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Policies and Procedures of the
New Mexico Humanities Council

.  HUMANITIES:

The Humanities should be central to all aspects o€thencil’'sprogram.

A. The Board and staff should require that each prajolve one or more
of the following disciplines:

Modern and Classical Languages

Literature

Linguistics

History

Jurisprudence

Philosophy

Archaeology

Anthropology

. Comparative Religion

10. Ethics

11. History, Theory, and Criticism of the Arts

12. Those aspects of the social sciences that havariigtio content and
employ humanistic methods (sociology, political scestieeory,
international relations)
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B. The Councikhould endeavor to ensure that over a period of timesit
involved a large rangef humanities disciplines. The Counsiiould
maintain a computer listing of programs, disciplineseslaand scholars
involved for review.

C. The Councithould encourage projects that involve more than one
humanities discipline.

D. The Council should review its activities from titoetime to ensure
centrality of the humanities to the entire program.

E. The Council should ensure that each project providekapportunity
for diverse points of view and that no project is chmazed by advocacy,
bias, or dogmatic assertion.

F. The Council should require that no project be "aatibented," that is,
promote a specific solution to a problem, present a smeglaution of an
issue, or exhort the audience to a particular couraetan.



. SCHOLARS IN THE HUMANITIES:

A. The Council should ensure that scholars in the hunearatie involved centrally
in the planningand implementatioof each project

B. The Council should make clear to applicants that thealmitras scholar should
function in each project as a professional in hisavrdiscipline. The scholar is
expected to follow the accepted principles of acaderaedfvm, which includes
the responsibility to:

1. discuss all relevant aspects of a subject, and
2. show due respect for the opinions of others in the exghaf criticism
and ideas.
C. The Council should work to increase the number of humarstibolars aware of

and involved in its prograsn Humanities scholars may come from higher
education and otheelevant walks of life.

D. In addition to involvement in individual projects, the Coilia overall program
should show explicit, planned efforts to achieve undersigrahd acceptance of
the program concept by scholars in the humanities.

E. Non-traditional scholars may include persons groundeceitgimanities,
acknowledged by their peers and their communities, includimggxample,
community historians, cultural specialists, tradition begrand others working in
a non-academic setting. (Adopted Feb. 2002)

[I. PUBLIC OUTREACH:

NMHC's projects are intended to involve a public audienemagpily adults who are not full-
time students and families.

A. Typically, the Council should fund projects that providgpée opportunity for
dialogue among all participants. However, the Counay miso fund media or
other formats that do not involve dialogue.

B. The Council should ensure that significant intereghéntopic or issue exists in
the community or communities in which a program willhiedd. The Council

should ensure that a well-defined publicity plan is submtttatiwill inform and
attract a public audience for each program.

V. GRANTS:

A. The final responsibility for grant-making rests with tIHC Board.



1. The Grant Review Committee can approve an expendifurp to $2,000
on allMini-Grants. (Adopted/92).

2. All proposals recommended for approval by the Grant Re@emmittee
and costing more than $20@fust be approved by a majority of the Board
members present and voting at a regularly scheduled sedslmnBoard
(7/192).

The Board should not make grants that support the following:
Construction or renovation

Equipment purchases

Curriculum development

Traditional courses for college credit

Staff positions unrelated to NMHC grant programs
Research unrelated to NMHC grant programs
Publications unrelated to NMHC grant programs
Conferences limited to professional humanities scholars
Advocacy and direct action programs

0. Fellowships or scholarships

1 The continuation of existing humanities programs thataegular part of
an organization’s activities

12.  Museum or library acquisitions
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The final fiscal responsibility for grant funds restshathe Board.

The Board should be prudent with its funds, but it is ebquethat those funds
will be used to the greatest extent possible, reflechiadact that the funds were
provided by Congress and the state legislature in expettdtextensive
humanities programming.

The Board should make every effort to raise funds fatirsources available to it
in order to support Council grant activity.

The Council should have evaluation techniques that eratol@ssess with

reasonable objectivity its granting techniques and the psajeemselves.

1. All applicants funded by the NMHC are selected in agmenpetition on
the basis of established and publicized criteria. GranieReCommittee
members should assess the quality of each proposal adée ddether it
is adequate or inadequate with respect to the following:

a. Centrality of the Humanities
Is the proposed program a humanities program? Does thegatlo
explain how and what the humanities will contributé® program?
Will the program make the humanities and the significarice
humanistic activity readily evident to the public?



Involvement of the Humanities Scholars

Does the proposed program assure that humanities sciwdlars
participate actively in program planning, presentation andiatiah?
Does the proposal include informative letters from hoitres scholars
describing their contributions and approaches to be takite in
program? Does the involvement of humanities schoklsdnsure
the centrality of the humanities in the program?

Issue or Topic Addressed in the Project

Has a brief, clear statement of the proposed programpresented?
Are the issues, concerns, topics, or themes of interese public and
are they approached in a humanistic fashion? Does tpeswd
program avoid propagandist bias, and aim instead at broad
understanding and an examination of various perspectives?

Evidence of Community Interest and Adult Audience

Is the program directed at pubfiadiences? |Is program promotion
adequate? Do the program schedule, format, facilitiepamnatipants
demonstrate that adequate attention has been paid to gaining
community interest and participation in the program?

. Credentials of Project Personnel

Have brief résumés of project personnel been includ#teiproposal?
Have letters from other program participants been includedfRere a
clear indication of the sponsor’s ability to carry the program?

Evaluation Plan
Has a project evaluator been identified? Does thegsa provide for
an adequate evaluation plan?

Budget and Financial Accountability

Is the budget reasonable and realistic? Is it suffi¢eperform all
the tasks described but not wasteful? Do the matching furhelssa
equal the amount of money requested from the NMHC®elbudget
elaboration sufficiently detailed?

During anyparticular funding period, decisions to fund or not to fund a
proposal should also be contingent upon consideratiohsasuthe
number and kinds of proposals in competition and the anafdands
available to the NMHC.

The NMHC can take any of the following actions on a peais:

accept for funding as submitted,
accept for funding with reduced award,
accept for funding with stipulations, or



* not fund

4. Before a funding session, Grant Review Committee mesrsjeuld
review each proposal personally, and be aware of gramefunds
available for expenditure.

5. All proposals for funding consideration should be submitbeithié NMHC
office in the complete and final form by the time direal grant
application deadline. In no case will any proposalsareed to a Board
meeting without prior approval of the Grant Review Cotteni

6. In addition to conducting funding sessions, the Board shalabreview
annually NMHC, policies, procedures, programs and actiaimesamend
or adjust them accordingly.

The Board should seek to expand the number of griatitutions and receiving
organizations in the state over a period of time.

The Board should encourage genuine co-sponsorship betweksmacand
public groups in sponsoring public humanities programs. Genuispaasorship
means that both groups are integrally and evidently involvetaiming,
directing, and implementing the program.

The Board should direct that a letter be written wheajected applicant, listing
the reasons why the application was rejected.

The Board may entertain one-submission of a revised proposkhis will be
placed in competition with other applications pending review

Sponsors of NMHC-funded programs should acknowledge the sugfgmoth the
New Mexico Humanities Council and the National Endownfienthe
Humanities. In both the grant award letter from theH/to the grant recipient,
and in the grant agreement signed by the NMHC and th¢ igr@pient, mention
should be made of the program requirement that all ptybiiems, including
flyers, brochures, posters, and media spots make tb&iod acknowledgement:

Funded in part by a grant from the New Mexico Humanities Coucil,
an affiliate of the National Endowment for the Humanities

All tangible products of NMHC awards, including films, vadapes,
publications, and audio tapes and exhibits, should provideithe s
acknowledgement.

The New Mexico Humanities Council and the Federal Gawernt reserve the
non-exclusive right to have free use of and access tauigéole products of
grants, including media products, without payment or reésinis for government



purposes and to further the program objectives of the Nexichlélumanities
Council, with proper credit to the producer, writer, &stisr other originators and
to the grant recipient, whenever the New Mexico Humasi@ouncil or the
Federal Government deem it in their best interests t&od

V. SPECIAL PROGRAMS:

A. Program Initiatives - The Board of Directors of theWNMexico Humanities
Council (NMHC) encourages proposals from any sourcedar mumanities-
related programs. In this context, the term “prograntdeBned to be an activity
funded by the NMHC, resulting in a publicly-available prodamd/or event(s),
because it contributes significantly to the achievemg&titeoNMHC strategic
plan. It is expected that such activities will be ofjé&a scope and/or reach larger
and/or wider audiences than activities funded throughmeNMHC grants. It is
an expectation of the NMHC Board of Directors thatNiHC Executive
Director will proactively identify and initiate new pn@gns as appropriate,
including through partnerships with other organizations thatspdumanities-
related programming. Program proposals from the public antémbers of the
Board of Directors must be reviewed and approved by theuixedirector
before they are submitted to the Board of Directorgfioroval. The Executive
Director must obtain approval from the Board of Direstior all new programs
before funding can be allocated. The Board of Diractall render a decision on
such proposals in a timely manner, based on a revi¢inegdroposal and
recommendation for action by the Board of DirectosgPam Committee. The
Board of Directors and its Program Committee will dsefollowing criteria in
evaluating each proposal: (1) relevance and anticipatditlyoqpfethe program
content, (2) reputation and/or qualifications of progreauérs and organizers, (3)
contribution to the NMHC strategic plan, (4) cost ofgreom versus value to
those whom the NMHC seeks to serve, (5) risk to thi#HIS, (6) and
reasonableness of the cost estimate &mdlalbility within the NMHC budget.

B. Executive Director Discretionary Fundingach year, during its annual review
and approval of the New Mexico Humanities Council (NMH@grating budget,
the Board of Directors will approve a specific budget item amount which the
Executive Director can spend without prior approvanfthe Board of Directors,
subject to the following conditions: (1) the fundingsinbe used to meet
legitimate needs of the NMHC, and (2) the Executiredor must provide the
Board of Directors with a written description of apenditures of this
discretionary funding at each Board meeting. The@o#&Directors Finance
Committee will review the expenditures prior to eadaiBl meeting and include
in their Committee report their assessment obffropriateness of the
expenditures.



VI. BOARD OF DIRECTORS:

The policies of the state-based program can best bevachby a representative and volunteer
state board composed of academic and public members.

A.

B.

The Board should fund only programkintellectual excellence.

Board members should review and approve grants of Counds fsought by
applicants seeking to sponsor public humanities programs.

The function and duty of the NMHC Board should includeektablishment of
policy. The function and duty of the Chair of the Bodrdidd include the
directing of the activities of the Board in accordana the established policies;
and the function and duty of the staff should includertiementation of the
policies established by the full Board in partnership wighBoard.

1. No individual member, officer, or staff person, nsst policy.

2. It is appropriate to poll the full Board when policy andéaergency
matters arise.

3. A majority of members of the board shall have authdatgonvene a
meeting of the full Board in cases of emergency or irdpgnpolicy
issues.

In addition to regular attendance at Board meetinggpptbving grant awards
sought by applicants seeking to sponsor public humanities pnegBoard
members should serve on committees as appointed, attdHCNunded
programs, contribute to the funds of the Council and tgrara development,
review and approve Council policy and procedures, and revidva@rove
Council proposals to the National Endowment for the Binitres and other
sources. The Board should review the status of the 8MRdserve Fund
regularly

1. Incoming NMHC Board members are expected to ateendrientation
session, which will include an overview of the NMHC budd@etancial
statement, and Board financial oversight responsitslitie

2. Proxy votes should not be accepted on any issue undedeaign by
the Board.
3. Members are expected to attend one or miveC-funded programs per

year. The staff should provide tBeard members with monthly calendars
of NMHC-funded programs via the Council web site.



Board members should encourage program development in their
communities.

Board membershould play an active role in the preparation of any
proposal to the National Endowment for the Humanities.

The Board should shape the policies of the NMHC proggarmg
continuing thought to its role and future through the worksoExecutive
Committee and its committee structure.

a. The Executive Committésee also the Bylaws of the NMHC)

(1) The Executive Committee shall be composed of theevffiof
the Board and the immediate past chair

(2) The Executive Committee should have the following duties
and responsibilities:

(a) Recommending new Council policy and procedures,
including Bylaws, to the Board,

(b) Recommending personnel policy and procedures to the
Board, including but not limited to:

* Completing an annual evaluation of the Executive
Director;

* Reporting the outcome of the Executive Director’s
annual evaluation of the staff;

* Recommending annually the stipends and fringe
benefits for the staff.

(c) Monitoring the NMHC finances and budgeting and
accounting procedures, and reporting to the Board at least
annually on financial status and practices. Regular
financial reports, however, should be submitted by the
staff to the Executive Committee on a regular bagistan
the Board at regularly scheduled meetings of the full
Board.

(d) Recommending strategic plans to the Board for the
Council and its programs.

(e) Monitoring evaluation processes of the Council, reporting
annually to the Board on process effectiveness.

(H Evaluating and reporting annually to the Board the
effectiveness of Board operations and meetings.

(g) Recommending new member orientation procedures to the
full Board,
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(h) Recommending to the Board fund-raising policy,
procedures, and opportunities.

(i) Advising the Chair on interim recommendations or
decisions between regularly or specially scheduleddBoar
meetings.

(3) The Executive Committee should be chaired by the Board
Chair. Executive Committee meetings should be held in
conjunction with each regularly-scheduled meeting ofulie
Board or in the interim between regularly-scheduled megsti
A quorum will be a simple majority of the confirmed Bda
membership.

The Board should solicit, on a statewide basis, suggedbemominations for
election to membership of the Board. The Board membessioipld reflect a
balance among its constituents.

1. Any member of the Board may make suggestions for Board niehpéeo
the Nominating Committee.

2. Nominations may be accepted from the floor at the ammeating.

3. The Executive Committee shall charge the Nominating Citteenwith
providing for the rotation of elected members of the Baarthat, insofar as
feasible, approximately one-third of the membership isagttand one-third is
new in any calendar year.

A list of former NMHC Board members should be maintditeeshow breadtbf
membership across the state. Former members of thd Bwgrcontinue to
serve both the NMHC and the National Endowment ferHamanities as
evaluators or as participants in programs. Former mexmbay receive stipends
for their participation in NMHC-funded programs, exceptha case where they
were a Board member when that particular proposal waswggpifor funding.

The Board should continuously search and implement neamsnaf increasing
public understanding and use of the humanities.

The Board has responsibility for rooting the program nfiongly in the state by
such means as seeking locally for additional sourcasnalirig and by making its
program efforts known to its political representatives.

The Board is responsible for providing independent oversigiiecoperations
and financial assets of the Council. As such, Board mesnti# receive
financial literacy training as needed, and the Board rbégimo a responsible and
qualified fiscal agent to assist in carrying out this agétsresponsibility. The
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Board will review and approve all Council financial stateteexmd its annual
submission of U.S. Government Form 990 at the regulardBoaeting preceding
their publication or submission. The Treasurer shallesas Chair of the Finance
Committee and the Reserve Fuddmmittee.

The Board should develop record-keeping methods and anbtgotaiques
sufficient to aid in permitting profound and insightful axion of program
effectiveness.

The officers of the Board will include a Chair and V€bhair, a Secretary and a
TreasurerThe Board will employ an Executive Director.

1. The duties of the Chair of the Board should include (pleasealso the
NMHC Bylaws):

a.

Serving as chief executive officer, directing the adggsiof the Council in
accordance with established policies.

Chairing Board meetings.

Executing and delivering documents in the name of the Couvinan
authorized.

Setting the time and place of the annual meeting of mesntoebe held
during the last three months of the year.

Calling special meetings of members, and setting thedmdeplace of
those meetings.

Giving notice of the annual meeting and of special meestajsg the
time, place, and, if a special meeting, the purposdotéyurteen days
before the meeting date either personally, by telephmmay e-mail.
(Adopted July 2002)

Notifying, in writing, an elected member of the Board ti&abr she is no
longer a member if that member fails to attend thresecutive Board
meetings.

Serving as Chair of the Executive Committee.

Negotiating and approving the terms of the Executive Dirisctontract.
Approving the Executive Director’s staff appointments.

Approving reimbursements and payments to the Executive Director.
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l.  Approving reimbursements for all in-state travel for Boasinbers.

m. Approving all out-of-state travel for the Executive Diaag staff
members, and Board members.

2. The duties of the Vice-Chair of the Board should inclidesé of the Chair
when (please see NMHC Bylaws):

a. Serving in the absence, disability or failure to act ofGhair, or
b. whenever having been delegated a responsibility by the Chair.

3. Secretary

a. The Secretary's duties:
(1) The Board Secretary or his or her designate shauidise Board
minutes when approved by the full Board. If the minutesate
approved as written and additions, deletions, or otheratamns are to
be made, changes should be specified by the Board. ddmel Bray
choose to approve the minutes with corrections, bytgheuld not be
signed by the Secretary until the revisions have been aratie
submitted to the Secretary or his or her designate fooaglpr
(2) The Secretary signs on behalf of the Board aifferal
documents as assigned by the Chair.

b. The Treasurer's duties:
(1) The Treasurer is Chair of the Finance Committdaghvmeets at
each Board meeting or as needed. He or she shall:
(a.) Examine and approve each financial report fromtdfé s
(b.) Work with staff to develop the budget that is suledito the
Board for approval.
(2) The Treasurer is Chair of the Reserve FQathmittee, which
meets quarterly at the NMHC office. He or she shall:
(a) Examine and approve each investment report on the NMHC
Reserve~und.
(b) Inform the account executive of any concerns ottomas by
the Reserve Fun@ommittee.
(c) Report to the Board on the status of the NMHC Redeund.

4. The position of Executive Director shall be autrediand filled at the
discretion of the Board. The term of employment k&l as determined in his or
her contract. The duties of the Executive Direct@aillshclude (please see the
NMHC Bylaws):

a. Executing the policies established by the Board and withigufgelines
established by the National Endowment for the Humanities.
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b. Maintaining liaison with the National Endowment for tHemanities.
c. Administering the Council office.

d. Appointing, with the approval of the Chair, such asststas are approved
by the Executive Committee.

e. Evaluating, on an annual basis, the staff of the NMH@,raporting on
that evaluation to the Executive Committee.

f. Approving payment of expenditures for normal office functiggregram
development activities, in-state travel for staff nhens, and grantees in
accordance with the NMHC budget and NEH guidelines.

g. Reviewing and certifying the accuracy and completeness ¢iGIM
financial statements.

h. Reviewing U.S. Government Form 990 for accuracy and conmasse
and filing it electronically whenever possible to ensureely, accurate
and complete submissions.

i. Disclosing in a timely manner any material change#&rations or
financial conditions to the Board of Directors, and asranted, to
funding agencies and/or the public.

] Disclosing audited financial statements and U.S. GoverhFam 990 to
the public in an easily accessible manner.

VIl. NMHC RESERVEFUND:

A.

The Treasurer serves as Chair of the Reserve Rufkd) Committee. The Chair,
with the approval of the Executive Committee, appomtstb four other Board
members to the Investment Committee.

The R.FCommittee will evaluate annually the financial advisad avestment
firm on their service to and handling of the Resduvels.

When a new investment firm is warranted, the Rdmmittee will request
proposals from four or more investment firms.

The R.FCommittee will select a firm from those proposald ameet at least
semi-annually with the person assigned to the NMHC Re$amd account.

The account executive of the firm will provide the RCBmmittee with reportat
least quarterly.
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VIII.

The Board has adopted the policy that the ReseitMeeach $250,000 before any
interest can be used for NMHC program funds.

When the NMHC Resenrfund has reached that goal, the interest may be used
only to fund new and preferably innovative NMHC programs.

The corpus of the NMHC ReserlFend must remain intact and only the interest
used onlyafter the corpus has reached its goal of $250,000.

Twenty percent of income from programs shall laegd in the Reserve Fund. (F
through | adopted Mar 2002)

ACCOUNTABILITY:

The Board shall maintain documentation and apply procedarensure accountability in the
areas of record keeping and finances.

A.

Proper public notice of meetings, by means of news stangther media
announcements, including a statement of the purpose ofdéting, should be
made at least ten days before any meeting.

Amendments to the NMHC Bylaws will not be acted on dytime meeting in
which they are proposed; a decision will be made at #eting following the
introduction of a proposed Bylaws change, so that ar@onembers will be
informed of and have time to consider the change.

Authority for Expenditures:

1. Reimbursement or payments to staff members shall be aggplbgvthe
Executive Director.

2. Reimbursements or payments to the Executive Directorlsbapproved by
the Chair, and made as promptly as possible

3. The Executive Director shall have the authority to apprieayments of
expenditures for normal office functions, to include sigspltelephone,
printing, duplicating, and postage, insofar as such expensl#weein
accordance with the NMHC budget and NEH guidelines and proper
documentation has been provided.

4. The Executive Director shall have the authority to apprmayment for
program development activities, insofar as such expeeditne in line with
the NMHC budget and NEH guidelines and proper documentadi® tvden
provided.
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. The Executive Director shall have the authority to ap@mayments to
grantees, insofar as such payments have been requestedampropriate
form, the form has been properly completed, documentétiapplicable)
has been attached, and the request is in line with tinéegfa budget and
NMHC guidelines regarding payment to the grantees.

In the case of prolonged absence from the office duméss, travel, or
vacation by the Executive Director, the Assistant @oeor other designate,
may approve payments for operational expenses.

. All out-of-state travel for the Executive Directoraf$ members and Board
members should have the prior approval of the Board @kdw the purpose
of the trip, the time at which it will be taken, ane #stimated amount of
expense that will be incurred. The Chair's decisionsldhmimade in a
careful and prudent manner, taking into consideration Mel@l budget. All
out-of-state travel for the Board Chair should heoréed to the Board (or an
appropriate committee) prior to or during the next regitard meeting.

. Reimbursement for in-state travel for staff memberd bleaapproved by the
Executive Director. Reimbursement for in-state trdoethe Executive
Director shall be approved by the Board Chair or hisgiede. While the
Chair’s individual in-state travel vouchers need notpg@aved by a higher
authority, the Chair should be responsible and accourttatie full Board,
and the Board should have full right and authority to goleshe Chair
regarding any travel reimbursement.

a. Commercial air transportation costs shall be reimlbissecoach or
economy rates only. Receipts shall be provided.

b. Auto mileage shall be reimbursed at the current rate gerapproved by
the Board. Any staff or Board member traveling with ather staff or
Board member shall so indicate on the travel voucher.

c. Board and staff meals shall be reimbursed at the Baandsnt per diem
schedule. Inthe event that a group dinner or lunch iggead in
conjunction with an NMHC meeting, every attempt shalimade to keep
the price of the meal, per person, reasonable.

d. It has been the practice of NMHC to reimburse at-astsrfor lodging
during out-of-state travel or in-state at staff-sedctites. NMHC usually
cannot control location of conferences out-of-statereviocks of rooms
have been reserved, etc.. Any individual requesting atremsbursement
for out-of-state lodging should submit hotel receipts.

e. With the exception of auto transportation and meatalvaersed at the per
diem rate, no reimbursement should be made withouiptece
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f. No travel funds shall be advanced to any staff or Boanchiner. A Board
member, anticipating travel (in particular out-of-staseel), may request
that NMHC purchase travel tickets for that membercases where the
“no advance” rule would obviously create a hardship or wowddlpde
conference attendance, etc., the Chair may authariegaeption to the
rule, with the understanding that the individual receivirggadvance
should keep a careful accounting of expenditures andrehailh any
unused funds to the Board.

g. Conference fees and hotel costs, when proper docunoemtets been
provided, may be pre-paid.

h. All travel vouchers shall be signed by the payee pagrocessing.

i. All vouchers shall be accompanied by the appropriatepeganvoices,
etc., prior to processing.

] No payment shall be advanced before work is compl@tguarticular this
applies particularlyo consultants and staff).

k. At least ten days processing time shall be allowed ftentime an
invoice is received and the check is mailed from NMH@eff

D. The NMHC Accounting Manual shall be updated as necessaeysure a
smooth transition of account procedures should a key eeplegve or become
ill.

IX. WHISTLEBLOWER POLICY: (April, 2008)

The New Mexico Humanities Council (NMHC) is committedwaintaining a workplace where
employees are free to raise good-faith concerns regaitBngouncil’s business practices,
specifically: (1) reporting suspected violations of lavgluding but not limited to federal laws
and regulations; (2) providing truthful information in coaten with an inquiry or investigation
by a court, agency, law enforcement, or other governrieotsy; and (3) identifying potential
violations of NMHC policy, specifically the policies m@ined in the Council’s Policies and
Procedures Manual.

Purpose

The purpose of this Policy is to provide a mechanism for ’Mirhployees to raise good-faith
concerns regarding suspected violations of law, to cooparateinquiry or investigation by a
court, agency, law enforcement, or other governmentaf,lmrdo identify potential violations of
NMHC policy; and to protect employees who take such astitom retaliation.

Process
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AllNMHC employees are responsible for preserving and ptiotgthe integrity of the Council.
As such, it is the responsibility of an employee hakingwledge of a suspected violation of law
or of NMHC policy, or of unauthorized or inappropriate condtareport such activity to the
Executive Director or, if the Executive Director i® tsubject of the complaint, to the Chair of
the NMHC Board of Directors. The person receiving gport is responsible for investigating
the complaint and ensuring that appropriate correctiveracs taken. The recipient of the
complaint will not divulge the identity of the compiant if so requested.

An employee who files a complaint must have a reaslerbasis for believing that inappropriate
activity may be occurring. This requires that a disolpg€mployee have some evidence that has
led to a good-faith conclusion that conduct may be inap@atepr Frivolous, unsubstantiated
allegations may result in discipline of the employg®efo and including termination of
employment.

Reports of suspected violations of law or policy willilmeestigated promptly and in a manner
intended to protect confidentiality, consistent with ladad fair investigation.

The investigating parties may be NMHC employees, NMetfall counsel, external parties, or
some combination of these groups, as appropriate. Exngrlpgee is expected to cooperate
fully with the investigation. At the conclusion of arvestigation, the Executive Director will
notify the Chair of the NMHC Board of Directors dktfindings and actions taken. The
Executive Director will make a full report to the NMHBDard of Directors of all incidents in
which this Policy is invoked.

If the Executive Director is the subject of the complahe Chair of the NMHC Board of
Directors will ask a member of the Board of DirectBrecutive Committee to fulfill the
Executive Director’s role in all phases of the praceld the Executive Director is the subject of
the complaint, he/she will not participate in the irtigggion process.

Anonymous Reports

Any person may make an anonymous report. Howevemitldlioe understood that any
investigation may be hampered or impractical if the repogergon cannot be identified and
guestioned about the allegations and related facts. Aslkbsabove, all reports, including
those made anonymously, must be substantiated by evidettaeappropriate conduct may
have occurred.

Retaliation

The NMHC expressly prohibits any form of retaliatiorgliling harassment, intimidation,
adverse employment actions, or any other form ofiagkah, against employees who raise
suspected violations of law, cooperate in inquiries orstigations, or identify potential
violations of NMHC policies. Any person who engageseialiation will be subject to
discipline, up to and including termination.
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Presumption of Innocence

There will be a presumption of innocence with respeantoperson implicated in a suspected
violation or retaliation, and the NMHC shall take stapavoid unnecessary disclosure of
allegations prior to the conclusion of an investigationssoad to unfairly harm the reputation of
any person.

X. DOCUMENT RETENTION/DESTRUCTION POLICYApril, 2008)

Background: The Sarbanes-Oxley Act addresses the destratbosiness records and
documents and turns intentional document destructioraiptocess that must be carefully
monitored. Nonprofit organizations should have a writteandatory document retention and
periodic destruction policy. Policies such as this &lithinate accidental or innocent
destruction. In addition, it is important for adminasive personnel to know the length of time
records should be retained to be in compliance.

The New Mexico Humanities Council abides by the minimundocument retention
requirements set forth in the following table, provided ly the National Council of
Nonprofit Associations in accordance with the Sarbanes-Oxleydh Used in this context,
the term “document” includes all forms of the referenceddocument types, including
computer files, voice mail recordings, and other non-papeiormats. Documents that have
been retained beyond the period indicated in the chart bew may be destroyed
periodically, taking into consideration constraints on storageace and staff time. If
litigation is filed or government investigation is commenced agagt New Mexico
Humanities Council, all document destruction shall be symended as promptly as can be
achieved reasonably. Electronic documents subject to thequirements below will be
backed up at least monthly and archived in a separate locationl'he ability to successfully
retrieve a select number of archived electronic documentsill be validated at least
semiannually.

19



Type of Document Minimum
Requirement
Accounts payable, ledgers and schec 7 year.
Audit report: Permanentl
Bank reconciliation 2 year.
Bank statemen 3 years
Checks (for important payments and purche Permanentl
Contracts, mortgages, notes, and leases (ex 7 year.
Conrracts (still in effect Permanentl
Correspondence (genel 2 year.
Correspondence (legal and important mat Permanentl
Correspondence (with customers and ven: 2 year.
Deeds, mortgages, and bills of ¢ Permanentl
Depreciation Schedul Permanentl
Duplicate deposit slij 2 year.
Employment applicatiol 3 year.
Expense analyses/ expense distribution sche 7 year.
Year end financial stateme Permanentl
Insurance Policies (expire 3 year.
Insurance records, current accident rts, claims, policies, el Permanentl
Internal audit repor 3 year.
Inventories of products, materials and sup 7 year.
Invoices (to customers, from vendc 7 year.
Minute books, bylaws and chai Permanentl
Patents and related paf Permaiently
Payroll records and summai 7 year.
Personnel files (terminated employe 7 year.
Retirement and pension recc Permanentl
Tax returns and workshe Permanentl
Timesheel 7 year.
Trademark registrations and copyric Permanentl
Withholding tax statemer 7 year.

©2004 National Council of Nonprofit Associations

May be duplicated, with attribution, by charitable organizations.

Xl. NMHC EMPLOYEE CONFLICT OF INTEREST POLICY

Introduction

The New Mexico Humanities Council (NMHC) respects and supponployee involvement in
activities outside of work and encourages employees wehblegounded, active and contributing
members of the community. However, employees arereztjto avoid improper behavior as
well as behavior that creates an appearance of imptgjas it relates to their work for the
NMHC. Every employee of the NMHC owes a statutargt aommon law duty of loyalty to the
NMHC. This duty of loyalty generally requires employéegxercise their authority in the
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interest of the NMHC, and not in their own interemtshe interests of another entity or person.
The duty of loyalty also forbids employees from engagingctivities that are competitive with,
or harmful to, the activities of the NMHC, and prohilataployees from usurping a legitimate
business opportunity of the NMHC.

Implications of a Conflict of Interest

It should be emphasized that conflicts of interestlwiig an employee are not inherently illegal
or unethical, nor should they be interpreted as refigaipon the integrity of any employee.
Rather, it is the manner in which the employee ard\IMHC deal with a conflict, which
determines the propriety of the situation.

Reporting and Disclosure

All actual and potential conflicts of interest shallfblly disclosed to the Executive Director on
an annual basis. If at any other time, an employee fimdhier self in a situation which he or
she believes may create or could reasonably be percesvadating a conflict of interest, the
employee must disclose these activities to the Exexltikector immediately. The Executive
Director shall report and disclose conflicts to the €b&the Board of Directors in a similar
manner. The attached form should be used for disclosingjaterf interest.

The interested employee shall recuse himself or hdrsetfthe deliberations, decisions or
activities that create the conflict of interest exaepbtherwise allowed by the Executive
Director. Allowable actions, limits or waivers shiad recorded on the disclosure form and
signed by the Executive Director.

Specific Reporting Requirements

Employees of the NMHC may not solicit, and must naegt gratuities, favors, lunches, tickets,
or anything of significant monetary value (greater than $25rt66) contractors, vendors, or
parties seeking or receiving funding from the NMHC.

Employees must disclose any outside employment that t@dhgrcould interfere with their
attendance or the satisfactory performance of dutidgeea@MHC.

Definition of “Conflict of Interest”

A conflict of interest exists when an employee hassiness, financial, leadership, or other
material relationship with a third party that may readdy be perceived as creating dual
loyalties. A conflict of interest also may exist wihen employee’s actions for the NMHC, or for
the other party, involve an improper gain or advantageh®employee or have an adverse
affect on NMHC interests.

The following are examples of conflicts of interest efhshall be disclosed:

« Outside Interests - Holding a position or having a mdtBniancial interest, whether directly
or indirectly, in any outside entity which receives NMIi@ding, or any outside entity from
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which the NMHC secures goods or services or that provigesass competitive with, or
harmful to, the NMHC. It also includes directly odirectly competing with the NMHC in
the purchase or sale of goods or services.

« Outside Activities - Providing directive, managerial, onsultative services to anyone who
does business with, receives funding from, or competés thie NMHC, or performing
other services in competition with the NMHC.

« Gifts and Gratuities — Accepting for personal use, exeesgfts or entertainment, or other
favors from those who do business with the NMHC, sealotbusiness with the NMHC, or
who are competitors of the NMHC.

Information - Disclosing or using confidential or propaig information relating to NMHC
business for personal profit or to the advantage of ichdals or entities other than the NMHC.
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New Mexico Humanities Council
Employee Conflict of Interest Reporting and Disclosurd=orm
| have received and read a copy of the NMHC EmployeeliCbaf Interest
Policy. | affirm that, other than the interest repdielow, | am aware of no
actual, apparent or potential conflict of interest.

Signed:

(Print Name)

Disclosures:

Please submit this form annually to the Executive Daregod later than 10
November of each year. Additional forms may be submétedften as needed,
within 10 working days after the conflict or potential confo€interest develops.
Waivers, Limits or Mitigation Plan:

Signed:

(Print Name)
Date:
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Xll. NMHC BOARD MEMBER CONFLICT OF INTEREST
POLICY

Introduction

The interest of the humanities requires a maximunmriboion from leaders in the field.
Therefore Directors and their close relatives (parespisuses, siblings and offspring) should not
disqualify themselves from participation in projects sufgzbby the New Mexico Humanities
Council (NMHC) merely because of their position. Hwer, Directors and their close relatives
should be alert to avoid any action which could possiblyntegpreted as a use of their position
to further their own interests or those of an insttutvith which they are affiliated.

Accordingly, Directors are required to avoid improper behaagowell as behavior that creates
an appearance of impropriety as it relates to their viarthe NMHC.

Implications of a Conflict of Interest

It should be emphasized that conflicts of interestlwiag a Director are not inherently illegal or
unethical, nor should they be interpreted as refleatpan the integrity of any Director. Rather,
it is the manner in which the Director, Board of Digest and the NMHC deal with a conflict,
which determines the propriety of the situation.

Reporting and Disclosure

All actual and potential conflicts of interest shallfbly disclosed to the Chair of the Board of
Directors on an annual basis. If at any other timeradr finds himself or herself in a situation
which he or she believes may create or could reasobaljppgrceived as creating a conflict of
interest, the Director must disclose these activibgbe Chair of the Board immediately. The
Chair of the Board of Directors shall report and diseloonflicts to the Vice Chair of the Board
of Directors in a similar manner. The attached fonmusd be used for disclosing conflicts of
interest.

The interested Director shall recuse himself or hefiseh the deliberations, decisions or
activities that create the conflict of interest exapbtherwise allowed by the Chair of the Board
of Directors. Allowable actions, limits or waivesBall be recorded on the disclosure form and
signed by the Chair of the Board of Directors.

Specific Reporting Requirements

Directors of the NMHC may not solicit, and must aotept gratuities, favors, lunches, tickets,
or anything of significant monetary value (greater than $253rt66) contractors, vendors, or
parties seeking or receiving funding from the NMHC.

Directors must disclose any outside employment thatnpatly could interfere with their
attendance or the satisfactory performance of dutidgeea@MHC.
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Definition of “Conflict of Interest”

A conflict of interest exists when a Director hasugibess, financial, leadership, or other
material relationship with a third party that may readdy be perceived as creating dual
loyalties. A conflict of interest also may exist waihe Director’s actions for the NMHC, or for
the other party, involve an improper gain or advantageéh®Director or have an adverse affect
on NMHC interests.

The following are examples of conflicts of interest efhshall be disclosed:

Outside Interests - Holding a position or having a mdtBnancial interest, whether directly
or indirectly, in any outside entity which receives NMIi@ding, or any outside entity from
which the NMHC secures goods or services or that providegsegs competitive with, or
harmful to, the NMHC. It also includes directly odirectly competing with the NMHC in
the purchase or sale of goods or services.

Outside Activities - Providing directive, managerial, onsultative services to anyone who
does business with, receives funding from, or competés thie NMHC, or performing
other services in competition with the NMHC.

Gifts and Gratuities — Accepting for personal use, exeesgits or entertainment, or other
favors from those who do business with the NMHC, sealotbusiness with the NMHC, or
who are competitors of the NMHC.

Information - Disclosing or using confidential or propaig information relating to NMHC
business for personal profit or to the advantage of icidals or entities other than the
NMHC.
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New Mexico Humanities Council
Board of Directors Conflict of Interest Reporting and Disclosure Form
| have received and read a copy of the NMHC Board of BarecConflict of
Interest Policy. | affirm that, other than the netgt reported below, | am aware of
no actual, apparent or potential conflict of interest.

Signed:

(Print Name)

Disclosures:

Please submit this form annually to the NMHC Chair merlthan 10 November of
each year. Additional forms may be submitted as @teneeded, within 10
working days after the conflict or potential conflict ofareést develops.

Waivers, Limits or Mitigation Plan:

Signed:

(Print Name)
Date:
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