5.3);
establishing Endowment Funds (section 5.3); and the Board’s budgetary control which would include any
expenditures funded by investment portfolio distributions (section 6.1).

6.2.1 ROLE OF THE BOARD OF DIRECTORS

The Board of Directors has ultimate responsibility for the investment and management of
PVPLC’s investment assets and oversees the investment assets of PVPLC through the stated policies in
the PVPLC Policy Manual and the roles defined in the Investment Committee Charter.

* Any investment that is not expressly permitted under this investment policy must be formally
reviewed and approved by the Board.

* The Board endeavors to operate PVPLC’s investment program in compliance with all applicable
state, federal and local laws and regulations concerning management of investment assets.

* The Board has delegated authority over PVPLC’s investments to a properly formed and
constituted Investment Committee, being a Board Committee comprised of directors and
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independent community advisors with investment expertise not available among the board
members.

* At the request of the Investment Committee, the Board may approve compensation in addition
to normal commissions and fees charged within the portfolio accounts which may be for additional
outside experts as investment consultants or investment managers.

6.2.2 ROLE OF THE INVESTMENT COMMITTEE

The Investment Committee is charged with the responsibility of managing the investment fund
assets of PVPLC, collectively referred to as the Portfolio, in accordance with the PVPLC Policy Manual,
Bylaws, and applicable laws and regulations. The organization of the Investment Committee and the
delegation of limited board authority and responsibilities to the Investment Committee are defined in
the comprehensive Investment Committee Charter as approved by the Board of Directors. The overall
role of the Investment Committee is to implement the investment and distribution policies contained in
this section 6.2 and the following section 6.3 of the PVPLC Policy Manual.

In general, the charter specifies the organization of the Investment Committee and its role in
implementing transactions to build and maintain the Portfolio, recommending revisions to PYPLC
investment policy, maintaining effective operation of the Investment Committee, and reporting in its
fiduciary role to the Board of Directors.

As it is the Board’s responsibility to oversee PVPLC’s assets, it is incumbent upon the
Investment Committee to review Portfolio results and the results obtained by any Investment
Managers(s) engaged by the Investment Committee on a periodic basis in accordance with the
Investment Policy.

6.2.3 INVESTMENT OBJECTIVES

The overall investment objective of PVPLC is to maximize the return on invested assets within
prudent levels of risk and while minimizing expenses. In general, this is to be achieved through prudent
diversification and managing the allocation mix of assets.

This overall objective is further refined relative to the investment time horizon for different
funds within the Portfolio. The investment time horizon is the expected period until there will be a
need to sell the invested assets to fund operations or special projects as specified in the annual budget
and five year plan.

Short Horizon, current fiscal year and next fiscal year: the investment objective should be
to maintain the principal value and dafford liquidity to ensure that the distribution will not require an
ill-timed sale of volatile assets such as equities.

Long Horizon, fiscal years 3 and after: the investment objective should be to maximize the
return on invested assets within a diversified global portfolio. The total return includes income such
as interest and dividends as well as realized and unrealized capital gains.

As a non-advocacy organization, PVPLC does not intend any non-financial objectives to be
considered in managing its investment portfolio.
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As a practical matter, the investment objective for long horizon funds is to generate a total
return equal to the annual spending policy distribution rate specified in section 6.3 plus the long term
rate of inflation in order to maintain the purchasing power of the Portfolio. This policy recognizes that
supporting the current 5% spending objective will require a very high percentage of assets in the long
horizon funds to be invested in higher risk, higher return assets such as equities. Thus, in short to
medium time spans, the “long horizon” funds may suffer losses and the spending rate plus inflation will
not be exceeded in every year. In addition, although the 5% spending level is deemed prudent as of the
adoption of this policy, given recent 10-20 year historical averages, this spending level in the discretion
of the Investment Committee and should be reviewed in light of market factors such as inflation levels
and short term major market declines.

6.2.4 INVESTMENT GUIDELINES

The PVPLC Bylaws and California Corporations Code dictate prudent investment without
speculation.

The investment objectives and the more specific guidelines that follow are intended to provide
guidance for the Investment Committee and any third-party managers retained by the Investment
Committee to help ensure that the Portfolio is managed consistent with the short-term and long-term
financial needs and goals of PVPLC. They are intended to provide for sufficient investment flexibility in
the face of changes in capital market conditions and in the financial circumstances of PVPLC itself.

PVPLC is expected to operate in perpetuity; therefore, a 10 year investment horizon is prudent
for funds that are included in Endowment Funds. Interim fluctuations in asset values over time periods
of less than three years should be viewed with an appropriate perspective.

PVPLC is a tax-exempt organization as described in section 501(c)(3) of the Internal Revenue
Code. This tax-exempt status should be taken into consideration when making investments, because
typical for-profit investing includes many strategies to maximize after tax returns which may be counter-
productive for a nonprofit’s portfolio.

Permitted Types of Assets

The Portfolio will include bank and brokerage accounts with major institutions that provide
transparent reporting of the specific assets owned by PVPLC.

“Securities” are defined for these purposes as publicly traded mutual funds, ETFs, and similar
products that are made up of combinations of equities or fixed income securities. The Board believes
that it is not necessary and it is also not desirable from an administration standpoint for PVPLC to own
individual securities.

Fixed income securities of Investment Grade are defined as including at least as high as these
rating categories:

BBB by Standard & Poor’s for straight bonds and convertibles

Baa by Moody’s Investor Service for straight bonds and convertibles
Al by Standard & Poor’s for short term securities

Pl by Moody’s Investor Service for short-term securities

AAA for money market accounts

arwnE
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The investment portfolio should not include any “blind pools” managed by third parties; each
investment asset should be owned directly by PVPLC or be held in trust for PVPLC and the individual
assets must be visible for review on monthly statements.

All other types of assets are prohibited unless this policy is revised by a resolution of the Board
of Directors.

In the course of investing in broad market index funds, sector funds, and international funds, it
may not be feasible to monitor every individual asset owned within the portfolio of such Securities.
However, for clarification the following are some examples of prohibited assets and not an exhaustive
list, and include index like Securities that base their strategy on the following or include a significant
ownership of the following prohibited assets: non-negotiable privately held securities or private
placements of public securities; precious metals and other commodity contracts; borrowing against
portfolio assets such as margin account transactions; any derivatives such as warrants or options or
combinations of derivatives such as straddles; short sales; any long form investments such as the
purchase of life insurance contracts; illiquid commitments such as hedge funds, and so forth.

Diversification

Diversification across and within asset classes is the primary means by which the Investment
Committee can expect the Portfolio to avoid undue risk of large permanent losses. The Investment
Committee will take reasonable precautions to avoid excessive investment concentrations. Specifically,
the following guidelines should be followed:

a) No single Security (i.e., single mutual fund or ETF) shall represent more than 10% of total Portfolio
assets, with the exception of fixed income investments explicitly guaranteed by the U.S.
government and passively managed investment vehicles seeking to match the returns on a broadly
diversified market index equivalent to an entire Asset Category or Sub-category as defined below
in Asset Allocation.

b) Diversification of the cash held by PVPLC as a whole across multiple banks, brokerage firms,
and/or Investment Managers is also desirable to mitigate the remote but real risks of identity theft
and other fraud or the failure of an individual financial institution. Therefore, no single institution
shall represent more than 40% of the total cash held if cash is in excess of $500,000 in any one
institution.

Asset Allocation

The Board and Investment Committee recognize that the strategic allocation of Portfolio assets
across broadly defined financial asset categories and asset sub-categories that have varying degrees of
risk return, and correlation will be the most significant determinant of long-term investment returns and
asset value stability.
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PORTFOLIO ALLOCATION TARGET RANGES BY TIME HORIZON

Asset Category / Sub-category Fiscal Year
Time Horizon
of Potential
Liquidation
Current and | Fiscal Year 3
Next Fiscal and After
Year
months
Cash & Equivalents 0-75% 0%-25%
Fixed Income 25%-100% 25%-75%
Investment Grade 75% 60-75%
Below Investment Grade 0% 0-15%
Equities 0% 25%-75%
us 25%-75%
International 10%-35%

Cash and equivalents such as bank accounts and money market funds will, under normal
circumstances, only be considered as temporary Portfolio holdings, and will be used for funds
anticipated to be required for PYPLC operational needs or to facilitate a planned program of dollar-cost
averaging into investments in either or both of the equity and fixed income asset categories.

Portfolio assets are to be managed primarily as a balanced, global portfolio of Securities
composed of two major components: an equity portion and a fixed income portion. The expected role
of equity investments will be to maximize the long-term real growth of Portfolio assets. The role of
fixed income investments may be a combination of providing stable periodic returns, some protection
against a prolonged decline in the market value of Portfolio equity investments, and as assets that can be
used to fund the purchase of equities during downturns in a rebalancing strategy.

The table above summarizes the long-term strategic asset allocation guidelines determined to be
the most appropriate ranges given PVPLC’s objectives, ongoing funding needs, and the potential for
emergency or special project funding. These guidelines are presented in ranges, and the Investment
Committee will determine the specific target allocation on an annual basis or in response to material
changes in the market environment. Some of the major factors in the environment to be considered in
determining a prudent target allocation are the short and long term anticipated inflation and interest
rates, geopolitical risks, long term trends, and a broad set of valuation factors.
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Rebalancing the Portfolio

Once the Investment Committee has determined a specific target allocation and implemented this in
the Portfolio, it is expected that the Portfolio’s actual asset allocation will vary from its target asset
allocation as a result of the varying periodic returns earned on its investments in different asset
categories.

The Portfolio will be rebalanced as necessary in response to market conditions, and evaluated at
least on a quarterly basis according to the following procedures:

1. First, incoming cash flow (contributions) or outgoing money distributions of the Portfolio will be
implemented to realign the current weightings closer to the target weightings for the Portfolio.

2. Semiannually (following June 30 and December 31 reporting), the Portfolio will be reviewed by the
Investment Committee to determine the deviation from target weightings. During each semiannual
review, the Investment Committee may decide to rebalance, but in general, the following parameters
will be applied:

a) If any Asset Category (equity or fixed income) within the Portfolio is +/-5% percentage points
from its target weighting, or is outside the boundaries of the Allocation Ranges shown above,
the Portfolio will be rebalanced.

b) If any particular Asset Sub-category within the Portfolio has increased or decreased by
greater than 20% of its target weighting, the particular Asset Category will be rebalanced.

c) Any Sector asset concentrations will be evaluated relative to the sector strategy and
objectives adopted by the Investment Committee.

3. Third party Investment Managers may also provide and implement a rebalancing recommendation at
any time and shall act within a reasonable period of time to evaluate deviation from their target
allocation as prescribed by the Investment Committee.

6.2.5 PERFORMANCE MEASUREMENT AND REPORTING

The Investment Committee will monitor the Portfolio’s investment performance against the
Portfolio’s stated investment objectives. Performances against objectives are to be measured net of
fees.

At a frequency to be decided by the Investment Committee, but no less than semi-annually, it
will formally assess the Portfolio and the performance of its underlying investments as follows:

A. The total Portfolio’s composite investment performance (net of fees) will be judged against objective
standards in two ways.

I. The Portfolio’s long-term real return objective of the spending rate plus inflation.
2. Category and Sub-category returns will be compared against benchmarks equivalent to these
categories as determined by the Investment Committees:

a) U.S. Equities

b) International (Non-U.S.) Equities

¢) Investment Grade Fixed Income

d) Below Investment Grade Fixed Income
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e) Cash & Equivalents

B. The performance of professional investment managers hired on behalf of the Portfolio will also be
individually evaluated against the following standards:

I. A market-based index appropriately selected or tailored to the manager’s agreed-upon
investment objective and the normal investment characteristics of the manager’s portfolio.
2. The performance of other investment managers having similar investment objectives.

6.2.6 POTENTIAL USE OF THIRD PARTY INVESTMENT MANAGERS

It has been the practice of the Investment Committee to manage the portfolio through PVPLC
ownership of passive, index-mirrored mutual funds and ETF products. However, if desirable due to
market conditions, committee member time availability or expertise, or other reasons, the Investment
Committee is authorized to engage third-party Investment Managers to invest part or all of the Portfolio
in accordance with the Investment Policy.

Third party Investment Managers may consist of purchasing a single actively managed mutual
fund or consist of a formal agreement with an active investment manager who works for a major
investment institution.

A copy of this Investment Policy shall be provided to all Investment Managers.
Each investment manager will invest assets placed in its care in accordance with this investment
policy and specific asset allocation instructions provided by the Investment Committee.

Each investment manager must acknowledge in writing acceptance of responsibility as a fiduciary.

Each investment manager will have full discretion in making all investment decisions for the
assets placed under their care and management, while operating within all policies, guidelines,
constraints, and philosophies outlined in this Investment Policy. Specific responsibilities of investment
manager(s) include:

o Discretionary investment management, including decisions to buy, sell, or hold individual
securities, and to alter allocation within the guidelines established in this statement.

o Reporting, on a timely basis, monthly investment performance results. Investment reports shall
be provided by the Investment Manager(s) on a monthly basis or as requested by the Investment
Committee. Each investment manager is also expected to be available to meet with the Investment

Committee once per year to review portfolio structure, strategy, and investment performance.

o Communicating any major changes in the economic outlook, investment strategy, or any other
factors that affect implementation of investment process.

e Informing the Investment Committee, regarding any changes in portfolio management personnel,
ownership structure, investment philosophy, etc.

» Voting proxies on behalf of PVPLC.
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o Administering the Portfolio investments at reasonable cost, balanced with avoiding a compromise
of quality. These costs include, but are not limited to, management and custodial fees, consulting
fees, transaction costs and other administrative costs chargeable to PVPLC.

6.3 INVESTMENT PORTFOLIO DISTRIBUTIONS

The policy regarding distributions from Permanently Restricted investment funds (e.g.
Endowment Funds) shall first be defined by the Endowment Agreement or the donor letter that
specifies the permanent restrictions for each fund, and to the extent that the controlling donor
document is incomplete, distributions shall be defined by the guidance provided in this Investment
Portfolio Distribution policy, all subject to being in accordance with applicable laws and regulations as
may be revised in the future.

This policy defines two types of distributions from PVPLC investment funds in the Portfolio:
normal annual distributions to PVPLC to fund spending through the budget process, and additional
special distributions by resolution of the Board of Directors. The amount and timing of any expected
distributions shall be communicated by the Treasurer at Investment Committee meetings and
implemented through Portfolio transactions authorized by the Investment Committee.

The calculation of the normal annual distribution amount shall depend on the age of the fund:

o If less than three years of history is available for a particular fund’s balance, then 5% of the average
total portfolio value of the preceding calendar quarters since fund inception through September
30 shall be distributed annually to support spending on the operations of PVPLC.

« After the fund has 3 years of history, 5% of the preceding 3 years’ average value as of September
30 of each year shall be distributed annually to support spending on the operations of PVPLC.

The Treasurer shall review expected investment fund distribution estimates and amounts during
the annual budget process with the staff of PVPLC and communicate the short, medium and long
horizon funds to be managed in the total Portfolio to the Investment Committee, the Finance
Committee, and the Board during the annual development of the operating budget.

The Investment Committee or the Finance Committee may choose to recommend that the
board approve an annual distribution amount that is more or less than the calculation specified above if
the members feel that the normal distribution amount would undermine the long term benefit to PYPLC
of the funds under management. The major considerations in determining this spending rate with regard
to Endowment Funds that are required under California law include the following:

The duration and preservation of the endowment fund,
The purposes of the charity and the fund,

General economic conditions,

Effects of inflation and deflation,

Expected total return from income and appreciation,
The charity’s other resources, and

The charity’s investment policy.

NoUhwN =

In determining the normal rate above, the Board also takes note that California law includes a
provision stating that an appropriation of greater than 7% of the average fair market value of an
endowment (averaged over the last three years) is presumptively imprudent.
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All other special distributions from unrestricted investment funds must be authorized explicitly
by approval of a written resolution approved by a majority of the Board. Special distributions may be
authorized as part of the annual operating budget or to support special projects.

6.4 POLICY REGARDING RISK MANAGEMENT

PVPLC and members of its Board of Directors must be aware of risks of liability and the means of
ameliorating those risks at all time. It is the policy of PVPLC to make every reasonable effort to reduce
risks of liability at all levels of PYPLC operations.

PVPLC must maintain insurance providing substantial underlying and umbrella insurance coverage,
including but not limited to:

General Liability

Directors and Officers

Automobile for any vehicles owned by PVPLC
Property

Accident

Workers’ Compensation

PVPLC must have an official Safety Program and a designated Safety Officer who provides training to all
staff at regular intervals.

6.5 POLICY REGARDING RECORDS

PVPLC recognizes that maintenance of consistent, complete, secure, and authentic records is essential
to achievement of its conservation mission. The PVPLC Records Policy is developed to ensure
compliance with the intentions of PVPLC donors to document and sustain the conservation values of
protected lands under PVPLC ownership or management, and to secure continue PVPLC’s public
charitable status, and to satisfy legal and regulatory requirements. The PVPLC Records Policy supports
and is integral to other PVPLC policies. All PVPLC files are the property of PVPLC, not members of the
staff or Board of Directors.

This policy embodies the functional principles of PVPLC’s records policy. Additionally, the PVPLC
Executive Director is empowered to develop and amend procedural documents as needed to implement
the Records Policy.

RECORDS POLICY REVIEW

At a minimum, the Executive Director and a committee or subcommittee of the Board will review this
Records Policy every three years to ensure compliance and to ensure that the policies stated herein
continue to serve the best interests of PVPLC and satisfy then-existing legal and regulatory
requirements. This may take place as part of the Strategic Plan review process, or it may be done
during an alternate year.

Section | - Conservation Project and Stewardship Records

PVPLC Staff will carefully document all steps in the development of conservation projects as they
progress according to PVPLC policies and procedures. Original, sighed documents and contact records
and a digital backup for each conservation project are to be permanently stored and protected, as
described in Section 2 below.

STEWARDSHIP RECORDS AUDITS
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Each year, the PVPLC stewardship staff will complete a file audit to ensure that conservation project
documentation is complete, in order, and in the right location, and to be sure that documentary
evidence, including photographic records and original documentation is not deteriorating beyond the
point of usefulness. This audit will be reviewed by a committee of the Board of Directors. An external
audit of the conservation program (as related to conservation easements and monitoring) and its
records is encouraged once every five years.

Section 2 — Records Storage

It is essential that the PYPLC maintain secure and authentic records. To that end, it is the policy of the
PVPLC to store original or high quality copies of important documentation and information such as
conservation project documents, as well as original business documents and digital back-ups of the office
networlk, in a secure location.

As a public charity, PVPLC also assumes the responsibility of adhering to sound business practices, thus
ensuring protection of the organization’s business documents. Therefore, important documentation and
information is to be stored in a secure storage facility that is protected from theft, casualty and natural
disasters.

Orriginal or high-quality copies of documents placed in the archive facility shall include:
Articles of Incorporation
IRS designation
Conservation Easements, Easement Amendments
Baseline Reports & Photo/Video Documentation
Option Agreements, Leases, and other original documents related to interests in real property
Gift Deeds, Warranty Deeds, Transfer Agreements, Access and Other Easements Agreements
Automobile Titles and Other Personal Property Title Certificates or Registrations

Promissory Notes, mortgages, letters of credit, bonds and other credit, debt and security
instruments

Certificated investment instruments

Annual conservation easement monitoring reports and photo/video documentation

Contracts, warranties and insurance policies

An itemization of equipment and personal property for insurance claims purposes.
Other items to be included in the archive facility:

Annual Digital Back-ups of Computer Network Data Files

Annual Digital Back-ups of Financial Records and summaries of donor names and amounts for
current and previous years.

Annual Financial Audit Reports
Employment Agreements

Digital Document Back-up System

In addition to the archive storage of physical documents described below, PVPLC shall maintain a back-
up system for all digital data. The purpose of this system is two-fold: (1) to create reliable, retrievable
data in the case of computer malfunctions, (2) to create copies for historical purposes, since it is
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physically unmanageable to archive every document, and (3) to preserve digital copies of physical
documents and photographs that may deteriorate over time. Data is backed up weekly using an
external hard drive back up of the server. On a nightly basis, specific key folders on the server are
backed up to an external drive that is stored off-site. Those key folders include the membership
database, the financial files and all conservation program files.

Section 3 — Financial Records

As a public charity and an organization responsible for land management and conservation properties in
perpetuity, the PYPLC must manage its finances and assets in a responsible and accountable manner. To
that end, it is the policy of the PYPLC to maintain complete, accurate and credible documentation of its
financial management activities (see the Policies Regarding Financial Management).The types of financial
records maintained under the supervision of the Executive Director include PVPLC’s accounting
software; monthly, quarterly, and annual reports; balance sheets; budgets; reconciliations and cancelled
checks; invoices and receipts of payables; copies of checks deposited; copies of donor restrictions.

Access to these records is limited to the Executive Director and staff members as designated by the
Executive Director, and specific subcommittees of the Board of Directors, due to the confidential
nature of certain contents (i.e. payroll). Specific reports that do not contain confidential information will
be made available to staff and volunteers as needed (e.g. past event expenses). The accounting software
is password protected, as are certain digital financial reports.

Section 4 — Personnel Records

Personnel files contain each employee’s personal information and work-related information. Personnel
records are maintained for each employee and will be held confidential. To that end, access to personnel
files is limited to the Executive Director, except as provided immediately below. Employees will be given
access to their individual files, except that some password-protected documents may be restricted to
the Executive Director. The Office Manager, and other staff as designated by the Executive Director,
will have limited access as appropriate to certain staff information, such as payroll and emergency
medical information. Physical personnel records will be stored in a locking file cabinet. The digital copies
of confidential personnel records are available only to the Executive Director under password
protection.

Section 5 — Fundraising Records

As a public-supported charitable organization, the PVPLC is committed to raising funds in an ethical and
accountable manner. Quality recordkeeping of the fundraising program will demonstrate that PVYPLC
complies with charitable solicitation laws, accurately represents its claims and intended use of funds, and
uses restricted funds as specified by donors. To that end, it is the policy of PVPLC to maintain accurate
and complete records regarding fundraising activities.

Section 6 — Outreach Materials

Outreach materials are kept so that there is continuity in our outreach efforts from year to year.
Outreach materials are a resource for educating volunteers, staff and coordinators of events so that
they adhere to the PVPLC vision and to communicate to our members and the public in general.
Outreach records are to be maintained by PVPLC staff and volunteers.

Section 7 — Administrative Records Management

In order to practice sound business procedures and to ensure business continuity, it is the policy of the
PVPLC to maintain records of its business activities, board meetings, and office administration, and to
carefully maintain these records in a secure manner. It is also PVPLC policy to diligently protect and
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secure all digital records and the organization’s computer system through use of current and complete
security tools and equipment.

Section 8 - Record Retention Schedule
It is the policy of PVPLC to retain files as follows:
Indefinitely:
Audit reports by accountants
Cancelled checks for major items and taxes
Capital stock and bond records
Chart of Accounts
Conservation Easements (drafts and final)
Baseline Assessment and Photo Documentation
Monitoring Reports
Restoration Project Files and Photo Documentation
Contracts and leases
Correspondence: legal and important subjects
Deeds, mortgages, option agreements
Financial Statements, year-end
General and private ledgers
Insurance records
Minute books and by-laws
Certificate of Incorporation
Property appraisals
Tax returns and supporting documentation
Per occurrence insurance policies

Bills of Sale and personal property and vehicle titles (except when the items have been disposed
of, in which case the documents must be retained for three years after disposal.)

For Seven Years:
Accident reports and claims for settled cases
Accounts payable and receivable ledgers
Cancelled checks, unimportant items
Cancelled stock and bond certificates

Contracts and leases that have expired
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Employee W-4 forms

Payroll and related records

For Three Years:

Correspondence, except that correspondence between the Land Trust and landowners relevant
to recorded conservation easements shall be kept indefinitely.

Employment applications
Employment personnel records (after termination)

Expired Insurance policies (except for per occurrence policies)

For One Year:
Bank Reconciliations

Duplicate Deposit Slips

Destruction of business records after the prescribed holding periods expire shall be completed by the
Office Manager under the direct supervision of the Executive Director. Said expired business records
shall be burned or shredded to ensure the privacy of records. The destruction of records that are not
within this policy requires Board approval.

6.6 POLICY ON CAPITALIZATION
POLICY

Capital equipment at PVPLC is tangible personal property having a useful life of five years or more and
an acquisition cost of $5,000 or more per unit. All equipment having this definition should be recorded
on PVPLC’s equipment inventory and should be tagged with a control number for tracking purposes.
Those assets with an acquisition cost in excess of $50,000 should be considered depreciable assets for
accounting purposes.

PERSONAL COMPUTERS

All personal computer system packages valued at $2,000 or more are to be recorded on the equipment
inventory. PC system packages consist of a central processing unit (CPU), system software, and all
accessories necessary to make the property operable. The value of computer monitors purchased with
PC systems should be capitalized as part of the PC system. Monitors purchased as replacements or
upgrades to existing systems are to be accounted for in the manner outlined below under 'Repairs,
Replacements, and Upgrades.'

SOFTWARE

Software valued at $1,000 or more may be capitalized for financial statement purposes. Otherwise,
software is intangible property and is not considered capital equipment under this policy. The value of
pre-loaded computer software may be included in the cost of the equipment recorded on the PVPLC's
inventory when the cost of this software is not separately identified on the sales invoice.

ACCESSORY EQUIPMENT

The cost of an accessory purchased separately — after the equipment has been received and made
operable — should be added to the value of an item of capital equipment listed on the inventory. When
an accessory meets all the criteria of capital equipment (i.e., it is tangible personal property having a
useful life of one or more years and an acquisition cost of $2,500 or more), it should be treated as a
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separate item of capital equipment and assigned a PYPLC control number and recorded on the
equipment inventory.

REPAIRS, REPLACEMENTS, AND UPGRADES

Equipment repair, replacement, and upgrade costs will be capitalized only when these costs are $2,500
or more and they extend the useful life of the original piece of equipment by one year or more. When
these costs are capitalized, the asset value and useful life of the original piece of equipment — as
recorded on PVPLC’s equipment inventory — should be updated to reflect the new value and remaining
useful life of the asset.

DONATED EQUIPMENT

Equipment donated to PVPLC by a third party is covered by this policy. For capitalization and inventory
purposes, the recorded value of the donated equipment should be the fair market value of the
equipment at the date of the gift. Generally, the fair market value of such an item of property is the
price at which the item or a comparable item would be sold at retail, taking into consideration the age
and condition of the property on the date of the gift.
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7 VOLUNTEERS, STAFF AND CONSULTANTS

7.1 SUMMARY OF POLICIES REGARDING HUMAN RESOURCES

The PVPLC Employee Handbook spells out the organization’s human resources policies and procedures
in detail. The following summarizes major policies included in that handbook. It is not intended as a
substitute or a replacement for the more detailed information in the Handbook.

AT-WILL EMPLOYMENT

PVPLC is an at-will employer. This means that regardless of any provision in the Employee Handbook,
employees and PVPLC may terminate the employment relationship at any time, for any reason, with or
without cause or notice. No officer, employee or representative of PYPLC is authorized to enter into
any agreement, express or implied with any employee other than at-will unless that agreement is
approved by the Board of Directors and signed by the President.

EQUAL EMPLOYMENT OPPORTUNITY

PVPLC is committed to equal employment opportunity. PVPLC will not discriminate against employees
or applicants for employment on any legally recognized basis including, but not limited to: race, age,
color, religion, sex, national origin, physical or mental disability or veteran status.

AMERICANS WITH DISABILITIES ACT

PVPLC is committed to providing equal employment opportunities to otherwise qualified individuals
with disabilities, which may include providing reasonable accommodation where appropriate.

EMPLOYEE RELATIONS PHILOSOPHY

PVPLC is committed to providing the best possible climate for maximum development and goal
achievement for all employees. The PVPLC goal is to treat each employee as an individual.

NON-HARASSMENT

PVPLC prohibits harassment of one employee by another employee, supervisor or third party for any
reason including, but not limited to, age, race, color, mental or physical disability, national origin, veteran
status, religion and/or sex. Harassment of third parties by employees is also prohibited.

SEXUAL HARASSMENT

Sexual harassment of one employee by another employee, supervisor or third party is against
organization policy and is unlawful under state and federal law.

PVPLC firmly prohibits sexual harassment of any employee by another employee, supervisor or third
party. Harassment of third parties by our employees is also prohibited. Sexual harassment of an
employee will not be tolerated. Violations of this policy will not be permitted and may result in
disciplinary action, up to and including discharge. There will be no adverse action taken against
employees who, in good faith, report violations of this policy or participate in the investigation of such
violations.

IMMIGRATION REFORM AND CONTROL ACT

In compliance with the federal Immigration Reform and Control Act of 1986 (IRCA), as amended,
PVPLC is committed to employing only individuals who are authorized to work in the United States.
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JOB DESCRIPTIONS AND PERFORMANCE REVIEWS

All employees shall have job descriptions that are reviewed at least on an annual basis. For all new
hires, a job description will be provided with an employment letter that describes the pay rate and other
employment details as specified in the New Hire Procedure.

Regular full-time and part-time employees receive annual performance reviews. New employees will
generally be reviewed at the end of their introductory period followed by an annual review thereafter.

WORK SCHEDULES
PVPLC observes all California and federal requirements with respect to schedules and compensation.

STANDARDS OF CONDUCT

Each PVPLC employee has an obligation to observe and follow the organization's policies and to
maintain proper standards of conduct at all times. If an individual's behavior interferes with the orderly
and efficient operation of a department, corrective disciplinary measures will be taken.

Disciplinary action may include a verbal warning, written warning, suspension and/or discharge. The
appropriate disciplinary action imposed will be determined by the organization. The organization does
not guarantee that one form of action will necessarily precede another.

The following may result in disciplinary action, up to and including discharge: violation of the
organization's policies or safety rules; insubordination; unauthorized possession, use or sale of alcohol or
controlled substances on work premises or during working hours; unauthorized possession, use or sale
of weapons, firearms or explosives on work premises; theft or dishonesty; gambling; physical
harassment; sexual harassment; disrespect toward fellow employees, visitors or other members of the
public; poor attendance; performance of non-PVPLC activities/tasks/work or use of organization
property, equipment or facilities in connection with non-PVPLC work while on organization time; or
poor performance. These examples are not all inclusive. PVPLC emphasizes that discharge decisions
will be based on an assessment of all relevant factors. Nothing in this policy is designed to modify the
employment-at-will policy.

TRANSITION PLANNING

A written process shall be developed to provide for continuity in the leadership and management of
PVPLC’s functions.

PUBLIC RELATIONS

PVPLC’s reputation is built on excellent service and quality work. As a non-profit organization, PVPLC
is responsible to our supporting members, the public and government organizations we serve. To
maintain this reputation requires the active participation of every employee. Employees are expected to
maintain a positive and cooperative relationship at all times with the membership, other organizations
and the community.

CONTACT WITH THE MEDIA

All media inquiries regarding the PVPLC and its operations must be referred to the Executive Director.
Only the Executive Director is authorized to make or approve public statements by staff pertaining to
the PVPLC or its operations. No employees, unless specifically designated by the Executive Director,
are authorized to make those statements.

PROTECTING ORGANIZATION INFORMATION

Protecting PVPLC’s information is the responsibility of every employee. The organization’s confidential
business should not be discussed with anyone who does not work for PVPLC.
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For business purposes, the Executive Director reserves the right to enter, search and/or monitor the
private workstation, e-mail system, the files/transmission, and voice mail of any employee without
advance notice and consistent with applicable state and federal laws.

WORKER SAFETY

Protecting worker safety is an important priority for PVPLC. Each employee, supervisor and manager
must practice safety awareness by thinking defensively, anticipating unsafe situations and reporting unsafe
conditions immediately.

All employees must wear proper personal protective gear and must attend training on how to use and
care for the equipment so it will provide maximum protection. Failure to comply with safety
requirements may result in termination.

SMOKING IN THE WORKPLACE

Smoking is prohibited within indoor locations. Due to the significant risk of fire and the potential danger
to surrounding homes, SMOKING IS ALSO PROHIBITED IN ALL PVPLC PRESERVE HABITAT AREAS.
Employees may smoke only in designated smoking areas. Those areas include:

White Point Preserve: Within the work yard where the container is located;
Forrestal Preserve: On the asphalt road
George F Canyon: In the gravel parking area

DFSP: Within the nursery.

There are no designated smoking areas in the following preserves and smoking is prohibited at all times:

Chandler
Agua Amarga
Middleridge
Portuguese Bend Preserve other locations.
Where smoking is permitted, all trash including cigarette butts must be disposed of properly.

Employment or continued employment with the organization is conditioned upon your full compliance
with the foregoing non-smoking policy. Any violation of this policy may result in disciplinary action up
to and including discharge. Furthermore, any employee who violates this policy who is subject to
termination may be required in lieu of termination, at the PVPLC'’s sole discretion, to participate in and
successfully complete an appropriate smoking cessation treatment program as recommended by a
qualified professional as a condition of continued employment.

WORKPLACE VIOLENCE

Violence by an employee or anyone else against an employee, supervisor, and member of management,
visitor or member of the public will not be tolerated. The purpose of this policy is to minimize the
potential risk of personal injuries to employees at work and to reduce the possibility of damage of
organization property in the event someone, for whatever reason, may be unhappy with an organization
decision or action by an employee or member of management.
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SUBSTANCE ABUSE

Employees are prohibited from reporting to work or working while using illegal or unauthorized drugs.
Employees are prohibited from reporting to work or working when the employee uses any drugs,
except when the use is pursuant to a doctor's orders and the doctor advised the employee that the
substance does not adversely affect the employee's ability to safely perform his or her job duties.

In addition, employees are prohibited from engaging in the unlawful or unauthorized manufacture,
distribution, sale or possession of illegal drugs and alcohol in the workplace including: on organization
paid time, on organization premises, in organization vehicles, or while engaged in organization activities.
Employees are also prohibited from reporting for duty or remaining on duty with any alcohol in their
systems. Employees are also prohibited from consuming alcohol during working hours, including meal
and break periods. These policies do not include the authorized use of alcohol when served at PVPLC
sponsored functions or activities.

Any violation of this policy may result in disciplinary action up to and including discharge. Furthermore,
any employee who violates this policy who is subject to termination may be permitted in lieu of
termination, at the PVPLC’s sole discretion, to participate in and successfully complete an appropriate
treatment, counseling or rehabilitation program as recommended by a substance abuse professional as a
condition of continued employment and in accordance with applicable federal, state and local laws. The
PVPLC assures that any information concerning an individual's drug or alcohol use will remain
confidential.

Consistent with its fair employment policy, the organization maintains a policy of non-discrimination and
reasonable accommodation with respect to recovering addicts and alcoholics, and those having a
medical history reflecting treatment for substance abuse conditions. We encourage employees to seek
assistance before their drug or alcohol use renders them unable to perform their essential job functions
or jeopardizes the healthy and safety of themselves, or others. The PVPLC will attempt to assist its
employees through referrals to rehabilitation, appropriate leaves of absence, and other measures,
consistent with the organization's policies and applicable federal, state or local laws.

The PVPLC further reserves the right to take any and all appropriate and lawful actions necessary to
enforce this substance abuse policy including, but not limited to, the inspection of PVPLC issued lockers,
desks or other suspected areas of concealment, as well as an employee's personal property when the
organization has reasonable suspicion to believe that the employee has violated this substance abuse

policy.

This policy represents management guidelines only and should not be interpreted as a contract of
employment.

EMPLOYEE BENEFITS

The PVPLC provides holiday pay, vacation, sick days, bereavement leave and jury duty pay as specified in
the Employee Manual. Paid Family leave and pregnancy disability leave is available as provided by law.

Eligible employees may receive a contribution toward medical and dental insurance as specified in the
Employee Manual.

On-the-job injuries are covered by our Workers' Compensation insurance policy. This insurance is
provided at no cost to employees.

A 403(b) program is available to qualified employees.
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PVPLC is committed to providing educational opportunities for all staff. Employees are encouraged to
consult with their supervisor if they are interested in taking classes to improve their skills or attending
relevant meetings or conferences. All educational opportunities are subject to availability of budgeted
funds.

RECEIPT OF EMPLOYEE HANDBOOK

All employees must acknowledge receipt of the employment letter and the PVPLC Employee handbook
before beginning work with the organization.

BOARD REVIEW

Human Resource Committee shall review the Employee Handbook each year, and report results to the
Board for approval. This review shall include the policies that are excerpted in this document.

7.2 POLICY REGARDING VOLUNTEERS
PURPOSE OF VOLUNTEER POLICIES

These policies are written to provide overall guidance and direction to staff and volunteers engaged in
volunteer involvement and management efforts. These policies do not constitute, either implicitly or
explicitly, a binding contractual or personnel agreement. The PVPLC reserves the exclusive right to
change any of these policies at any time and to expect adherence to the changed policy. Changes to or
exceptions from these policies may only be granted by the Executive Director, and must be obtained in
advance and in writing. Areas not specifically covered by these policies shall be determined by the
Project Manager.

DEFINITION OF 'VOLUNTEER'

A “volunteer" is anyone who, without compensation or expectation of compensation beyond
reimbursement for pre-approved expenditures, performs a task at the direction of and on behalf of the
PVPLC. A "volunteer" must be officially accepted and enrolled by the PVPLC prior to performance of
the task. Unless specifically stated, volunteers shall not be considered as "employees" of the PVPLC.

VOLUNTEERS UNDER 18

If you are under |8, you are required to obtain your parent or legal guardian’s signature of approval in
order to participate. Your parents are invited to call or e-mail the PVPLC Project Manager, with any
questions or comments about our program.

SERVICE AT THE DISCRETION OF THE PVPLC

The PVPLC accepts the service of all volunteers with the understanding that such service is at the sole
discretion of the PVPLC. Volunteers agree that the PVPLC may at any time, for whatever
reason, decide to terminate the volunteer's relationship with the PVPLC. The volunteer
may at any time, for whatever reason, decide to sever the volunteer's relationship with the PVPLC.
Notice of such a decision should be communicated as soon as possible to the volunteer's supervisor.

REPRESENTING THE PVPLC

Volunteers are not authorized to act as representatives of the PYPLC unless specifically authorized by
the Executive Director, and may not speak to the press or any other entity on behalf of the organization
without that express authorization.

CONFIDENTIALITY

Volunteers are responsible for maintaining the confidentiality of all proprietary or privileged information
to which they are exposed while serving as a volunteer, whether this information involves a single staff,
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volunteer, donor, or other person or involves overall PVPLC business. Failure to maintain confidentiality
may result in termination of the volunteer's relationship with the PVPLC.

SCREENING/REFERENCE CHECKS

For some tasks, volunteers must submit samples of work and professional references. If such is required,
it will be outlined in the task description. For tasks that involve children, PYPLC may require additional
documentation or screening.

ORIENTATION

Volunteers are expected to follow all directions provided to them in the volunteer orientation, received
after their submission of a completed volunteer application.

PHYSICAL DEMANDS

Volunteering for habitat restoration and related types of activities can require physically demanding
work. Oftentimes work locations may involve steep slopes, unstable footing, and difficult terrain.
Hiking, standing for long periods of time, and manual labor should be expected.

INAPPROPRIATE COMMUNICATIONS

If at any point you receive any type of attention or communication that you feel is inappropriate, for any
reason, and you believe you have received it in conjunction with your involvement with the PVPLC,
please forward a report and other details about the communication to the PVYPLC Project Manager.

ENDING YOUR VOLUNTEER ROLE
You can cease volunteering with the PVPLC at any time. Advance notice is appreciated.

DISMISSAL OF A VOLUNTEER

Volunteers who do not adhere to the rules and procedures of the PVPLC or who fail to satisfactorily
perform their volunteer assignment are subject to dismissal. No volunteer will be terminated until the
volunteer has had an opportunity to discuss the reasons for possible dismissal with supervisory staff.
Possible grounds for dismissal may include, but are not limited to, the following: gross misconduct or
insubordination, theft of property or misuse of PVPLC materials, abuse or mistreatment of staff or other
volunteers, failure to abide by volunteering policies and procedures, and failure to satisfactorily perform
assigned duties.

The Palos Verdes Peninsula Land Conservancy is committed to maintaining an equal opportunity, non-
discriminatory work place. We are also a drug-free workplace and any behavior not consistent with
these ideals may be grounds for termination if it occurs during volunteer time or at PVPLC locations.

STANDARDS OF CONDUCT

Each volunteer has an obligation to observe and follow the organization's policies and to maintain
proper standards of conduct at all times. If an individual's behavior interferes with the orderly and
efficient operation of a volunteer effort, corrective disciplinary measures will be taken.

Disciplinary action may include a verbal warning, written warning, suspension and/or discharge. The
appropriate disciplinary action imposed will be determined by the organization. The organization does
not guarantee that one form of action will necessarily precede another.

The following may result in disciplinary action, up to and including discharge: violation of the
organization's policies or safety rules; insubordination; unauthorized possession, use or sale of alcohol or
controlled substances on PVPLC premises or during volunteering hours; unauthorized possession, use
or sale of weapons, firearms or explosives on work premises; theft or dishonesty; gambling; physical
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harassment; sexual harassment; disrespect toward fellow volunteers, visitors, PVPLC staff or other
members of the public; performance of non-PVPLC activities/tasks/work or use of organization
property, equipment or facilities in connection with non-PVPLC work while volunteering; or poor
performance. These examples are not all inclusive. We emphasize that discharge decisions will be
based on an assessment of all relevant factors.
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8 EVALUATING AND SELECTING CONSERVATION PROJECTS

8.1 POLICIES REGARDING EVALUATING AND SELECTING CONSERVATION
PROJECTS

STATEMENT OF PURPOSE

The Palos Verdes Peninsula Land Conservancy (the “Conservancy”) seeks to preserve lands possessing
one or more natural features on the Palos Verdes Peninsula, that:

Represent the broad spectrum of the varying ecosystems of the Palos Verdes Peninsula and
Southern California coastal environments,

Contain habitat, or can be restored to provide habitat, for native flora and fauna,

Provide opportunities to preserve and encourage the proliferation of rare or endangered
species, or

Enhance the quality of life on the Palos Verdes Peninsula.

The Conservancy also seeks to preserve lands possessing one or more other features that support the
Conservancy’s preservation purposes, such as features that:

With respect to natural open space environments, address needs of, and provide benefit to, the
community,

Enhance the relevance of preserved lands to the priorities of the community, or

Increase community appreciation of and support for preservation activities on the Palos Verdes
Peninsula.

These Land Preservation Policies and Assessment Criteria are adopted by the Board of Directors of the
Conservancy (the “Board”) to provide the framework and guidelines to govern the Conservancy’s land
preservation efforts, and to provide continuity through changes in Conservancy leadership, Board
membership, Conservancy staffing, and community involvement. Adoption of these Land Preservation
Policies and Assessment Criteria also assures that land preservation efforts are consistent with the
Conservancy’s core values and ethical standards as adopted from time to time.

SUMMARY

Part | of these Land Preservation Policies and Assessment Criteria reviews the general limits within
which the Conservancy operates, including geographic area, community support, financial abilities and
the Conservancy’s other policies, procedures and guidelines. Part |l identifies the criteria for assessing
preservation opportunities. Particular attention should be paid to the natural preservation features,
which are the objectives of the Conservancy’s preservation efforts, and one or more of which is
required to consummate a preservation opportunity. Also identified are community benefit features, as
well as numerous criteria for due diligence, investigations and other considerations. Part Il discusses
the process for Board approval of a preservation opportunity.

I. GENERAL OPERATING LIMITS

Conservancy Preservation Area. The Conservancy’s preservation area generally is limited to the
greater Palos Verdes Peninsula, including Palos Verdes Estates, Rancho Palos Verdes, Rolling Hills,
Rolling Hills Estates, San Pedro, Lomita and adjacent areas of unincorporated Los Angeles County. It
also may include Torrance, Redondo Beach, Wilmington and other surrounding areas as and to the
extent appropriate projects are identified.
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Community Support. Community support for activities is important to the Board, although not
mandatory. Support may come in the form of popular sentiment for preserving a parcel of land, support
from individuals, monetary support from community members, or in the form of consistency with a
written community plan.

Financial Support. The Conservancy can only pursue preservation opportunities for which there is
financial support for both the initial acquisition and fulfillment of the Conservancy’s on-going
maintenance and stewardship responsibilities.

Appropriateness of Conservancy Action. The Board recognizes that preservation may be achieved
in a variety of ways other than acquisition. Preservation also may be accomplished through the
establishment of conservation easements without legal transfer, through cooperation with other
organizations and institutions, or through other means as determined by the Board from time to time
consistent with the Conservancy’s core values, in particular the core value that the Conservancy
recognizes individual property rights and the need to conduct preservation activities through consensual
arrangements with property owners.

It is expected that properties will become available to the Conservancy through various means. These
include acquisition of fee, possessory or controlling interests, such as through purchases or donations of
legal title, leases, purchases or donations of easements (usually conservation easements), grants by will
and devise, public property dedications of fee title or conservation easements, and management
agreements over public and private lands. All of these together are considered preservation
opportunities for the purposes of these Land Preservation Policies and Assessment Criteria.
Opportunities may be initiated by third parties or in some cases by the Conservancy itself. In each case,
the assessment criteria herein should be applied to the extent possible to determine the desirability and
priority of a preservation opportunity.

These Land Preservation Policies and Assessment Criteria do not apply to properties acquired or
received for purposes other than preservation. These include property donated for sale or lease with
the proceeds to benefit Conservancy activities, and property acquired or leased for Conservancy
operations.

lIl. CRITERIA FOR ASSESSING PRESERVATION OPPORTUNITIES

Numerous factors may be considered to fully evaluate a preservation property’s potential. For ease of
reference when applying these Land Preservation Policies and Assessment Criteria, these factors are
presented in two tables below.

Preservation Features and Community Benefit Features. Table | addresses “natural
preservation features” and related “community benefit features.” At least one of the natural
preservation features must be present or subsequently feasible to meet the minimum standards for
preservation by the Conservancy.

Natural Preservation Features. The natural preservation features are the essence of the Conservancy’s
objectives in land preservation. When assessing the desirability of a preservation opportunity, each of
the natural preservation features should be considered, reviewing, to the extent applicable, both the
quantity and quality of the feature as well as the degree to which any existing feature is threatened, if at
all. It is not necessary to find all features in order to support a preservation opportunity. Moreover,
the list of natural preservation features is intended to exemplify the Conservancy’s goals as set forth in
the Statement of Purpose above, and should not be used to create limitations where the Conservancy’s
overarching purposes are promoted by a preservation opportunity.
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Community Benefit Features. Community benefit features are additional benefits which may be derived
from preserving the natural features. Once again, the extent and quality of the benefit should be
assessed.
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TABLE | - NATURAL PRESERVATION AND COMMUNITY BENEFIT FEATURES

Category Criteria Notes
Natural Preservation of open space, shoreline and In some cases public access may be limited to
Preservation waterfronts, scenic quality and view sheds | the view available from a public right-of-way
Features or water body
Existence of native plant and animal habitat | As determined by Conservancy staff
If habitat is minimal or non-existent, As determined by Conservancy staff
potential for restoration of native plant or
animal habitat
Existence of endangered, threatened and As determined by Conservancy staff
protected species
Existence of geologic features and Unique to or representative of the formation
formations of the Peninsula
Existence of riparian environments and As determined by Conservancy staff
wetlands
Community Public access and recreation opportunities | Consistent with the nature of the lands
Benefit preserved
Features

Educational and research opportunities

Assess with assistance from Conservancy
staff

Historical preservation opportunities

Local farming, NIKE sites/bunkers, Native
American sites, whaling history

Strategic partnership opportunities

Other conservation or historical
organizations; corporate partnerships

Furtherance of other Conservancy goals or
objectives

Assess with assistance of Conservancy staff

Due Diligence, Investigations and Other Considerations. Table 2 addresses due diligence,
investigations and other considerations to be reviewed prior to acquiring or accepting a preservation
opportunity to determine costs or risks associated with the preservation opportunity. These
considerations are separated by category into Physical, Economic, Management, Legal and Community.
They are not intended to be all of the matters that may impact the feasibility or desirability of a
preservation opportunity, but are designed to be guidelines to assist in the assessment of such
opportunities and that may lead to further or different diligence or investigations. Weighting of
individual features and other considerations will vary from project to project.
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While some of these considerations may lead to the rejection of a preservation opportunity (for
example, hazardous substance contamination that remains unremediated by the owner/grantor), these
considerations are considered primarily to allow the Conservancy to understand challenges to or
limitations of an opportunity and thereby to structure the acquisition of an opportunity so as to
minimize the impact. These considerations are not intended to serve as a “yes” or “no” checklist in
which a preservation opportunity is declined merely because one or more of the considerations exist.
The Conservancy and its Board would be expected to apply common sense and business judgment in an
effort to resolve or minimize challenges or limitations and proactively pursue otherwise desirable
preservation opportunities.

Physical Considerations. Physical considerations may impact a preservation opportunity through a
variety of factors, such as property size, dimensions, location, condition, and the condition of adjacent
properties. Each factor should be assessed to determine impact, if any, on the desirability of the
preservation opportunity.

Economic Considerations. Economic considerations relate primarily to the costs to the Conservancy of
acquiring and maintaining preservation and to the availability of funding sources, but also include the
value of the preservation property for fundraising and income purposes, or for sitting that serves other
Conservancy objectives and may save money in other areas.

Management Considerations. Management considerations revolve around staffing necessary to add
additional land or obligations to the Conservancy’s mandate.

Legal Considerations. Legal considerations relate to issues involving title, use restrictions, zoning, and
planning matters. Legal considerations also include the manner of the preservation, such as fee
ownership versus conservation easement only. Legal restrictions should not unduly interfere with the
ability to achieve the preservation objectives.

Community Considerations. Community considerations concern relations with governmental agencies,
the local community, and the surrounding neighborhood. Understanding community considerations
requires working closely with Conservancy staff and the Board President.

TABLE 2 - DUE DILIGENCE, INVESTIGATIONS AND OTHER CONSIDERATIONS

Category Criteria Notes
Physical Size, shape For some types of protection, large parcels may be preferred;
Considerations in other cases the acquisition of smaller properties may be

sufficient—odd shapes may impact preservation opportunity

Location Within the greater Palos Verdes Peninsula

Connectivity to other Furtherance of existing preservation projects, corridor for
areas of preservation, fauna, access routes, siting for education, fundraising,
access, etc. stewardship or other activities

Condition of land Factors to consider include: improved or unimproved,

proposed for preservation | abandoned buildings, slope, code compliance—care should be
taken to prevent owners from taking advantage of the
Conservancy to relieve the owner of undesirable or problem
properties or obligations
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Access

Accessibility to land for maintenance, monitoring, restoration,
fundraising, education, etc.

Character of surrounding
land

Factors to consider include: rapidly developing versus no
short term development likely, nature of surrounding uses

Suitability for development

Property that provides desirable natural features but is slated
for development or is readily developable may require
priority

Environmental condition

Either at preservation property or surrounding properties,
presence of hazardous materials, landfill, unstable soil fill

Economic
Considerations

Acquisition cost

Includes availability of capital or ability to secure funding,
donation—also includes transaction costs (legal fees, transfer
taxes, commissions, etc.)

Maintenance costs and/or
obligations

Land management costs, fire protection, obligations tied to
government funding (stewardship/ monitoring), insurance,
security—see also Management Considerations below

Fundraising potential

Catalyst for community support, potential physical site for
activities, recognition opportunities

Income raising potential

Rental, use by other organizations, fee income for
management, funding commitment from owner/donor

Management
Considerations

Staffing availability for
maintenance, monitoring,
stewardship, property
management

Confirm with Executive Director

Legal
Considerations

Title and easements

Must obtain a title report and copies of the documents it
references; title insurance is dependent on structure of
preservation opportunity

Method of preservation

Outright ownership, public land with conservation easement,
private land with conservation easement, ownership by other
organization, other

Zoning

Generally will not matter for preservation; may impact
acquisition cost

Restrictions on use;
reserved rights

In recorded title, relating to holders of mineral rights, or
included as terms of grant (e.g., life estate, special rights of
use, etc.)—should not materially interfere with primary
preservation goals
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Encroachments, boundary
issues

A survey may be desirable depending on cost

Management of public
lands or conservation
lands of other
organizations

May be asked by public entities or other organizations to
participate in land management and conservation activities

Consistency with local
land use plans, NCCP, or
other local, federal or
state plans or objectives

Confirm with Conservancy Executive Director or staff, as
applicable

Community
Considerations

Government support at
various levels

Local, state, federal governments and/or agencies

Furthers government
goals or objectives

Discuss with Conservancy Executive Director, Board
President

Local community support

Immediate neighbors and general community

Furthers local community
objectives

Discuss with Conservancy Executive Director, Board
President

Ill. ACQUISITION PROCESS

The Land Preservation Committee (the “LPC”), consisting of Board members and community members
as from time to time authorized by the Board, will lead the process of identification, assessment,
prioritization, negotiation and acquisition. Such activities will be conducted in a manner consistent with
these Land Preservation Policies and Assessment Criteria, the directives of the Board, and the input of
the Conservancy staff. Conservancy staff will visit any subject properties and will prepare the necessary
assessments of natural preservation features. The LPC and staff may develop a rating sheet,
preservation scorecard, or similar system for assessing properties using the criteria set forth above.

The LPC will develop a list of “properties of interest” to PVPLC, which shall be reviewed and approved
by the Board of Directors on at least an annual basis.

Any (a) acquisition, acceptance or assumption of (i) any fee, leasehold or other estate in property, (ii)
rights or obligations under a conservation or other easement, or (iii) rights or obligations under any
license, management agreement, memorandum of understanding or similar agreement, or (b) contract
or binding commitment for any of the foregoing (all of the foregoing being, collectively, an
“Acquisition”), requires approval of a majority of a quorum of the Board in the manner set forth in the
governing documents of the Conservancy. As early as reasonably practicable in the process of an
Acquisition, the LPC Chairperson will submit to the Board a written proposal:

(h Identifying and describing the subject property, including maps and/or photographs as necessary
or desirable,

(2) Summarizing the proposed Acquisition,

3) Identifying the ways in which the Acquisition satisfies the natural preservation features,
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4) Stating any material risk factors identified in from the due diligence, investigations and other
considerations, and

(5) Making a recommendation.

Presentation to the Board shall be in accordance with procedures to be developed by the LPC. The LPC
Chairperson and Executive Director will keep the Board apprised of any material changes from the
written proposal. Material changes will require that an Acquisition be brought back to the Board for
reevaluation and reconsideration.

TAX BENEFITS AND APPRAISALS
A. Landowner Notification

I. Inform potential land or conservation easement donors who may claim a federal or state
income tax deduction (or state tax credit), in writing and early in project discussions, that:

a. The project must meet the requirements of IRC §170 and the accompanying Treasury Department
regulations and any other federal or state requirements.

b. The donor is responsible for any determination of the value of the donation.

c. The Treasury Department regulations require the donor to obtain a qualified appraisal prepared by a
qualified appraiser for gifts of property valued at more than $5,000.

d. Prior to making the decision to sign IRS Form 8283, PVPLC will request a copy of the completed
appraisal.

e. PVPLC is not providing individualized legal or tax advice.

2. Do not make assurances as to:

a. Whether a particular land or conservation easement donation will be deductible.
b. What monetary value of the gift the IRS and/or state will accept?

c. What the resulting tax benefits of the deduction or credit will be, if any.

B. Legal Requirements: PVPLC Responsibilities:

I. If PVPLC holds federally tax-deductible conservation easements, it meets the requirements for a
qualified organization under IRC §170(h).

2. Sign the Form 8283 only if the information in Section B, Part I, “Information on Donated Property,”
is complete and is an accurate representation of the gift.

a. Refuse to sign the Form 8283 if the land trust believes no gift has been made or the property has not
been accurately described.

3. File IRS Form 8282 when conveying a donated real property interest within three years of the date
the land trust received the property.

C. Avoiding Fraudulent or Abusive Transactions

I. Review, on the land trust’s own behalf, each transaction for consistency with federal and state income
tax deduction or credit requirements.

2. Evaluate the Form 8283 and any appraisal to determine whether PVPLC has substantial concerns
about the appraised value or the appraisal.
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3. Discuss substantial concerns about the appraisal, the appraised value or other terms of the
transaction with legal counsel and take appropriate action, such as:

a. Documenting that PVPLC has shared those concerns with the donor.
b. Seeking additional substantiation of value.

c. Withdrawing from the transaction prior to closing.

d. Or refusing to sign the Form 8283.

4. When engaging in transactions with pass-through entities of unrelated parties, particularly those
offered or assembled by a third party or described as a syndication by the IRS,

a. Require a copy of the appraisal prior to closing.

b. Decline to participate in the transaction if the appraisal indicates an increase in value of more than
2.5 times the basis in the property within 36 months of the pass-through entity’s acquisition of the
property, the value of the donation is $| million or greater and the terms of the transaction do not
satisfy the Land Trust Alliance Tax Shelter Advisory.
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9 LAND STEWARDSHIP

9.1 POLICIES REGARDING STEWARDSHIP

It is the policy of PYPLC to manage land in a2 manner that maintains or increases its habitat value while
preserving public access. The organization has two main stewardship strategies:

Implement science-based restoration and enhancement, using best-management practices. PVPLC will:

Develop restoration plans for properties owned or managed, and specific plans for projects as
appropriate for these properties.

Seek funding to increase the conservation values of properties by implementing the habitat
restoration and/or enhancement plans.

Use plants and seed from local sources whenever possible.

Document all restoration efforts and results, and produce Annual Reports for all properties.

Manage all property and infrastructure to ensure protection of conservation values and to enhance
community benefits. PVPLC will:

Create and maintain records of baseline data and regular monitoring status of each property
owned or managed.

Work with local jurisdictions or private property owners to ensure that the owners of
easement-restricted properties continue to understand the property’s significance, easement
terms and policies, maintenance requirements and responsibilities, obligations incurred through
grant funding, monitoring requirements and responsibilities, and other aspects of land
management related to the conservation easement.

Work with local jurisdictions with whom PVPLC has management agreements to ensure that
the property owners understand maintenance requirements and responsibilities, obligations
incurred through grant funding, monitoring requirements and responsibilities, and other aspects
of land management related to the management agreement.

Determine the financial obligations required to meet stewardship responsibilities over time and,
working with other PVPLC staff, develop financial strategies and funding programs to meet the
goals of the stewardship program.

Develop and implement a habitat maintenance plan for properties. These plans should also
satisfy local fire department weed-abatement requirements and other duties to protect public
safety.

Work with local jurisdictions who own properties PYPLC manages to develop a trail plan for
properties. The goal of this plan should be to provide adequate public access while preserving
blocks of habitat that are as large as possible. Where it is part of our agreement, maintain trails
and other features on the properties in a condition suitable to accommodate public use of
approved trails and minimize impacts to habitat.

Involve the community in restoration and habitat maintenance efforts, and use the properties
for educational programs.
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9.2

EASEMENT ENFORCEMENT POLICY

It is the policy of the Palos Verdes Peninsula Land Conservancy (PVPLC) to enforce consistently and
vigilantly the terms of the conservation easements it holds. This is an essential aspect of its mission and
an obligation it assumes as a qualified holder of conservation easements under U.S. Treasury Regulations
1.170A-14(c). PVPLC adopts the following policy to guide its Board and committees in carrying out
these obligations.

Preventing Violations

PVPLC shall cultivate strong, cooperative relationships with the owners of lands on which it
holds Conservation Easements, both the original donors and all successors in title. Recognizing
that easement violations frequently involve failure to recognize legal boundaries, PVPLC also
commits to building relationships with landowners adjacent to conserved parcels. PVPLC shall
strive to create an open-door policy with such landowners to encourage them to communicate
the PVPLC prior to undertaking activities that have the potential to violate easement terms.
PVPLC shall also work to create awareness on the part of the general public about the terms of
its Conservation Easements so third-party users of the conserved parcels will be aware of, and
therefore likely to, observe the rules governing their use.

Monitoring

PVPLC shall conduct on the ground monitoring visits on an annual basis. Such visits shall be
made at a time of year and under conditions that permit complete and accurate monitoring of
the conditions on the land and inspection of boundaries. Regular monitoring will likely allow
PVPLC to identify potential violations before they occur or new violations within a reasonable
time after they occur.

Violation Evaluation

When PVPLC learns of an alleged or potential violation, the Stewardship Committee shall take
immediate steps to evaluate the facts and circumstances, develop a proposed response, and
present these to the Board.

The Board shall address the violation and seek restoration of the land according to the terms of
the easement. Its response may include correcting the violation with the cooperation of the
landowner (whether or not the violation is the fault of the landowner) and taking steps to
prevent future violations of the same nature, attempting to resolve the violation through direct
negotiation with the landowner or working with legal counsel to negotiate or litigate a
resolution of the violation. Litigation of rights under a Conservation Easement may include
seeking an injunction to prevent further violations of the easement.

Documentation of Violation.

PVPLC shall collect and maintain all relevant physical documentation related to the violation.
Such documentation may include the initial report of the violation, investigative notes,
measurements, photographs, video documentation, witness reports, and correspondence. One
copy of all such documents will be kept in a separate enforcement file related to the violation.

Notice to Landowner.

Prior to the initiation of any enforcement action, PVPLC shall provide written notice to the
landowner and a reasonable opportunity to cure any violation, except where circumstances
require more immediate enforcement action.

Violation Resolution.
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e Unless otherwise specified by the Board, the Executive Director shall be the lead person acting
on PVPLC’s behalf and its spokesperson concerning violations with all parties, including PVPLC’s
legal counsel, the landowner, or the party responsible for the violation, the press, and the public.
The Executive Director shall consult with the Executive Committee during the easement
enforcement process so the members of that committee are aware of the steps being taken to
resolve the violations.

e Decision Making.

e The Board shall decide whether to pursue a violation in court or to resolve a violation through
mediation, arbitration, or negotiated settlement, after hearing recommendations from the
Executive Committee and counsel (if appropriate). The Board’s determination shall be based
upon an analysis of PVPLC’s legal responsibilities under the Conservation Easement and any
Management Plan that has been adopted for the protected parcel, the impacts of the violation
on the conservation values stated in the Conservation Easement or Management Plan, the
potential for the violation to set an unfavorable legal precedent, the impact of the violation on
the perception of the public concerning the enforcement methods chosen, and the likelihood of
prevailing should the matter be decided through litigation.
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Exhibit Section
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Exhibit A

Conservation Easement Amendment Policy

Palos Verdes Peninsula Land Conservancy

Easement Amendment Policy and
Procedures 2018

PVPLC acquires conservation easements with the intent to hold them in perpetuity and to enforce
their terms and provisions as they are originally written. However, PYPLC recognizes that given the
perpetual term of its easements, it is possible that changes in future conditions or circumstances may
justify amending an easement to strengthen the easement, clarify its language or improve its
enforceability.

The following principles, policies and procedures are intended to guide consideration of an amendment
to any conservation easement, whether the amendment is proposed by PVPLC, an easement landowner
or a third party.

AMENDMENT PRINCIPLES

A conservation easement amendment must meet all of the following principles (except for
amendments in lieu of condemnation, which are addressed separately):

1.

Clearly serve the public interest, be consistent with PYPLC’s mission and conform to
PVPLC’s conflict of interest policy

Comply with all applicable federal, state and local laws

Not jeopardize PVPLC’s tax-exempt status or status as a charitable organization
under federal or state law

Not result in private inurement or confer impermissible private benefit

Be consistent with the conservation purposes and intent of the easement

Be consistent with the documented intent (if any) of the donor, grantor and any direct
funding source

Have a net beneficial or neutral effect on the relevant conservation values protected by the
easement

POLICY

If a proposed amendment of a conservation easement meets the Amendment Principles set forth
above, is recommended by PVPLC staff after the screening process described below, is recommended
by the stewardship committee of PVPLC’s board of directors, is approved by the PVPLC board by a
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simple majority vote of the number of PVPLC directors then in office and by any other required
parties, the amendment may be implemented.

8. Some examples. The following are examples of circumstances in which it may be appropriate
to amend an easement, subject to the Amendment Principles, above, and discretionary
recommendations and approvals by staff, stewardship committee.and board. This list is not
intended to include all of the circumstances in which an amendment may be appropriate, and each
amendment, whether referred to in the list or not, must be considered in the context of the
specific facts involved.

e Toadd land to an easement

e To add restrictions on uses or activities that enhance the protected values or easement
purposes

e To carry out a specific agreement set forth in the easement or in an agreement executed by
all parties to the easement prior to the initial execution of the easement

To correct a typographical error or other minor mistake
To make minor boundary adjustments

To upgrade to current standard language

To reflect changes in law or policy

To improve easement enforcement or administration

To clarify or rectify an ambiguity to resolve a dispute and/or to strengthen easement
provisions

e To allow uses or technology not in existence or contemplated at the time of granting of
the easement

e To permit changes to or elimination of specified sites or locations for permitted activities or
uses

e To settle condemnation proceedings (see Condemnation Proceedings, below)

9. Costs. Normally, if an amendment is proposed by a landowner, the landowner will have to bear
all of PVPLC’s costs associated with the amendment. Those costs would include the costs of
negotiation and implementation of the amendment (e.g. staff costs, costs for expert advice, an
appraisal or a survey, costs of title insurance, closing costs, etc.) and all ongoing future costs (e.g.
increased costs for monitoring). On the other hand, if PVPLC initiates an amendment, it will
ordinarily bear its costs and all closing costs. However, there are numerous factors that might
result in PYPLC determining that fairness requires it to bear some or all of the costs, even when
the landowner initiates the amendment process. Examples of cases in which judgment may be
applied would include, without limitation, cases where the need for an amendment resulted from
a mutual error or where the amendment is need to resolve an ambiguity in the easement terms
to the benefit of both parties or where the net result of an amendment initiated by a landowner
is to enhance significantly the conservation values to be protected by the easement. The issue of
cost allocation will be dealt with in each situation after the amendment is clear and its net
consequences are reasonably understood. At that point, PYPLC will discuss the effect of this
provision and obtain the landowner’s express written agreement to be bound by the cost
allocation proposed by PVPLC. That agreement will include, among other terms, agreement by
PVPLC that if it intends to seek reimbursement from the landowner, it will not incur significant
costs for outside services or other substantial out-of-pocket expenses without first advising the
landowner of PYPLC’s plan so that the landowner will have an opportunity to change the
amendment proposal to avoid or minimize such expenditures or to withdraw it altogether.
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AMENDMENT PROCEDURES

Typical amendments begin with an informal request by the landowner or by PVPLC, discussion and
negotiation, sharing this Easement Amendment Policy and advice to the landowner that he/she will
need to get legal counsel. In all cases, the process requires a formal written request by the party
initiating the amendment process and, except when clearly unnecessary, a site visit. The agreement
relating to costs referenced above will need to be completed and signed.

10.

11.

12.

Staff evaluation. Once the proposal is clear, it will be evaluated by PVPLC staff against
basic screening tests to determine whether it meets the thresholds of the Amendment
Principles. Staff will refer to the Land Trust Alliance’s Amending Conservation Easements:
Evolving Practices and Legal Principles 2007 research report section entitled “Reviewing the
Request: Amendment Screening Tests” as the basis for its review of any proposed
amendment, except amendments involving condemnation proceedings (see section D,
below). As a result of this process, staff and the landowner may wish to revise the proposal
to resolve issues or make improvements in the proposal. After completing its evaluation,
staff will make its recommendations to the stewardship committee in advance of a board
vote.

Staff recommendation to stewardship committee. When staff has completed its
evaluation, including necessary documentation, it will make a written report with its
recommendation to the stewardship committee as to approval or disapproval of the proposed
amendment and on what terms and conditions. If staff is recommending approval, the report
shall address each of the Amendment Principles, and if compliance with any of those principles
is uncertain to any significant degree, staff will provide sufficient information to the committee
so that the committee can appreciate the uncertainty and any risks to PVPLC that may be
involved. If the recommendation is disapproval, staff’s report will focus on the reasons for such
disapproval without the necessity to address principles that are not relevant.

Committee recommendation to board, board action and communication to
landowner. The stewardship committee, by a vote of a majority of committee members,
may disapprove the proposed amendment or it may approve the proposed amendment,
approve a revised version of the amendment or approve an amendment subject to stated
terms and conditions. The committee will report its recommendation to the board.

After deliberation, the board will vote on the amendment as recommended by the stewardship
committee or the board may revise the proposal and/or add other terms and conditions. Approval of
an amendment requires approval by a two-thirds vote of the number of PVPLC directors then in

office.

When the board has acted, the board shall thoroughly document the specific reasons for its
action, couched in the context of the easement amendment review criteria set forth in this
document. The board will designate an appropriate person to communicate to the landowner
in writing the basis for the decision of the board.

Every reasonable effort will be made to let the landowner know that PVPLC’s decision was
based on applicable laws and this amendment policy and that the policy is applied fairly to all
proposed amendments. PVPLC will also communicate its decision to the other parties with
an interest in the property or rights of approval or disapproval.
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13. Final steps. If an amendment is approved by the PVPLC board and by all other
necessary parties, final steps include:

a. Legal review of final documentation of the amendment and preparation of an
amended and restated easement in form for recordation.

b. Legal review of any required subordination documentation from possible
intervening lien holders or others.

c. Confirmation by a title insurance company of its willingness to issue title insurance to
PVPLC insuring PVPLC in the amount requested by PVPLC and that the amended and
restated easement in favor of PVPLC is a valid easement superior in priority to all
deeds of trust, liens, encumbrances and easements of every nature, except items
excepted from the title insurance issued to PVPLC prior to the date of the amended
and restated easement.

d. An update by PVPLC staff of the baseline documentation to reflect the effect of
the amendment.

e. Signed approvals by all parties with approval rights.

f.  Appropriate instructions to a title company signed by the parties. Closing costs will
be allocated and paid in accordance with the agreement between PVPLC and the
landowner referenced in section 2, above.

g. The amended and restated easement will be signed and acknowledged by PVPLC,
any co-holder and the landowner and recorded at the [COUNTY] recorder’s
office.

CONDEMNATION PROCEEDINGS

Amendment of a conservation easement as a result of condemnation proceedings is not covered by
the statement of Amendment Principles, above, but is addressed in the policies and procedures set
forth in this section.

If a condemning authority indicates an interest in condemning some or all of an easement property,
PVPLC will work diligently to prevent a net loss of protected conservation values and will use its
reasonable best efforts to preserve the intent of the original easement to the extent possible in the
circumstances.

PVPLC recognizes that it may be impossible to effectively to prevent condemnation for proper public
purposes. When part of a PYPLC easement property is to be condemned by a public entity, the
easement may be amended, or terminated in part or whole, in lieu of engaging in full condemnation
proceedings, provided that:

14. PVPLC determines that the exercise of eminent domain would be lawful, and the
condemning authority has made all determinations and taken all actions that are required
by law as conditions to its pursuing condemnation proceedings

15. PVPLC determines that the best interest of all parties would be better served, on
balance, by negotiating a settlement with the condemning authority rather than engaging
in litigation.
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PVPLC will use the compensation in a manner consistent with the conservation purposes of the
original easement.

PVPLC staff, the stewardship committee and the board will work to carry out the policies set forth
above in this section, referring to the Amendment Procedures only as deemed useful in the
circumstances. Approval of an amendment in lieu of condemnation will require a simple majority vote
by the board. Some of the Final Steps set forth under the Amendment Procedures will apply to an
amendment in lieu of condemnation with PVPLC staff determining whether and how to apply those
steps in the circumstances.

Exhibit B

COMMITTEE DESCRIPTIONS:

Committee:  Executive Committee
Chairperson:  President, Board of Directors

Members: The President, Executive Vice President, Secretary, Treasurer, the immediate past
President, and up to two other Directors appointed by the President with approval of
the Board.

Meetings: Semiannually or more frequently if needed.

Committee Chair responsibilities:
e Chairs committee meetings
e Prepares meeting agendas
e Reports to the Board on the activities and recommendations of the Committee

Committee responsibilities:

Except as otherwise prohibited by law, the Board, by written resolution, may delegate to the Executive
Committee any of the powers and authority of the Board in the management of the business and affairs
of this corporation; provided, however, that the designation of such Committee and the delegation of
authority to it shall not operate to relieve the Board or any Director of any responsibility imposed by
law, the Articles or by the organizational bylaws.

The Executive Committee:

The Executive Committee, shall also act on behalf of the Board of Directors between meetings of the
Board. However, such action will be taken only as to those issues that need to be resolved prior to the
next scheduled Board meeting, and shall be subject either to prior Board authorization on specifically
designated matters, or to subsequent ratification at the next meeting of the Board of Directors.

COMMITTEE DESCRIPTION

Committee:  Fundraising

Chairperson:  Board Member or Community Member

Members: Members of the board, staff, and community members with appropriate contacts,
expertise and resources.

Responsibilities: The overall direction of the development and fundraising efforts of the organization to
achieve the revenue goals.
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Committee Chair Responsibilities:

Chairs Fundraising Committee meetings and works with staff to prepare agendas.

Reports to the Board on the activities and recommendations of the Committee and the Board’s
efforts in fundraising.

Works with committee and staff to determine what the development effort requires (with
respect to committee members and Board solicitors

Works with staff, Chair and Board Development Committee to recruit appropriate individuals.
Develops leadership among Committee members to assure depth of experience for succession.

Committee Responsibilities, working with Staff:

Develop an annual calendar for meetings specific for each year

Identify and cultivate major donors, corporate, and foundation prospects to achieve our
fundraising goals.

Develop annual and long-range fundraising plans. Review and approve funding goals for the
following fiscal year during budget preparation; recommend goal to the Board as part of the
budget process.

Review and provide feedback to donor acknowledgments and other recognition strategies
Plan, organize and participate in special events and other “friendraising”

Activities as appropriate.
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Exhibit C

CODE OF ETHICS DISCLOSURE FORM

CODE OF ETHICS

The Palos Verdes Peninsula Land Conservancy adopts this Code of Ethics to protect its reputation and
effectiveness by providing guidance to board and staff members in making decisions about their activities
and conduct that may have ethical implications or pose a conflict of interest.

DEFINITIONS

PVPLC when mentioned herein will refer to the Palos Verdes Peninsula Land Conservancy.

“Board” when mentioned herein will refer to the Palos Verdes Peninsula Land Conservancy board of
directors.

“Director” when mentioned herein will refer to a member of the Conservancy Board.

“Staff” when mentioned herein will refer to all employees and contractors of the Conservancy.

. CONFLICT OF INTEREST

A. Definition: A Conflict of Interest (referred to as “Conflict” below) is defined as any contract or
other transaction between the Conservancy and

I. A Director or a member of the family of the Director;

2. A Director of a related organization, or a member of the family of a director of a related
organization; or

3. An enterprise in which the Director, or a member of the family of the Director, is a director,
officer, or legal representative or has a material financial interest.

B. Director’s Obligations: Each Director has the following responsibilities and obligations.

I. To disclose to the Board the existence of any real or apparent Conflict. The orientation process
for new Board members will present this Code of Ethics and request disclosure of any current conflicts.

2. To absent themselves from Board or committee discussions on any such project or transaction
involving their Conflict unless requested by the Board or committee to give information on the
issue.

3. To abstain from voting on any such issue related to their Conflict.

4. If so requested by the Board, to take a temporary leave of absence from the Board, until such
time as the matter giving rise to the Conflict has been resolved.

C. Board Obligations: If a transaction or project of the Conservancy involves a Conflict which is
real or apparent, by a Director, the Board will do the following:

64



Palos Verdes Peninsula Land Conservancy - Policy Manual 2018

I. Approve of such project or transaction only if the Board makes specific findings that
(a.) the project or transaction is both
(i) fair and benefits the Conservancy and its objectives and
(ii) is approved with the full knowledge of the economic benefit of the Director involved in
the Conflict, and
(b.) that the affected Director has not participated in the vote approving the transaction or project
and was absent both during the related discussions and at the time of the Board vote on the matter.

2. If the Board determines that the nature and magnitude of the Conflict warrants the same, the
Board will request that the affected Director take a leave of absence from the Board.

D. Staff Obligations: Staff and volunteers will not engage in activities which represent a material or
perceived conflict of interest as affects their roles with the Conservancy.

E. Political Involvement:
(a) The President and the Executive Director of the Conversancy shall not publicly endorse or
oppose any candidate for elected office.
(b) No Director shall endorse, in his or her capacity as an officer or Director of the Conservancy, any
candidate for public office.
(c) A Director may endorse a ballot measure as a director only with prior specific Board approval,
or any ballot measure, without prior Board approval.

1. CODE OF ETHICS — BOARD AND STAFF

A. Accountability: The Board is the legal entity for the Conservancy and is responsible for the
formulation and maintenance of the Conservancy’s general policies and operational continuity.

Each Director must devote time and attention to the affairs of the Conservancy to ensure that all
Conservancy actions, including those of Staff, are in accordance with its established bylaws. In
establishing policies or authorizing activities, the Board must ensure that no policies or activities will
jeopardize the basic not-for-profit status of the Conservancy or will reflect unfavorably upon the
Conservancy as an institution devoted to public service.

B. Fiduciary Responsibility: The Board holds the fiduciary responsibility for the Conservancy and
for the protection of its assets. These assets include, but are not necessarily limited to, land holdings,
physical facilities, financial assets, and the Staff itself. This fiduciary obligation also prohibits an officer or
director of a non-profit corporation from seizing a "corporate opportunity" for his or her company's
benefit or his or her personal benefit. This means that such an individual may not take advantage of a
business opportunity in which the officer or director knows PVPLC has a genuine interest and where
such an opportunity would be consistent with PVYPLC's purposes, mission and goals as a non-profit
corporation. Further, if the officer or director becomes aware of such an opportunity, he or she is
obliged to so inform PVPLC and allow PVPLC to act first even if PVPLC is unaware of the opportunity.

C. Loyalty: Among the fiduciary obligations of an officer, director, staff member, or committee
member of a non-profit corporation is a duty of loyalty to the non-profit corporation. This includes
supporting, and not opposing, directly or indirectly, privately or publicly, the policies and positions duly
adopted by PVPLC's Board of Directors. As representatives of PVPLC, officers, directors, staff, and
committee members are obligated to maintain this duty of loyalty in all manner of activities during their
terms of office. This duty of loyalty is not intended to, nor should it; discourage debate within Board or

65



Palos Verdes Peninsula Land Conservancy - Policy Manual 2018

committee meetings. Such debate is encouraged and is part of the individual's responsibility in the
deliberation process.

Directors should not attempt to act in an individual capacity. All actions should be taken as Board, committee, or
subcommittee, and in conformance with the bylaws or applicable policies, procedures, and resolutions. Directors
should work for the institution as a whole and not as advocates for particular activities, committees or outside
interests. Staff efforts will be guided by the Conservancy mission, Board-approved strategy, committee-approved
plans, bylaws, and policies. Individual Board members will refrain from directing Staff efforts.

D. Support: All Directors should contribute to the Conservancy in time, services, and funds as best
they can, encourage others to do so, and support its goals without reservation. The donation of goods
or services by a Director, a member of a Director’s family, or an enterprise in which a Director or a
member of a Director’s family has a material financial interest will not be considered a Conflict.

Directors will not provide business or professional services for a fee to the Conservancy.

Confidentiality: In order to encourage and foster open and candid discussion at its meetings, the
Board of Directors of PYPLC believes confidentiality must be maintained regarding both debates and
materials. Therefore, while Board members and staff are free to discuss the result of Board action items
outside of board meetings, disclosing any information concerning the discussion of such items or
materials presented during the Board meeting is prohibited. Board members must agree to the policy of
the Board of Directors of PVPLC that each director and staff member shall keep confidential any and all
information relating to discussions at its meetings, including any and all materials, e.g., correspondence,
reports, etc., unless compelled by legal process to disclose such information, or as otherwise agreed by
the Board.

The Conservancy’s Executive Director has the sole authority to allow disclosure of member and donor
information, and may use the Board for advice and counsel in this regard. In the special case of
information pertaining to donated conservation easements and the donors’ motives and status, the
Executive Director will decide its disclosure after obtaining suitable permission from the donors and
base the decision on the value to the Conservancy of the disclosure. Directors are not to discuss
donor information or landowner/land project details with anyone outside of the Conservancy, except as
has been disclosed to the public media at the discretion of the Executive Director.

Use of Resources: Directors and Staff and volunteers will not make unauthorized use of Conservancy
resources for private purposes.

Expenditure of Conservancy funds will always be in accordance with applicable laws and consistent with the
terms specified by the donor of those funds.

Gifts: Staff and volunteers will not solicit or accept for personal benefit, directly or indirectly, any gift,
loan, service, or anything else of substantial monetary value from any person or firm which sought, or is
seeking, assistance or other contractual business, or financial relations with the Conservancy. Meals,
accommodations, and travel services provided to the Staff on official business may be accepted as long as
they are clearly in support of Conservancy programs; however, any such gift that has a value of Fifty
Dollars ($50.00) or more may be accepted only with the prior approval of an officer of the Executive
Board.

Property Purchase: Staff and Directors will not purchase from the Conservancy any real estate or
personal property having substantial value without prior approval of the Board.
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Approved by the Palos Verdes Peninsula Land Conservancy on May 31, 2006.

Receipt - Conflict of Interest Policy

REVIEW OF POLICY

Each new Board member and employee shall be required to review a copy of this Policy and to
acknowledge in writing that he or she has done so.

Each Board member and employee shall annually complete a disclosure form identifying any
relationships, positions, or circumstances in which the Board member or employee is involved
that he or she believes could contribute to a Conflict of Interest arising. In addition to an annual
disclosure form, each Board member and employee shall immediately disclose a conflict of
interest. Such relationships, positions, or circumstances might include service as a director of or
consultant to a not-for-profit organization, or ownership of a business that might provide goods
or services to the Palos Verdes Peninsula Land Conservancy. Any such information regarding
business interests of a Board member or employee or a family member shall be treated as
confidential and shall generally be made available only to the President, the Executive Director,
and any committee appointed to address Conflicts of Interest, except to the extent additional
disclosure is necessary in connection with the implementation of this Policy.

This policy shall be reviewed annually by each member of the Board of Directors. Any changes
to the policy shall be communicated immediately to all Board members and employees.

Palos Verdes Peninsula Land Conservancy
Conflict of Interest Information Form

Name: Date:

Please describe below any relationships, positions, or circumstances in which you are involved that you
believe could contribute to a Conflict of Interest (as defined in the Palos Verdes Peninsula Land
Conservancy’s Policy on Conflicts of Interest) arising.
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Exhibit D

ACCOUNTING AND PROCEDURES MANUAL

PVPLC Accounting Procedures Contents

A S H 3
CASH RECEIPTS 3
GIFT RECOGNITION AND ACKNOWLEDGEMENT 3
GIFTS RECEIVED FROM DIRECT MAIL CAMPAIGNS 3
CASH RECEIVED AT NATURE CENTERS 3
CASH COLLECTED AT SPECIAL EVENTS 4
RESTRICTED FUNDS 4
CASH DISBURSEMENTS/ PURCHASING/ACCOUNTS PAYABLE 4
CHECK SIGNING 4
RECONCILIATION 4

P E T T G A S H L 5
VOUCHERS 5
REIMBURSEMENTS 5

INVESTMENTS AND DERIVATIVES ... 6
RECORDKEEPING 6
RECONCILIATION 6

SUPPORT, PROGRAM SERVICE FEES, REVENUE, AND RECEIVABLES®6
SUPPORT 6
SERVICE FEES AND REVENUE RECEIVABLE (GOVERNMENT & OTHER) 7
PLEDGES RECEIVABLE 7

DONATED MATERIALS AND SERVICES....... 7
DONATED SERVICES 7

PAYROLL AND RELATED LIABILITIES ... 8
PERSONNEL, EMPLOYMENT
PAYROLL PREPARATION AND TIMEKEEPING
YEAR END PREPARATION OF W-2 FORMS

INV EN T O RIE S e e 8

PROPERTY AND EQUIPMENT ..o 8

POLICY ON CAPITALIZATION 8




Palos Verdes Peninsula Land Conservancy - Policy Manual 2018

SOFTWARE ...ttt sssssssssassesasssssssssassessssesassenes 9
ACCESSORY EQUIPMENT ......cooirieeieeeiesisisiseasissassssssssssssssassssssssssssssssssssssssssssssssenans 9
REPAIRS, REPLACEMENTS, AND UPGRADES 9
DONATED EQUIPMENT 9
COMPUTER CONTROLS ....uuiiiiiiiiee e 9
SECURITY .ottt sssssessssssssessssessssesssssssssessssssassns 9
STORAGE OF BACK-UP FILES .....ouirieirieeeteestetsieesietsiesssesssesssesssesssesssesssessssessssns 10




Palos Verdes Peninsula Land Conservancy - Policy Manual 2018

CASH

The governing board of PVPLC annually authorizes all bank accounts and check signers concurrently
with the appointment of its officers. Account signers are as follows:

Checking account: Executive Director, President, Executive Vice President, Secretary

Money Market (specifically for deposits): Executive Director, President, Executive Vice
President, Secretary

All financial institutions are immediately notified of all changes of authorized check signers.
Employees handling cash are not bonded but are covered by a Blanket Fidelity Bond Limit of
$10,000.

CASH RECEIPTS

Access to the computerized accounting software cash receipt records (QuickBooks) is separate from
the mail handing procedure. All incoming mail is opened and cash receipts are listed in duplicate by two
persons: the Administrative Assistant and Donor Relations Representative. Checks are restrictively
endorsed “for deposit only” by Donor Relations. The listing of mail receipts is compared to daily cash
receipt records. Deposit slips are reviewed by a 34 party, the hired independent accountant who has
no access to cash. All remittance data and other support is attached for contributions and gifts. VWhen
cash is received in person, pre-numbered receipts are filled out. A copy of the receipt is attached to the
Cash Received worksheet and a copy of the receipt is offered to the donor/customer. Cash receipts
are entered in QuickBooks by the Office Administrator, who is independent of the mail opening and
receipt listing function. Receipts (checks and currency) are deposited intact on a weekly basis.

GIFT RECOGNITION AND ACKNOWLEDGEMENT

All gifts to the PVPLC will be acknowledged in a timely fashion (generally within 3 business days of
receipt) and recognized in an appropriate manner. All donors will be acknowledged with a letter of
thanks from the Director of Development, Executive Director, and/or President. This letter will also
serve as a gift receipt for tax purposes.

GIFTS RECEIVED FROM DIRECT MAIL CAMPAIGNS

PVPLC engages in targeted direct mail campaigns utilizing USPS bulk mail. Responses to direct mail
campaigns and all gifts that are received via USPS, are logged by two employees, the Administrative
Assistant and the Donor Relations Representative, who are responsible for controlling incoming mail
and preparing a listing of amounts received. The records of amounts received are totaled and initialed
electronically in an Excel spreadsheet by the Administrative Assistant (an email is distributed). The
Donor Relations representative records all gifts in the Exceed database and a separate hard copy is
recorded, printed, and filed, by the Donor Relations Representative. This listing is compared to the
bank deposits by a 3rd party, the hired independent accountant, who does not have access to the
donations. PVPLC does not use the lockbox services of a bank.

CASH RECEIVED AT NATURE CENTERS

The main office issues pre-numbered receipts for contributions and sale monies turned. Currency
collected is double-counted by the Administrative Assistant and the person turning in the cash.

For revenue from nature centers, receipts are controlled by a cash journal. These are independent
means that are unavailable to the accounting function. Currency receipts are properly reconciled to the
3
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totals of cash registers. Upon receipt at the PYPLC main office, pre-numbered receipts are attached.
The cashing of checks out of currency receipts prohibited.

CASH COLLECTED AT SPECIAL EVENTS

Individuals handling collections at special events account for payment of all tickets sold, donations given,
and retail item sales, and, cash receipts are reconciled to tickets sold, and unsold tickets accounted for-.

RESTRICTED FUNDS

When required by funding sources, restricted funds are deposited to separate investment accounts as
follows:

Grant Funds PVPLC stocks/gifts Preservation Fund

CASH DISBURSEMENTS/ PURCHASING/ACCOUNTS PAYABLE

Employees with cash disbursement duties are required to take vacations and other employees are
required to perform those functions when the employee is absent. Access to computerized cash
disbursement records is limited to those with a logical need for such access, the Executive Director and
the Office Administrator. All disbursements (including payroll), except petty cash disbursements, are
made by check, credit card payment, or EFT. Check stocks are pre-numbered and used in sequence.
Blank check stocks are kept in a locked file cabinet. The Office Administrator is the custodian for blank
check stocks. Checks are prepared by the Office Administrator who is independent of invoice approval.
Prior to checks being prepared the following is compared: purchase order, to receiving report, to
vendor invoice. Checks are prepared from an original vendor invoice only and not from a vendor
statement. There is a clearly defined approval process: requestors of disbursement submit a purchase
order to the Executive Director for approval. When approved, the PO is returned to the requestor.
When matching receiving reports/invoices are received, they are forwarded to the requestor who then
submits all for disbursement. Accounts Payable check runs are executed twice a month, or on an as-
needed basis.

Checks are recorded in the disbursements journal as prepared. All check numbers are accounted for.
Voided/spoiled checks are properly mutilated (signature portion removed) and retained. Checks made
payable to specified payees and never to cash or bearer (with the exception of disbursement for petty
cash replenishment which is never to exceed $200.00). A check protector is not used; checks are
printed by laser printer. All supporting documentation accompanies checks presented for signature. All
supporting documents are sent to file at time of signature to prevent duplicate payment. Only persons
authorized to prepare checks have access to blank checks.

CHECK SIGNING

Check signers are authorized by the governing board. Checks made payables to any staff and/or over
$5,000 are required to be countersigned. PVPLC does not possess mechanical check signers and/or
signature plates. Disbursements that require special approval of funding sources or the governing board
are properly documented. Signing blank checks is strictly prohibited. Custody of checks after signature
and before mailing is handled by the Administrative Assistant, who is independent of all payable,
disbursing, cash, receiving, and general ledger functions. Check signing machines are not used.

RECONCILIATION

Bank reconciliation duties are performed by a 34 party, the hired independent accountant. Bank
accounts are reconciled within a timely specified period after the end of each month, no later than the
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|6t of the following month. The 3rd party, the hired independent accountant is independent of the cash
receipts and disbursements functions.

The bank statements are accessed on line from the bank. The reconciliation procedures for all bank
accounts include the following with respect to deposits:

Comparison of dates and amounts of daily deposits as shown on the bank statements with the
cash receipts journal

Investigation of bank transfers to determine that both sides of the transactions have been
properly recorded on the books

Investigation of items rejected by the bank; for example, deposits or collection items are
subsequently charged back by the bank because of insufficient funds, etc., will have already been
investigated by a person independent of those responsible for receipt or recording of cash

The reconciliation procedures for all bank accounts include the following with respect to disbursements:

Comparison of canceled checks with the disbursement journal as to number, date, payee, and
amount

Account for the sequence of check numbers

Examination of canceled checks for authorized signatures
Examination of canceled checks for irregular endorsements
Examination of canceled checks for alterations

Review of voided checks

Completed bank reconciliations are forwarded to the Executive Director and the Treasurer via email.
The bank reconciliations are then reviewed with the monthly financial statements and if necessary,
commented on by the Executive Director and/or Treasurer at the next Finance Committee meeting.

Outstanding checks older than 90 days are periodically investigated. Payment is stopped and an entry
made restoring such items to cash. A reverse positive pay process is used.

PETTY CASH

PVPLC maintains only one person, the Administrative Assistant responsible for the petty cash fund.
Petty cash funds are maintained on an impress basis. Petty cash funds are segregated from other cash
(like Trail Guides sales, etc).

Petty cash disbursements over $200.00 are prohibited. QuickBooks accounting records for cash
receipts are inaccessible to the custodian. The custodian is not bonded but PVPLC has a Blanket Fidelity
Bond Limit of $10,000.

VOUCHERS

Pre-numbered vouchers are not used. Original documents such as invoices or cash register receipts are
considered vouchers. Back up documentation is accepted by the petty cash custodian and is approved
by the Executive Director. The petty cash fund only contains items of a current and usual nature.

REIMBURSEMENTS

There is adequate review of vouchers before reimbursements are made. Checks for reimbursement are
made out to the individual requesting reimbursement. The petty cash fund is periodically counted by

5



Palos Verdes Peninsula Land Conservancy - Policy Manual 2018

someone independent of the custodian. Cashing of employee checks out of the petty cash fund is
prohibited.

INVESTMENTS AND DERIVATIVES

PVPLC has a written investment policy (Palos Verdes Peninsula Land Conservancy Policy Section 6)

Authorization for purchases and sales of investments and derivatives is vested with the governing board
and Investment Committee. All investment and derivative transactions are reviewed and approved by
the governing board.

The Investment Committee determines that investments and derivatives are of the type permitted by
the investment policy, funding sources, or donors and that the investment income and gains are used
only for purposes authorized by laws, donors, or the governing board.

There are no employees with investment responsibilities. All investment responsibilities are performed
by The Investment Committee chair, with approval from entire Investment Committee.

RECORDKEEPING

Recordkeeping functions for securities and investment income are performed by the organization’s
outside investment firms. As investment income is received, it is deposited in the proper investment
account, completely and accurately posted to the investment records, and posted on a timely basis.

Schedules of investments showing all income received are prepared monthly and reviewed by the
Independent Accountant, Executive Director and Treasurer. Investment earnings are recorded in the
proper class of net assets.

Restricted investments

Physical segregation of any securities is required. The governing board reviews and determines the use
of income from investments and proceeds in compliance with any restrictions.

RECONCILIATION

Any counts of evidence of ownership are done by organization’s investment firms. Periodic statements
from outsiders or data resulting from independent request by the governing board (such as broker’s
position listing, etc.) are promptly reconciled to detail records. These investment accounts are also
reconciled on a monthly basis by the independent accountant.

SUPPORT, PROGRAM SERVICE FEES, REVENUE, AND RECEIVABLES

SUPPORT

Budgeting of contributions can be reasonably estimated by previous year’s trends, planned programs and
events, contracts to do work, etc. Such budgets are compared at least monthly to actuals. Any
significant differences are investigated and reported by the Executive Director in a variance report
presented to the Treasurer and Finance Committee monthly and discussed at the next Finance
Committee meeting.

Fundraising activities and solicitation and acceptance of contributions, gifts, grants, etc., with related
restrictions or requirements are approved by Development Department. Names of donors are
published if the donor requests in journals, newsletters, programs, etc., of PVPLC. Any complaints from
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donors about omission from such publications or discrepancy about amount of gift are promptly
investigated by the Development Department, which is independent of accounting.

Records are kept of all donations, including the donor’s name, amount, date, type of donation, if
noncash, and any related restrictions of all contributions, gifts, etc., received. Records kept of gifts
contingent on future events, such as bequests, and are periodically reviewed.

Files are kept for correspondence with donors or beneficiaries, and copies of pertinent documents such
as bequests, etc. Additionally, electronic detail of all gifts is kept in the PVPLC donor database. There is
no minimum amount for donation. All donors are considered “members”. All donor information is
maintained in the donor database. The membership database is continually updated on a daily basis.
Members are not “billed” but donation reminders are sent at least once a year.

SERVICE FEES AND REVENUE RECEIVABLE (GOVERNMENT & OTHER)

Invoicing schedules for services rendered are determined by the Project Manager. Based on the
contract/agreement with the customer/agency, the Project Manager will fill in the pertinent information
in the invoice tracking log on the PVPLC server then request via email that the Bookkeeper create the
invoice. The Bookkeeper will create the invoice in QuickBooks then email a PDF of the invoice to the
project manager for forwarding to the customer/agency. The Project Manager will request invoicing for
reimbursable and contract costs and will provide said invoices to the customer/grantor.

Each month the aged receivables report is reviewed by the Bookkeeper. Any delinquent payments will
be brought to the attention of the Project Manager.

PLEDGES RECEIVABLE

Pledges are recorded when a written pledge is received. Documentation for each pledge is kept by the
Development Department. Donor Relations enters the pledge in the PVPLC donor database. Each
month reports from the donor relations database are reconciled against the organization’s accounting
program. Pledge payments are entered when received and deposited to the appropriate account.
Pledges (promises to give) are monitored by the Development Department to ensure that as conditions
are met and contribution revenue is received and recorded. At year end any pledges deemed
uncollectible are identified by the Director of Development department and written off.

DONATED MATERIALS AND SERVICES

DONATED SERVICES

PVPLC occasionally receives donated professional services. These in-kind services are valued at the
actual going rate for that service. When donated services are rendered, a statement is requested of the
vendor identifying the actual billing rate. The amount is then entered in the organization’s accounting
program as in-kind revenue.
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PAYROLL AND RELATED LIABILITIES

PERSONNEL, EMPLOYMENT

Requests for new personnel are originated by department heads or other responsible employees. All
new employees are interviewed. All employees are notified in writing of the organization’s personnel
policies and performance reviews, they are given a copy of the PYPLC Employee Manual. Personnel files
contain information on employment application and new employee resume, date employed, pay rates,
changes in pay rates and position, authorizations for payroll deductions, earnings records, W-4 form,
immigration documentation, specimen signatures, and termination data where appropriate. Personnel
files are maintained by the Bookkeeper and are secured in a locked file cabinet. Access to computerized
payroll records is limited to those with a logical need for such access. Notices of changes in personnel
data are reported promptly to the Bookkeeper.

PAYROLL PREPARATION AND TIMEKEEPING

Office staff maintains and turn in timesheets that are filled out by the employee. Each timesheet
signature is approved by a supervisor or the Executive Director who then forwards timesheets to the
Bookkeeper. Field staffs utilize a web based system. Each pay period the Director of Conservation
downloads time sheet data for all field staff, signature approves each, and forwards all to the
Bookkeeper.

The Bookkeeper checks time card/attendance records for computations of payroll period hours,
reviews time card/records for specific overtime approval and approvals of department heads, etc., and
checks overtime hours, rates, and computations. Afterward, the Bookkeeper data enters all payroll
information in the PVPLC accounting software. It is then submitted electronically to a payroll service.
Upon confirmation, direct deposit receipts and manual checks are printed, and forwarded to the
Executive Director for signature approval with payroll reports and all timesheets.

Upon signing, payroll direct deposit receipts and signed checks are distributed by the Administrative
Assistant.

Payroll taxes are paid timely and that payroll tax returns are filed by the organization’s current payroll
service.

YEAR END PREPARATION OF W-2 FORMS

W-2s are prepared by a third party, the organization’s current payroll services.

INVENTORIES

Nursery inventories (plants) are kept at a secure location. Gift shop inventories are kept on the shelf at
a Nature Center. Both types of inventory are securely locked when staff is not present.

PROPERTY AND EQUIPMENT

POLICY ON CAPITALIZATION

Capital equipment at PVPLC is tangible personal property having a useful life of five years or
more and an acquisition cost of $5,000 or more per unit. All equipment meeting this definition
should be recorded on PVPLC’s equipment inventory and should be tagged with a control
number for tracking purposes.
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SOFTWARE

Software is intangible property and is not considered capital equipment under this policy. The
value of pre-loaded computer software may be included in the cost of the equipment recorded
on the PVPLC's inventory when the cost of this software is not separately identified on the sales
invoice.

ACCESSORY EQUIPMENT

The cost of an accessory purchased separately — after the equipment has been received and
made operable — should be added to the value of an item of capital equipment listed on the
inventory. When an accessory meets all the criteria of capital equipment (i.e., it is tangible
personal property having a useful life of five or more years and an acquisition cost of $2,000 or
more), it should be treated as a separate item of capital equipment and assigned a PVPLC
control number and recorded on the equipment inventory.

REPAIRS, REPLACEMENTS, AND UPGRADES

Equipment repair, replacement, and upgrade costs will be capitalized only when these costs are
$5,000 or more and they extend the useful life of the original piece of equipment by one year or
more. When these costs are capitalized, the asset value and useful life of the original piece of
equipment — as recorded on PVPLC’s equipment inventory — should be updated to reflect the
new value and remaining useful life of the asset.

DONATED EQUIPMENT

Equipment donated to PVPLC by a third party is covered by this policy. For capitalization and
inventory purposes, the recorded value of the donated equipment should be the fair market
value of the equipment at the date of the gift. Generally, the fair market value of such an item of
property is the price at which the item or a comparable item would be sold at retail, taking into
consideration the age and condition of the property on the date of the gift.

COMPUTER CONTROLS

SECURITY

The PVPLC accounting software is password accessible to:
Executive Director — for review
Bookkeeper — for all data entry
Administrative Assistant — to assist with accounts payable data entry
Independent Accountant — for monthly reconciliation

The PVPLC donor activity data base is password accessible to:
Director of Development — for review
Donor Relations — for all data entry
Manager of Marketing/Communication- as needed
Administrative Assistant — to assist with data entry and mailings
Bookkeeper — for monthly pledges receivable reports

Executive Director
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STORAGE OF BACK-UP FILES

There is an hourly backup of all servers locally and then updated offsite.

ACCOUNTING DEPARTMENT OVERVIEW

The accounting department of the Palos Verdes Peninsula Land Conservancy is comprised of:
Executive Director
Bookkeeper
Donor Relations
Administrative Assistant
Independent Accountant
The responsibilities are as such:

Executive Director — Oversees daily operations of the organization. Creates annual budget,
approves disbursements, signs accounts payable (requires 24 signature) and payroll checks

Bookkeeper — Performs all A/R, A/P and payroll data entry in PVPLC accounting system
Donor Relations — Performs all gift data entry in PVPLC donor activity database

Administrative Assistant — Opens all mail, logs all funds received on a daily basis, routes A/R
payments received to Bookkeeper, routes gift funds received to Donor Relations, logs and
provides numbered receipts for all cash received in the office, assists with filing

Independent Accountant — On a monthly basis, reconciles all bank, special, and credit card
accounts.

DAILY ACCOUNTING TASKS

Enter approved-to-pay vendor bills (Purchasing/Payables Procedure Flow Chart)
Monitor bank account balances
Enter donations received

Enter payments received (Invoicing/Accounts Receivable Procedure)

WEEKLY ACCOUNTING TASKS

Deposit to financial institutions
Execute Accounts Payable check runs (Purchasing/Payables Procedure Flow Chart)

Execute Payroll data entry and check runs

MONTHLY ACCOUNTING TASKS

Prepare for Independent Accountant

Review Accounts Receivable report
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Run and

review Pledges receivable reports from Exceed database

Daily/Weekly/Monthly Calendar

] 2 3 4 5 6 7
End of pay period, ask Enter approved-to-pay Enter approved-to-pay E.D. receives timesheets Receive approved Payroll deadline
Admin Asst to start to vendor bills vendor bills and approves timesheets from
collecting timesheets Executive Director Deposit to Financial
Monitor bank accounts Monitor bank accounts Enter approved-to-pay Institutions
Provide Trial Balance/GL vendor bills Enter approved-to-pay
Detail to E.D., prepare for Enter donations Enter donations vendor bills Enter approved-to-pay
Independent Accountant received received Monitor bank accounts vendor bills
Monitor bank accounts
Review Accounts Enter donations received Monitor bank accounts
Receivable report Enter donations
Run and review Pledges received Enter donations
receivable reports for received
previous month from Execute Accounts
Exceed database Payable check runs
8 9 10 ] 12 13 14
Enter approved-to-pay Distribute paychecks Enter approved-to-pay Enter approved-to-pay Deposit to Financial
vendor bills vendor bills vendor bills Institutions
Enter approved-to-pay
Monitor bank accounts vendor bills Monitor bank accounts Monitor bank accounts Enter approved-to-pay
vendor bills
Enter donations Monitor bank accounts Enter donations received Enter donations
received received Monitor bank accounts
Enter donations
received Execute Accounts Enter donations
Payable check runs received
15 16 17 18 19 20 21
End of pay period, Enter approved-to-pay Enter approved-to-pay E.D. receives Receive approved
ask Admin Asst to vendor bills vendor bills timesheets and timesheets from
start to collecting approves Executive Director
timesheets Monitor bank accounts Monitor bank accounts
Enter approved-to-pay Deposit to Financial
Enter approved-to-pay Enter donations Enter donations received vendor bills Institutions
vendor bills received
Monitor bank accounts Enter approved-to-pay
Monitor bank accounts vendor bills
Enter donations
Enter donations received Monitor bank accounts
received
Execute Accounts Enter donations
Payable check runs received
22 23 24 25 26 27 28
Payroll deadline Enter approved-to-pay Distribute paychecks Enter approved-to-pay Deposit to Financial
vendor bills vendor bills Institutions
Enter approved-to-pay Enter approved-to-pay Enter approved-to-pay
vendor bills Monitor bank accounts vendor bills Monitor bank accounts vendor bills
Monitor bank accounts Enter donations Monitor bank accounts Enter donations Monitor bank accounts
received received
Enter donations Enter donations received Enter donations
received Execute Accounts received
Payable check runs
29 30 31
Enter approved-to-pay Enter approved-to-pay
vendor bills vendor bills

Monitor bank accounts

Enter donations
received

Monitor bank accounts

Enter donations
received




YEARLY ACCOUNTING TASKS

JANUARY FEBRUARY MARCH APRIL MAY JUNE JULY AUGUST SEPTEMBER OCTOBER NOVEMBER DECEMBER
1099 Processing | Audit Taxes Art Show — Employee Manual
Additional data Revisions/Holiday
entry, deposit Schedule
activity
Annual reviews
Distribute new Audit Planning Meet with Payroll End of
Employee Meeting Human Year
Manuals Resource Procedures
Committee for
revision
approvals
Finalize Volunteer Begin QuickBooks
previous year’s Picnic: Invite
financials committee
members
(Finance, HR,
Audit)

Enroll any new
hires in
medical/dental
plans according

Enroll any new
hires in
medical/dental
plans according

Enroll any new
hires in
medical/dental
plans according

Enroll any new
hires in
medical/dental
plans according

Enroll any new
hires in
medical/dental
plans according

Enroll any new
hires in
medical/dental
plans according

Enroll any new
hires in
medical/dental
plans according

Enroll any new
hires in
medical/dental
plans according

Enroll any new
hires in
medical/dental
plans according

Enroll any new
hires in
medical/dental
plans according to

Enroll any new
hires in
medical/dental
plans according

Enroll any new
hires in
medical/dental
plans according

Dental plan for
effective date
3/1/09

9/1/09

to 90 waiting to 90 waiting to 90 waiting to 90 waiting to 90 waiting to 90 waiting to 90 waiting to 90 waiting to 90 waiting 90 waiting period to 90 waiting to 90 waiting
period period period period period period period period period period period
Finance Finance Finance Finance Finance Finance Finance Finance Finance Finance Finance Finance
Committee Mtg Committee Committee Committee Committee Committee Committee Committee Committee Committee Mtg Committee Mtg | Committee

Mtg Mtg Mtg Mtg Mtg Mtg Mtg Mtg Mtg

February 2009 August 2009 -

- Open Kaiser Open

enrollment for enrollment for

Blue Shield effective date
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WELCOME TO THE PALOS VERDES PENINSULA LAND
CONSERVANCY!

Starting a new job is exciting, but at times can be overwhelming. This employee
handbook has been developed to help you become acquainted with our organization and
answer many of your initial questions.

The Palos Verdes Peninsula Land Conservancy (PVPLC) was founded in 1988 by a
group of concerned area residents to preserve open space on the Palos Verdes
Peninsula. We are a non-profit, non-political, public benefit corporation. Our mission is
to preserve undeveloped land in perpetuity as open space for historical, educational,
ecological, recreational and scenic purposes. The Peninsula area we serve includes, but
may not be limited to Palos Verdes Estates, Rancho Palos Verdes, Rolling Hills, Rolling
Hills Estates and San Pedro.

The Land Conservancy has been very successful through the years, preserving open
space by working with cities and property owners to locate funds for purchasing land, to
provide tax benefits for land donation, and to encourage preservation of publicly-owned
land. The organization provides an educational program consisting of monthly nature
walks for adults and a third-grade program that brings students to natural open space
near their schools. Habitat restoration is an important priority, with work underway on
many of the properties managed by the Land Conservancy. The current goal of the
organization is to see the Portuguese Bend area preserved in perpetuity, providing
additional opportunities for the Land Conservancy to continue preserving land and
restoring habitat for the education and enjoyment of all.

The PVPLC is led by a Board of Directors, a diverse group of volunteers from the South
Bay. The Executive Director and a limited staff of full and part-time employees manage
daily operations.

As an employee of our organization, the importance of your contribution cannot be
overstated. Your efforts are critical to the success of our programs and your work directly
influences our organization’s reputation.

We are glad you have joined us, and we hope you will find your work to be both
challenging and rewarding.

Sincerely,

Andrea Vona
Executive Director
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SECTION 1: OUR POLICIES AND PRACTICES
ABOUT THIS HANDBOOK

This Employee Handbook contains information about the employment policies and
practices of the organization. We expect each employee to read this Employee
Handbook carefully, as it is a valuable reference for understanding your job and the Palos
Verdes Peninsula Land Conservancy. The policies outlined in this Employee Handbook
should be regarded as management guidelines only, which in a developing business will
require changes from time to time. The PVPLC retains the right to make decisions
involving employment as needed in order to conduct its work in a manner that is beneficial
to the employees and the organization. This Employee Handbook supersedes and
replaces any and all prior Employee Handbooks and inconsistent verbal or written policy
statements. Except for the policy of at-will employment, which can only be changed by
the Board of Directors of the PVPLC in writing, the PVPLC reserves the rights to revise,
delete, and add to the provisions of this Employee Handbook. All such revisions,
deletions, or additions must be in writing and must be signed by the Executive Director of
the PVPLC. No oral statements or representations can change the provisions of this
Employee Handbook.

The provisions of this Handbook are not intended to create contractual obligations with
respect to any matters it covers. Nor is this Handbook intended to create a contract
guaranteeing that you will be employed for any specific time period. Violation of the
policies included in this Handbook may result in disciplinary action, up to and including
discharge.

This Employee Handbook refers to current benefit plans maintained by the organization.
Refer to the actual plan documents and summary plan descriptions if you have specific
guestions regarding the benefit plan. Those documents are controlling.

The employment policies and benefit summaries found in this employee handbook are
written for all employees. If there are discrepancies between the employment contract
and the employee handbook, the provisions of the employment contract are controlling.
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STATEMENT OF AT-WILL EMPLOYMENT STATUS

THE PALOS VERDES PENINSULA LAND CONSERVANCY IS AN AT-WILL
EMPLOYER. THIS MEANS THAT REGARDLESS OF ANY PROVISION IN THIS
HANDBOOK, EITHER YOU OR THE ORGANIZATION MAY TERMINATE THE
EMPLOYMENT RELATIONSHIP AT ANY TIME, FOR ANY REASON, WITH OR
WITHOUT CAUSE OR NOTICE. NOTHING IN THIS HANDBOOK OR IN ANY
DOCUMENT OR STATEMENT, WRITTEN OR ORAL, SHALL LIMIT THE RIGHT TO
TERMINATE EMPLOYMENT AT WILL. NO OFFICER, EMPLOYEE OR
REPRESENTATIVE OF THE ORGANIZATION IS AUTHORIZED TO ENTER INTO AN
AGREEMENT - EXPRESS OR IMPLIED - WITH ANY EMPLOYEE FOR EMPLOYMENT
OTHER THAN AT-WILL UNLESS THOSE AGREEMENTS ARE IN A WRITTEN
CONTRACT SIGNED BY THE PRESIDENT OF THE PVPLC.

EQUAL EMPLOYMENT OPPORTUNITY

Our organization is committed to equal employment opportunity. We will not
discriminate against employees or applicants for employment on any legally recognized
basis including, but not limited to: race, age, color, religion, sex, national origin, physical
or mental disability or veteran status.

You are welcome to discuss equal employment opportunity-related questions with the
Executive Director or your immediate supervisor.

AMERICANS WITH DISABILITIES ACT

Our organization is committed to providing equal employment opportunities to otherwise
qualified individuals with disabilities, which may include providing reasonable
accommodation where appropriate. In general, it is your responsibility to notify the
Executive Director of the need for accommodation. Upon your notification, the
Executive Director may ask you for your input on the type of accommodation you
believe may be necessary or the functional limitations caused by your disability. Also,
when appropriate, we may need your permission to obtain additional information from
your physician or other medical or rehabilitation professionals.

OUR EMPLOYEE RELATIONS PHILOSOPHY

We are committed to providing the best possible climate for maximum development and
goal achievement for all employees. Our practice is to treat each employee as an
individual. We seek to develop a spirit of teamwork, individuals working together to
attain a common goal.

In order to maintain an atmosphere where these goals can be accomplished, we
provide a comfortable and progressive workplace. Most importantly, we have a

5
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workplace where communication is open and problems can be discussed and resolved
in a mutually respectful atmosphere. We take into account individual circumstances
and the individual employee.

We firmly believe that with direct communication, we can continue to resolve any
difficulties that may arise and develop a mutually beneficial relationship. Therefore,
supervisors and employees are encouraged and expected to practice two-way
communication in their work environment.

NON-HARASSMENT

We prohibit harassment of one employee by another employee, supervisor or third party for any
reason including, but not limited to, age, race, color, mental or physical disability, national origin,
veteran status, religion and/or sex. Harassment of third parties by our employees is also
prohibited.

The purpose of this policy is not to regulate the personal morality of employees. ltis to
assure that, in the workplace, no employee harasses another for any reason.

While it is not easy to define precisely what harassment is, it includes: slurs, epithets,
threats, derogatory comments or visual depictions, unwelcome jokes, teasing, sexual
advances, requests for sexual favors and other similar verbal or physical contact.

Any employee who feels that he or she is a victim of such harassment should
immediately report the matter to his or her Supervisor or the Executive Director. The
organization will investigate all such reports as confidentially as possible. Adverse
action will not be taken against an employee because he or she, in good faith, reports or
participates in the investigation of a violation of this policy. Violations of this policy are
not permitted and may result in disciplinary action, up to and including discharge.

SEXUAL HARASSMENT
Sexual harassment of one employee by another employee, supervisor or third party is
against organization policy and is unlawful under state and federal law.

We firmly prohibit sexual harassment of any employee by another employee, supervisor
or third party. Harassment of third parties by our employees is also prohibited. The
purpose of this policy is not to regulate the morality of employees. It is to assure that, in
the workplace, no employee is subject to sexual harassment. While it is not easy to
define precisely what harassment is, it includes: unwelcome sexual advances, requests
for sexual favors and/or verbal or physical conduct of a sexual nature including, but not
limited to, sexually-related drawings, pictures, jokes, teasing, uninvited touching or other
sexually-related comments.

Sexual harassment of an employee will not be tolerated. Violations of this policy will not
be permitted and may result in disciplinary action, up to and including discharge.
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There will be no adverse action taken against employees who, in good faith, report
violations of this policy or participate in the investigation of such violations.

Any employee who feels that he or she is a victim of sexual harassment should
immediately report such actions in accordance with the following procedure. All
complaints will be promptly and thoroughly investigated.

1. Any employee, who believes he or she has been sexually harassed or retaliated
against for complaining of sexual harassment, should report the situation immediately to
either his/her Supervisor, the Executive Director 541-7613 x 204, or to the Office
Manager at 541-7613 x 201.

2. The organization will investigate every reported incident immediately. Any
employee, supervisor or agent of the organization who has been found to have violated
this policy may be subject to appropriate disciplinary action, up to and including
immediate discharge.

3. The organization will conduct all investigations in a discreet manner. The
organization recognizes that every investigation requires a determination based on all
the facts in the matter. We also recognize the serious impact a false accusation can
have. We trust that all employees will continue to act responsibly.

4. The reporting employee and any employee participating in any investigation under
this policy have the organization's assurance that no reprisals will be taken as a result of
a sexual harassment complaint. It is our policy to encourage discussion of the matter,
to help protect others from being subjected to similar inappropriate behavior.

IMMIGRATION REFORM AND CONTROL ACT (I-9)

In compliance with the federal Immigration Reform and Control Act of 1986 (IRCA), as
amended, our organization is committed to employing only individuals who are
authorized to work in the United States.

Each new employee, as a condition of employment, must complete the Employment
Eligibility Verification Form 1-9 and present documentation establishing identity and
employment eligibility.

If an employee is authorized to work in this country for a limited time period, the
individual will be required to submit proof of renewed employment eligibility prior to
expiration of that period to remain employed by the organization.

PVPLC is participating in the Basic Pilot program established by the Department of
Homeland Security and the Social Security Administration (SSA) to aid in verifying the
employment eligibility of all newly hired employees. Requested documents must be
provided to the PVPLC office within 3 days of hire.
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NEW EMPLOYEE ORIENTATION

Upon joining our organization, you were given this copy of our Employee Handbook.
Please sign the receipt page and return it to the Office Manager. If you haven’t done so
already, you will be asked to complete personnel, payroll and benefit forms.

If you lose your Employee Handbook or if it becomes damaged in any way, please
notify your Supervisor as soon as possible to obtain a replacement copy.

Your Supervisor is responsible for the operations of your department. He or she will be
a good source of information about the organization and your job.

CATEGORIES OF EMPLOYMENT

INTRODUCTORY PERIOD: All employees are on an introductory period during their
first 3 months of employment.

During this period of time, you will be able to determine if your new job is suitable for
you, and your supervisor will have an opportunity to evaluate your work performance.
However, the completion of the introductory period does not guarantee employment for
any period of time thereafter.

Regular FULL-TIME EMPLOYEES regularly work 40 hours or more each week.
Regular PART-TIME EMPLOYEES regularly work less than 40 hours each week.

TEMPORARY EMPLOYEES perform a job for a specified time, normally less
than one year. While a temporary employee may be either full- or part-time,
temporary employees are not eligible for employee benefits except where
mandated by law.

PER DIEM EMPLOYEES do not work regularly scheduled hours, but are called
in to work on an as-needed basis. Per Diem employees are not eligible for
employee benefits except where mandated by law.

In addition to the preceding, employees are also categorized as "exempt" or "non-
exempt."

NON-EXEMPT EMPLOYEES are entitled to overtime pay as required by
applicable federal and state law.

EXEMPT EMPLOYEES, pursuant to applicable federal and state laws, are not
entitled to overtime pay. Exempt positions are those filled by salaried employees
whose job responsibilities meet the federal and state regulations for overtime
exemption. Exempt positions may include executives, administrators and other
professionals whose duties meet the criteria set by applicable law.
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At time of hire, you will be given written notice that details the rate of pay and the basis,
whether hourly or salary, including overtime rate; allowances, if any; the regular pay day
designated by PVPLC. The notice will also include our current worker's compensation
carrier and policy number.
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AT A GLANCE BENEFITS MATRIX

Regul | Regul | Regul | Temp | Temp Per

ar Full | ar Full ar orary | orary | Diem

Time | Time Part Full Part

EXEM | NON- | Time | Time | Time

PT | EXEM
PT

Holiday Pay X X X
Vacation Time Pay X X X
Sick Time Pay X X X X X X
Jury Duty Leave (Paid) X X
Voting Leave (Unpaid) X X X X X X
Military Leave (unpaid, except
where ste?{e law indicates ot;lerw)i(se) X X X X X X
Paid Family Leave X X X X X X
Witness Leave (Unpaid) X X X X X X
Bereavement Leave (Paid) X X X
Pregnancy Disability
Leave of Absence X X X
Medical Insurance X X
Cobra X X
Life Insurance X X X
Social Security X X X X X X
Worker’'s Compensation X X X X X X
403(B) Qualified
Retirement Plan X X X
Flexible Spending Plan X X X
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TALK TO US

We encourage you to bring your questions, suggestions and complaints to our attention.
We will carefully consider each of these in our continuing effort to improve operations.

If you feel you have a problem, present the situation to your Supervisor so that the
problem can be settled by examination and discussion of the facts. We hope that he or
she will be able to satisfactorily resolve most matters.

If you find that you still have questions after meeting with your Supervisor or if you would
like further clarification on the matter, request a meeting with the Executive Director. He
or she will review the issues and meet with you to discuss possible solutions.

Your suggestions and comments on any subject are important, and we encourage you to
take every opportunity to discuss them with us. Your job will not be adversely affected in
any way because you choose to use this procedure.

If at any time you do not feel comfortable speaking with your supervisor or the next level
of management, discuss your concerns with any other supervisor with whom you feel
comfortable.

SECTION 2: YOUR PAY AND PROGRESS
RECORDING YOUR TIME
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You are required to maintain an accurate record of all time worked. For payroll purposes,
the workweek starts on Sunday and ends on Saturday.

Non-Exempt staff are required to use the electronic time keeping system. Enter your time
at the beginning and end of your shift and for your meal break. Any other departure from
work for personal reasons should also be recorded. Your Supervisor will approve your
time record at the end of each pay period.

All other employees must record their hours on time sheets and have them approved by
their supervisor by the 2" and 17 of each month.

PAYDAY
You will be paid bi-monthly according to the following schedule:

» For the pay period ending on the 15", you will be paid on the 25" of the same month
= For the pay period ending the last day of the month, you will be paid on the 10™ of the
following month

When our payday is a holiday, you normally will be paid on the working day before the
holiday. If our payday occurs on Saturday, you normally will be paid on Friday. If our
payday occurs on Sunday, you normally will be paid on Monday.

You may pick up your paycheck after 12 noon from your Supervisor.

Please review your paycheck for errors. If you find a mistake, report it to your Supervisor
immediately. Your Supervisor will assist you in taking the steps necessary to correct the
error. If an underpayment or overpayment is identified, it will be corrected on the next
regular paycheck unless this presents a hardship for the affected employee.

Automatic payroll deposit is available through our payroll service and we encourage all
employees to take advantage of this option. Your Supervisor will provide an authorization
form.
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PERFORMANCE REVIEWS

Regular full-time and part-time employees receive performance reviews. Your
performance is important to our organization. Annually, your Supervisor will review your
job progress within our organization and help you to set new job performance plans. New
employees will generally be reviewed at the end of their introductory period followed by
an annual review thereafter.

Our performance review program is designed to provide the basis for better
understanding between you and your Supervisor, with respect to your job performance,
potential and development within the organization.

PROMOTIONS AND TRANSFERS

We believe that career advancement is rewarding for both the employee and our
organization. We will promote qualified employees to new or vacated positions whenever
possible.

PAY RAISES

Depending upon your performance and the organization's financial position, adjustments
in your pay may be made when there has been an improvement in or sustainment of an
already good performance during the review period.

OVERTIME

The PVPLC rarely requires overtime work. However, if overtime work is necessary, you
will be given advance notice. Non-exempt employees must have all overtime approved
in advance by their Supervisor.

Non-exempt employees will be paid at a rate of one and one-half times their regular hourly
rate for hours worked in excess of 40 hours in a workweek or 8 hours in a single workday
unless an alternative workweek is in effect. For any hours worked in excess of 12 in a
single workday, non-exempt employees will be paid double their regular hourly rate.

Only actual hours worked count towards computing weekly overtime.
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PERSONNEL RECORDS AND CHANGES IN PERSONAL DATA

The PVPLC maintains confidential up-to-date records that include the employee's original
job application, resume, salary history, performance appraisals, benefit elections, and
other personal data.

Current and former employees have the right not only to view the contents of the personnel
file, but also to receive a copy of the contents on request, provided they pay the actual cost
of copying.

An employee can designate a representative to conduct the inspection of, or to receive a
copy of, the employee’s personnel file. The representative must be authorized, in writing,
by the employee to inspect, or receive a copy of, his or her personnel records.

Upon request, your personnel records will be available on the premises of the PVPLC at
a time mutually convenient for you and the PVPLC. You may inspect your personnel
records with no loss of compensation to you.

To aid you and/or your family in matters of personal emergency, we need to maintain up-
to-date information. Changes in name, address, telephone number, marital status,
number of dependents or changes in next of kin and/or beneficiaries should be given to
the Office Manager promptly.

SECTION 3: ON THE JOB
ATTENDANCE AND PUNCTUALITY

Attendance and punctuality are important factors for your success within the PVPLC and
our ability to run the organization smoothly. We work as a team and this requires that
each person be in the right place at the right time. Good attendance is an essential
element of job performance and will be weighed when considering an employee’s
performance review, promotions and compensation.

Employees are expected to be at work and to work a full workweek, except for authorized
absences. Absences for any of the reasons listed below must be authorized in advance
by your Supervisor. Authorized absences include the following (see page 8):

e vacation time scheduled in advance
e sick leave
e time off for workers’ compensation injury
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e pregnancy disability leave

e a death in your family

e jury duty

e time off to vote

e military leave

e emergency situations beyond your control

If you are going to be late for work or absent, you are required to notify your Supervisor
as soon as possible and no later than one hour before the start of your workday.

Personal issues requiring time away from your work such as medical or professional
appointments should be scheduled during non-working hours whenever possible. If this
is not possible, be sure to discuss your need for time off with your Supervisor and obtain
authorization in advance.

In the absence of compelling circumstances, if you are absent from work for three
consecutive days without notifying the organization, it is assumed that you have
voluntarily abandoned your position with the organization, and you will be removed from
the payroll.
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WORK WEEK

Because of the nature of our business, your work schedule may vary depending on your
job. Our normal office hours are:

Monday through Friday: 9:00 a.m. to 5:00 p.m.

Field hours and work schedules vary at each jobsite. For those employees working
outside the PVPLC office, check with your Supervisor about your hours of work. An
alternate daily schedule may be in effect at specific jobsites.

MEAL TIME

Regular, non-exempt employees who work for more than 5 hours a day are required to
take a 30-minute meal break each day. Your Supervisor is responsible for approving the
scheduling of this time. The time taken for meal breaks is unpaid.

If a work period of not more than six hours will complete the day’s work, the meal period
may be waived by mutual consent of the employer and the employee.

REST PERIODS

Employees are required to take a ten (10) minute paid rest period for each four (4) hours
worked (or major fraction of four (4) hours).

DRESS POLICY

Employees are expected to maintain high standards of personal cleanliness and present
a neat, professional appearance at all times. Clothing should be neat and appropriate for
the business environment in which you work. Employees are expected to use their best
judgment and common sense when determining what is appropriate.

Whether or not your job responsibilities place you in direct contact with the public, you
represent the organization with your appearance as well as your actions. The properly
attired individual helps to create a favorable image for the organization, to the public and
fellow employees.

PVPLC provides its nursery crew employees with a daily uniform from a qualified uniform
company which includes pants and shirts. The uniform must be worn at all times.
Employees whose work is visible to the public, i.e. Nature Center Naturalists must wear
a PVPLC provided polo while working at the centers.
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STANDARDS OF CONDUCT

Each employee has an obligation to observe and follow the organization's policies and to
maintain proper standards of conduct at all times. If an individual's behavior interferes
with the orderly and efficient operation of a department, corrective disciplinary measures
will be taken.

Disciplinary action may include a verbal warning, written warning, suspension and/or
discharge. The appropriate disciplinary action imposed will be determined by the
organization. The organization does not guarantee that one form of action will necessarily
precede another.

The following may result in disciplinary action, up to and including discharge: violation of
the organization's policies or safety rules; insubordination; unauthorized possession, use
or sale of alcohol or controlled substances on work premises or during working hours;
unauthorized possession, use or sale of weapons, firearms or explosives on work
premises; theft or dishonesty; gambling; physical harassment; sexual harassment;
disrespect toward fellow employees, visitors or other members of the public; poor
attendance; performance of non-PVPLC activities/tasks/work or use of organization
property, equipment or facilities in connection with non-PVPLC work while on organization
time; or poor performance. These examples are not all inclusive. We emphasize that
discharge decisions will be based on an assessment of all relevant factors.

Nothing in this policy is designed to modify our employment-at-will policy.

PUBLIC RELATIONS

Our organization's reputation is built on excellent service and quality work. As a non-
profit organization, we are responsible to our supporting members, the public and
government organizations we serve. To maintain this reputation requires the active
participation of every employee.

The opinions and attitudes that the community and other organizations have toward our
organization may be determined for a long period of time by the actions of one employee.
Each employee must be sensitive to the importance of providing courteous treatment in
all working relationships. Employees are expected to maintain a positive and cooperative
relationship at all times with our membership, other organizations and the community we
serve.
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CONTACT WITH THE MEDIA

All media inquiries regarding the PVPLC and its operations must be referred to the
Executive Director. Only the Executive Director is authorized to make or approve public
statements pertaining to the PVPLC or its operations. No employees, unless specifically
designated by the Executive Director, are authorized to make those statements.

SOLICITATION AND DISTRIBUTION

In order to avoid unnecessary annoyances and interruptions from your work, solicitation
by an employee of another employee is prohibited while either person is on working time
or on company property or premises.

Employee distribution of non-business related literature, including handbills, in work areas
is prohibited at all times.

Trespassing, soliciting or distribution of literature by non-employees on work site
premises is prohibited at all times.

PROTECTING ORGANIZATION INFORMATION

Protecting our organization's information is the responsibility of every employee, and we
all share a common interest in making sure it is not improperly or accidentally disclosed.
Do not discuss the organization’s confidential business with anyone who does not work
for us.

All telephone calls regarding a current or former employee's position or compensation
with our organization must be forwarded to the Executive Director.

It is prohibited to use the organization's address for the receipt of personal mail.

CARE OF EQUIPMENT

You are expected to use proper care when using the organization's property and
equipment. No property may be removed from the work site without the proper
authorization of management. If you lose, break or damage any property, report it to your
Supervisor at once.
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PVPLC VEHICLES

Operators of any PVPLC vehicle are responsible for the safe operation and cleanliness
of the vehicle. Any employee operating the PVPLC vehicle must maintain a valid and
appropriate vehicle operator’s permit as required by law and must be listed as an
authorized driver on the PVPLC vehicle insurance policy. The Executive Director must
approve all authorized drivers.

Accidents involving a PVPLC vehicle must be reported to the Office Manager
immediately.

Employees are personally responsible for any moving and parking violations and fines
that may result when operating a PVPLC vehicle.

PVPLC vehicles may only be used for job-related travel or activities, unless the Executive
Director authorizes other use in advance.

The use of seat belts and appropriate safety devices is mandatory for operators and
passengers of the vehicle. Smoking is not permitted in any PVPLC vehicle.

PERSONAL EXPENSE REIMBURSEMENT

Employees will be reimbursed for expenses incurred while conducting business for the
PVPLC. Business expenses include:

e Mileage on personal vehicle used for business purposes (does not include vehicle use for
transportation to and from home or for personal activities during the day). Mileage shall be
reimbursed at the rate specified by the Internal Revenue Service.

e Use of personal cell phone and personal telephone for PVPLC business, if authorized by the
Executive Director.

e Other travel expenses such as parking, tolls, meals, etc., if such expenses are pre- approved by
the Executive Director.

PERSONAL TELEPHONE CALLS

It is important to keep our telephone lines free for business calls. The use of the
organization’s phone lines for personal calls should be minimized. Use of personal cell
phones for personal reasons during working hours should be kept to a minimum, this
includes text messaging.
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ELECTRONIC MAIL MONITORING

The computer and e-mail systems are intended for business use only. The use of the
organization's e-mail system to solicit fellow employees or distribute non job-related
information to fellow employees is strictly prohibited. Employees are also prohibited from
displaying or transmitting sexually-explicit images, messages, ethnic slurs, racial epithets
or anything which could be construed as harassment or disparaging of others.

Employees shall not use unauthorized codes or passwords to gain access to others' files.

All e-mail passwords for your organizational e-mail account must be available to the Office
Manager at all times. Please notify the Office Manager if you need to change your
password.

For business purposes, the Executive Director and Office Manager reserve the right to
enter, search and/or monitor the private workstation, e-mail system and the
files/transmission of any employee without advance notice and consistent with applicable
state and federal laws.

VOICE MAIL MONITORING

The voice mail system is intended for business use only. The use of the organization's
voice mail system to solicit fellow employees or distribute non job-related information to
fellow employees is strictly prohibited. Employees are also prohibited from transmitting
sexually-explicit messages, ethnic slurs, racial epithets or anything that could be
construed as harassment or disparaging to others.

All voice mail passwords must be made available to the Office Manager at all times.
Please notify the Office Manager if you need to change your password.

Violation of this policy may result in disciplinary action, up to and including discharge.
For business purposes, the Executive Director and Office Manager reserve the right to
enter, search and/or monitor the private PVPLC voice mail system and the voice mail of

any employee without advance notice and consistent with applicable state and federal
laws.
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INTERNET USE

As a growing organization, we recognize the need to stay on the cutting edge of
technology. This is one of the reasons we allow employees to have access to the Internet.

The Internet is intended for business purposes only. Employees are prohibited from
displaying, transmitting and/or downloading sexually-explicit images, messages, ethnic
slurs, racial epithets or anything that could be construed as harassment or disparaging to
others. Employees are also prohibited from using the Internet for instant messaging,
games and personal amusement.

Consistent with applicable federal and state law, the time you spend on the Internet may
be tracked through activity logs for business purposes. All abnormal usage will be
investigated thoroughly.

Employees learning of any misuse of the organization's Internet access shall notify the
Executive Director.

PVPLC CELLULAR TELEPHONES

Employees in certain positions are issued organization cellular telephones so they may
maintain contact with business contacts and co-workers when they are out of the office
on business.

Employees shall take appropriate safety precautions when using their cellular telephones.
We also expect employees to comply with applicable state laws regarding the use of
cellular telephones.

Organization cellular telephones are for business purposes. Although the occasional use
of your PVPLC cellular telephone for personal calls may be necessary, incoming and
outgoing personal calls are discouraged. Employees must reimburse the organization for
any charges resulting from personal calls made or received on a PVPLC cellular
telephone in accordance with applicable state and federal wage and hour laws.

Employees who are not issued a cellular telephone by the PVPLC may be reimbursed if
it Is necessary to make long distance business calls from their personal cellular phone.

Employees are expected to demonstrate proper care of their cellular telephones. If you
lose, break or damage your PVPLC cellular telephone, report it to your Supervisor or the
Office Manager at once. All cellular telephones issued by the PVPLC must be returned
upon leaving the organization or upon transferring to a position that does not require a
PVPLC cellular telephone.

IF YOU DECIDE TO LEAVE
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Should you decide to leave your employment with us, we ask that you provide your
Supervisor with at least 2 weeks' advance written notice. Your thoughtfulness is
appreciated and will be noted favorably should you ever wish to reapply for employment
with this organization.

Employees who are rehired following a break in service in excess of one month(s) other
than an approved leave of absence must serve a new initial introductory period, whether
or not such a period was previously completed. Such employees are considered new
employees from the effective date of their reemployment for all purposes, including the
measuring of benefits. Reinstatement of benefits may be possible, but only at the
discretion of the Board of Directors.

The PVPLC does not provide references for former employees. Generally, we will
confirm, upon request, our employees' dates of employment and job title.

Additionally, all resigning regular full-time or part-time employees must complete a brief
exit interview prior to leaving. All PVPLC property must be returned upon termination.
Otherwise, the organization may take further action to recoup any replacement costs
and/or seek the return of organization property through the appropriate legal recourse.

You should notify the Office Manager if your address changes during the calendar year
in which termination occurs so that your tax information will be sent to the proper address.
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SECTION 4: WORKPLACE SAFETY
EACH EMPLOYEE'S RESPONSIBILITY

Safety can only be achieved through teamwork at our organization. Each employee,
supervisor and manager must practice safety awareness by thinking defensively,
anticipating unsafe situations and reporting unsafe conditions immediately.

Please observe the following precautions:

1. Notify your supervisor of any emergency situation. If you are injured or
become sick at work, no matter how slightly, you must inform your supervisor
immediately. Regardless of the type of injury, it is illegal not to report an injury that
occurs at work.

2. The unauthorized use of alcoholic beverages or illegal substances during
working hours will not be tolerated. The unauthorized possession or distribution
of alcoholic beverages or the possession or distribution of illegal drug substances
on the organization's property or job sites is forbidden.

3. Use, adjust and repair machines and equipment only if you are trained and
qualified.

4, Know the proper lifting procedures. Get help when lifting or pushing heavy
objects.

5. Understand your job fully and follow instructions. If you are not sure of the
safe procedure, don't guess; just ask your supervisor.

6. Know the locations, contents and use of first aid and fire fighting equipment.

7. Wear personal protective equipment in accordance with the job you are
performing (see page 22).

8. Comply with Cal/lOSHA standards as written in The PVPLC lliness & Injury
Prevention Program Manual.

9. Unauthorized possession, use or sale of weapons, firearms or explosives
on work premises is forbidden.

A violation of a safety precaution is in itself an unsafe act. A violation may lead to
disciplinary action, up to and including discharge.
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PERSONAL PROTECTIVE EQUIPMENT

One way to prevent injury at work is to wear proper personal protective gear. Some
protective equipment is necessary for specific jobs, while other items are necessary for
any work. Your supervisor knows the hazards you may face on the job, and will provide
the proper equipment to protect against those hazards. It is important that you attend
training on how to use and care for the equipment so it will provide maximum protection.

Hard hats should be worn by all workers where there is a danger of flying, falling, and
moving objects. Hard hats can mean the difference between life and death.

Safety boots with metal toe-caps protect the feet of the worker who handles heavy loads
or who works around moving equipment. Rubber boots with hard toes and puncture-
proof inner soles protect the feet and legs. Kneepads protect employees who work on
their knees for long periods.

Eyes can be damaged from chemical splashes, dust or flying particles. Protect eyes by
wearing approved goggles or face shields. A pair of eyes are not for gambling. Wear
eye protection when working around chemicals, when using power equipment, when
spraying or sanding, and any time there is the risk of contaminating or injuring your eyes.

For some jobs, respirators are necessary to prevent noise and throat irritation or to
prevent ingesting dangerous chemicals or vapors. The type of respirator to use depends
on the nature of the work. Respirators should be worn when there will be a lot of dust,
vapors or gases emitted into the air.

Even if the job will only take a few minutes, that's all it would take for a chemical or
fragment to fly into an unprotected eye or a heavy object to fall on an unprotected head
or foot. Wearing appropriate personal protective gear will greatly lessen any worker’s
chance of injury on the job.

ACCIDENTS AND INJURIES

If you are injured on the job, no matter how slightly, report the incident immediately to
your Supervisor. Consistent with applicable state law, failure to report an injury within a
reasonable period of time could jeopardize your claim. We ask for your assistance in
alerting management to any condition that could lead to or contribute to an employee
accident.

If you are injured on the job, you are expected to return to work as soon as possible. The
organization will attempt to provide a reasonable accommodation which is medically
necessary, feasible and does not impose an undue hardship on the organization as
prescribed by applicable Federal, state or local law.
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GOOD HOUSEKEEPING

Good work habits and a neat place to work are essential for job safety and efficiency. You
are expected to keep your place of work organized and materials in good order at all
times. Report anything that needs repair or replacement to your supervisor.

SMOKING IN THE WORKPLACE

Our organization is committed to providing a safe and healthy environment for employees
and visitors. To accomplish this and in compliance with state law, smoking is prohibited
within indoor locations.

Due to the significant risk of fire and the potential danger to surrounding homes,
SMOKING IS PROHIBITED AT ALL PVPLC OUTDOOR WORK SITES.

Your employment or continued employment with the organization is conditioned upon
your full compliance with the foregoing non-smoking policy. Any violation of this policy
may result in disciplinary action up to and including discharge. Furthermore, any
employee who violates this policy who is subject to termination, may be permitted in lieu
of termination, at the PVPLC’s sole discretion, to participate in and successfully complete
an appropriate smoking cessation treatment program as recommended by a qualified
professional as a condition of continued employment.

WORKPLACE VIOLENCE

Violence by an employee or anyone else against an employee, supervisor, member of
management, visitor or member of the public will not be tolerated. The purpose of this
policy is to minimize the potential risk of personal injuries to employees at work and to
reduce the possibility of damage of organization property in the event someone, for
whatever reason, may be unhappy with an organization decision or action by an
employee or member of management.

If you receive or overhear any threatening communications from an employee or outside
third party, report it to your Supervisor at once. Do not engage in either physical or verbal
confrontation with a potentially violent individual. If you encounter an individual who is
threatening immediate harm to an employee or visitor to our premises, contact an
emergency agency (such as 911) immediately.

All reports of work-related threats will be kept confidential to the extent possible,

investigated and documented. Employees are expected to report and participate in an
investigation of any suspected or actual cases of workplace violence.
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Violations of this policy, including your failure to report or fully cooperate in the
organization's investigation, may result in disciplinary action, up to and including
immediate discharge.

SUBSTANCE ABUSE

The organization has vital interests in ensuring a safe, healthy and efficient working
environment for our employees, their co-workers and the customers we serve. The
unlawful or improper presence or use of controlled substances or alcohol in the workplace
presents a danger to everyone. For these reasons, we have established as a condition
of employment and continued employment with the organization the following substance
abuse policy.

Employees are prohibited from reporting to work or working while using illegal or
unauthorized drugs. Employees are prohibited from reporting to work, or working when
the employee uses any drugs, except when the use is pursuant to a doctor's orders and
the doctor advised the employee that the substance does not adversely affect the
employee's ability to safely perform his or her job duties.

In addition, employees are prohibited from engaging in the unlawful or unauthorized
manufacture, distribution, sale or possession of illegal drugs and alcohol in the workplace
including: on organization paid time, on organization premises, in organization vehicles,
or while engaged in organization activities. Employees are also prohibited from reporting
for duty or remaining on duty with any alcohol in their systems. Employees are also
prohibited from consuming alcohol during working hours, including meal and break
periods. This does not include the authorized use of alcohol when served at PVPLC
sponsored functions or activities.

Your employment or continued employment with the organization is conditioned upon
your full compliance with the foregoing substance abuse policy. Any violation of this policy
may result in disciplinary action up to and including discharge. Furthermore, any
employee who violates this policy who is subject to termination, may be permitted in lieu
of termination, at the PVPLC’s sole discretion, to participate in and successfully complete
an appropriate treatment, counseling or rehabilitation program as recommended by a
substance abuse professional as a condition of continued employment and in accordance
with applicable federal, state and local laws. The PVPLC assures that any information
concerning an individual's drug or alcohol use will remain confidential.

Consistent with its fair employment policy, the organization maintains a policy of non-
discrimination and reasonable accommodation with respect to recovering addicts and
alcoholics, and those having a medical history reflecting treatment for substance abuse
conditions. We encourage employees to seek assistance before their drug or alcohol use
renders them unable to perform their essential job functions or jeopardizes the healthy
and safety of themselves, or others. The PVPLC will attempt to assist its employees
through referrals to rehabilitation, appropriate leaves of absence, and other measures,
consistent with the organization's policies and applicable federal, state or local laws.
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The PVPLC further reserves the right to take any and all appropriate and lawful actions
necessary to enforce this substance abuse policy including, but not limited to, the
inspection of PVPLC issued lockers, desks or other suspected areas of concealment, as
well as an employee's personal property when the organization has reasonable suspicion
to believe that the employee has violated this substance abuse policy.

This policy represents management guidelines only and should not be interpreted as a
contract of employment.
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SECTION 5: TIME AWAY FROM WORK AND OTHER BENEFITS

HOLIDAYS
The PVPLC observes ten holidays annually.

All regular full-time and part-time employees are eligible for paid holiday immediately
upon hire. Temporary and per diem employees are not eligible for holiday pay.

All regular full-time employees will receive holiday pay of eight (8) straight time hours at
their regular rate. Regular part-time employees (see p. 8) will receive holiday pay
proportionate to the number of hours normally worked. All employees must work their
scheduled workday before and after the holiday in order to be paid for the holiday, unless
they are absent with prior permission from their Supervisor.

VACATION

All regular full-time and part-time employees are eligible for paid vacation time. If eligible,
you begin accruing vacation time upon hire. After six months, you may take up to five (5)
days of accrued vacation. Temporary and per diem employees are not eligible for paid
vacation.

Vacation is calculated according to the employee’s anniversary date as follows:

Regular full-time employees are entitled to ten (10) days of vacation annually. For
the first two years of employment, regular full-time employees accrue vacation at
the rate of 0.833 days per month.

After two years of employment, regular full-time employees will accrue vacation at
the rate of 1.25 days per month, equivalent to fifteen (15) days per year.

Regular part-time employees are eligible for vacation pay in proportion to the
number of hours they have been scheduled to work.

Regardless of accrual rate, the maximum vacation time that you may accrue is the same
number of days that you accrue in any one year. Once you have reached that number,
you will not accrue additional vacation time until you have used some or all of your
accrued vacation time.

All vacation must be approved by your supervisor in advance. Please submit your
vacation requests in writing at least two weeks in advance to your Supervisor. When
possible, vacation periods will be assigned in accordance with employee requests, taking
operating requirements into account. Length of employment may determine priority in
scheduling vacation times. Vacation time taken must be reported on your timesheet.
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The Executive Director may require that unused vacation time be taken at a specific time
during the calendar year or before the end of the anniversary year.

Upon termination, eligible employees will be paid for any accrued but unused vacation.
SICK DAYS

All regular full-time employees are eligible for 10 days of paid sick time each year.
Regular part-time employees are eligible for paid sick time in proportion to the number of
hours they are scheduled to work.

Sick leave accrual begins at time of hire for all regular full and part time employees.
Temporary and Per Diem employees who work 30 or more days within a year are also
entitled to accrue sick leave from time of hire. Workers need to be employed 90 days
before using accrued sick leave.

Regular full-time employees will earn sick time at a rate of 0.833 days per month, and will
cap at 80 hours. Regular part-time employees will earn sick time in proportion to the
number of hours they have been scheduled to work, and will cap at 40 hours. Temporary
and Per Diem employees will earn sick time at the rate of one hour of paid sick leave for
every 30 hours worked, and will cap at 48 hours.

Employees may use accrued sick time and/or vacation time to attend to an illness of a
child, parent, spouse, or domestic partner of the employee. Once accrued sick time and
vacation time have been used, employees may take unpaid leave if authorized to do so
by the Executive Director. Sick days may not be combined with vacation time except as
authorized by the Executive Director.

Employees are not paid in lieu of taking the actual time off. Employees are not paid for
earned but unused sick days upon termination.

Sick days are intended to be used for actual illness. If abuse of this policy is noted, the
Executive Director has the right to review an employee’s attendance record and take
corrective action if appropriate. If an employee is out sick for more than three (3)
consecutive days, the employee must provide a physician’s authorization upon returning
to work.

The accrual of sick days stops with time away from work due to: medical leave of
absence; disability; Family Leave act; and Donor Leave.
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JURY DUTY

Regular full time employees summoned for jury duty will be granted up to five (5) days
paid leave in order to serve.

Make arrangements with your Supervisor as soon as you receive your summons. A copy
of the summons should accompany your request.

We expect you to return to your job if you are excused from jury duty during your regular
working hours.

VOTING LEAVE

The PVPLC believes that every employee should have the opportunity to vote in any state
or federal election, general primary or special primary. Any employee whose work
schedule does not provide him or her 2 hours to vote while the polls are open will be
granted up to 2 hours unpaid time off in order to vote.

Notify your Supervisor of the need for voting leave as soon as possible. When you return
from voting leave, you must present a voter's receipt to your Supervisor as soon as
possible.

MILITARY LEAVE

Employees who are required to fulfill military obligations in any branch of the Armed
Forces of the United States or in state military service will be given the necessary time off
and reinstated in accordance with federal and state law.

The time off will be unpaid, except where state law dictates otherwise. If an employee
chooses, he/she may use accrued vacation time for this time off.

Military orders should be presented to the Executive Director and arrangements for leave
made as early as possible before departure. Employees are required to give advance
notice of their service obligations to the organization unless military necessity makes this
impossible.

You must notify the Executive Director of your intent to return to employment based on
requirements of the law.
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PAID FAMILY LEAVE

If you should need to stop working or reduce your work hours to care for a family member
who is seriously ill or to bond with a new child, you may be eligible to receive Paid Family
Leave (PFL) benefits beginning July 1, 2004. Effective July 1, 2014, PFL expands
benefits to include benefits for time taken off to care for a seriously ill grandparent,
grandchild, sibling or parent-in-law. Please contact the Office Manager for more
information regarding eligibility requirements and benefits for this program. Employees
who qualify should notify their Supervisor as soon as possible of their need to take Paid
Family Leave.

WITNESS LEAVE

Employees are given the necessary time off without pay to attend or participate in a court
proceeding in accordance with state law. We ask that you notify your Supervisor of the
need to take witness leave as far in advance as is possible.

BEREAVEMENT LEAVE

All full-time employees who have completed the three (3) month introductory period of
employment are eligible for up to five (5) paid days off for the death of an immediate family
member. Members of the immediate family include a spouse, domestic partner, parent,
stepparent, grandparent, mother- or father-in-law, sister, brother and children.

Part-time employees are eligible for bereavement pay in proportion to the number of
hours they normally are scheduled to work.

Temporary and per diem employees are not eligible for bereavement pay.

Requests for bereavement leave should be made to your immediate supervisor as soon
as possible. Our organization reserves the right to request written verification of an
employee's familial relationship to the deceased and his or her attendance at the funeral
service as a condition of the bereavement pay.

PREGNANCY DISABILITY LEAVE OF ABSENCE

If a regular employee is disabled by pregnancy, childbirth or related medical conditions,
she may be eligible to take a pregnancy disability leave in compliance with state and
federal law. If an employee is affected by pregnancy or a related medical condition, she
also may be eligible to transfer to a less strenuous or hazardous position or to less
strenuous or hazardous duties, if such transfer is medically advisable and such a position
is available.

If possible, the employee must provide at least thirty (30) days advance notice for
foreseeable events (such as the expected birth of a child), or as much notice as is
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practicable for unforeseeable circumstances. The organization may require the
employee to provide certification from her health care provider of the need for leave or
the advisability of transfer.

PVPLC is required to provide employees up to a maximum of four months of unpaid, job-
protected leave for each pregnancy in a 12-month period, and will maintain any group
health benefits as if the employee continued to work instead of taking leave. Should an
employee not return to work at the end of the leave, PVPLC may be able to recover costs
associated with providing those benefits.

Upon return from pregnancy disability leave, the employee will be returned to her original
position unless the job has ceased to exist because of legitimate business reasons
unrelated to her pregnancy disability leave. An employee who does not return to work
upon the expiration of allowable time under the applicable leave plans will be considered
to have resigned from employment and may be replaced.

DONOR LEAVE

Bone Marrow donor will be granted up to five (5) days paid in a one-year period.
PVPLC may require employee to use up to 5 days of sick or vacation days prior to paid
leave.

Organ donor leave will be granted up to 30 days paid in a one-year period. PVPLC may
require employee to use up to 2 weeks of sick and vacation days prior to paid leave.

PVPLC will reinstate returning employees to the same or equivalent position and not
retaliate against any employee requesting or taking this type of leave.

MEDICAL INSURANCE

Eligible regular full-time employees working 40 hours or more per week may enroll in
either a single or a family Medical and/or Dental plan after 60 days of employment.
Information and enrollment forms may be obtained from the Office Manager.

To assist you with the cost of this insurance, the PVPLC may pay the premiums for a
single contract (medical and dental). You may add additional family members to your
policy by paying the additional costs of their coverage. A booklet containing the details
of the plan and eligibility requirements may be obtained from the Office Manager.

Upon termination you may be entitled to continuation or conversion of the group medical

insurance plan in accordance with the terms of the policy and/or applicable state and
federal law. For more information, contact the Office Manager.
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COBRA

You and your covered dependents will have the opportunity to continue medical and/or
dental benefits for a period of up to 36 months under the provisions of the Federal
Consolidated Omnibus Budget Reconciliation Act (COBRA) when group medical and/or
dental coverage for you and your covered dependents would otherwise end due to your
death or because:

e your employment terminates, for a reason other than gross misconduct;

e your employment status changes due to a reduction in hours;

e your child ceases to be a "dependent child" under the terms of the medical
and/or dental plan;

e you become divorced or legally separated; or

e you become entitled to Medicare.

In the event of divorce, legal separation, or a child's loss of dependent status, you or a
family member must notify the plan administrator within 60 days of the occurrence of the
event.

The plan administrator will notify the individuals eligible for continuation coverage of their
right to elect COBRA continuation coverage.

SOCIAL SECURITY

During your employment, you and the organization both contribute funds to the Federal
Government to support the Social Security program. This program is intended to provide
you with retirement benefit payments and medical coverage once you reach retirement
age.

WORKERS' COMPENSATION

On-the-job injuries are covered by our workers' compensation insurance policy. This
insurance is provided at no cost to you. See Accidents & Injuries, page 23.

403(b) QUALIFIED RETIREMENT PLAN

Our organization provides eligible employees with a 403(b) Qualified Retirement plan,
which offers an excellent means of long-term savings for your retirement. The
organization's contribution, if any, is determined by the PVPLC Board of Directors on an
annual basis.
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You can obtain a copy of the Summary Plan Description that contains the details of the
plan including eligibility and benefit provisions from your Supervisor. In the event of any
conflict in the description of any plan, the official plan documents, which are available for
your review, shall govern. If you have any questions regarding this plan, see your plan
administrator.

FLEXIBLE SPENDING PLAN

ALL FULL AND REGULAR PART TIME EMPLOYEES ARE ELIGIBLE TO
PARTICIPATE IN A FLEXIBLE SPENDING PLAN WHICH WILL ALLOW
EMPLOYEES TO SET ASIDE A SPECIFIC PRETAX DOLLAR AMOUNT
FOR UNREIMBURSED MEDICAL, DENTAL, VISION, ORTHODONTIA
AND DEPENDENT CARE EXPENSES. NEW EMPLOYEES ARE
ELIGIBLE TO PARTICIPATE 3 MONTHS AFTER DATE OF HIRE.
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RECEIPT OF EMPLOYEE HANDBOOK

This is to acknowledge that | have received a copy of the Palos Verdes Peninsula Land
Conservancy Employee Handbook and understand that it sets forth the terms and
conditions of my employment as well as the duties, responsibilities, and obligations of
employment with the organization. | understand and agree that it is my responsibility to
read the Employee Handbook and abide by the rules, policies, and standards set forth in
the Employee Handbook.

| also acknowledge that my employment with the Palos Verdes Peninsula Land
Conservancy is not for a specified period of time and can be terminated at any time for
any reason, with or without cause or notice, by me or by the organization. | acknowledge
that no oral or written statements or representations regarding my employment can alter
the foregoing unless those agreements are in a written contract signed by the President
of the PVPLC. | also acknowledge that no Manager or Employee has the authority to
enter into an employment agreement-express or implied-providing for employment other
than at-will.

| also acknowledge that, except for the policy of at-will employment, the organization
reserves the right to revise, delete, and add to the provisions of this Employee Handbook.
All such revisions, deletions, or additions must be in writing and must be signed by the
Executive Director of the organization. No oral statements or representations can change
the provisions of this Employee Handbook. | also acknowledge that, except for the policy
of at-will employment, terms and conditions of employment with the organization may be
modified at the sole discretion of the organization with or without cause or notice at any
time. No implied contract concerning any employment-related decision, term of
employment, or condition of employment can be established by any other statement,
conduct, policy, or practice.

| understand that the foregoing agreement concerning my at-will employment status and
the organization's right to determine and modify the terms and conditions of employment
is the sole and entire agreement between me and the Palos Verdes Peninsula Land
Conservancy concerning the duration of my employment, the circumstances under which
my employment may be terminated, and the circumstances under which the terms and
conditions of my employment may change. | further understand that this agreement
supersedes all prior agreements, understandings, and representations concerning my
employment with the organization.

If I have questions regarding the content or interpretation of this handbook, | will bring
them to the attention of my Supervisor.

Printed Name of Applicant Signature Date
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