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AGENDA 

 
SAN BRUNO COMMUNITY FOUNDATION 

 
Regular Meeting of the Board of Directors 

 
May 4, 2016 

7:00 p.m. 
 

Meeting Location:  
San Bruno Senior Center, 1555 Crystal Springs Road, San Bruno 

 
In compliance with the Americans with Disabilities Act, individuals requiring reasonable accommodations or 
appropriate alternative formats for notices, agendas, and records for this meeting should notify us 48 hours prior to 
meeting.  Please call the City Clerk’s Office at 650-616-7058. 

 
 
1. Call to Order/Welcome 
 
2. Roll Call 

 
3. Approval of Minutes: April 6, 2016, Regular Board Meeting, and April 13, 2016, 

Special Board Meeting 
 

4. Board Member Comments 
 

a. President 
b. Others 

 
5. Executive Director’s Report 
 
6. Consent Calendar: All items are considered routine or implement an earlier Board action and may be 

enacted by one motion; there will be no separate discussion unless requested by a Board Member or staff. 
 

a. Receive and Approve Treasurer’s Report (March 2016 Financial Statements) 
 
b. Adopt Resolution Authorizing President Nancy Kraus to Execute a Contract with 

Novogradac & Company LLP for Audit and Tax Preparation Services for Fiscal 
Year 2015-2016 for an Amount Not to Exceed $9,500 
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7. Conduct of Business   
 

a. Receive Report from Ad Hoc Committee on Foundation Program Development 
Regarding Crestmoor Neighborhood Memorial Scholarship Program and 
Development of Community Grants Program 
 

b. Receive Report from the Ad Hoc Committee on Program Strategy Development 
Regarding Proposals to the San Bruno City Council Related to Near-Term 
Projects 
 

c. Receive Report from the Ad Hoc Committee on Investment Strategy and Adopt 
Resolutions: 
 

i. Authorizing Treasurer Ben Cohn and Executive Director Leslie Hatamiya 
to Execute Investment Operating Plan with Sand Hill Global Advisors 
 

ii. Authorizing Distribution of Restitution Funds to the Quasi-Endowment 
Pool, Strategic Pool, and Liquidity Pool Brokerage Accounts 

 
iii. Approving Amended Fiscal Policies and Procedures 

 
d. Receive Report from the Audit Committee Regarding 2015-2016 Audit 

 
e. Receive Report from the Ad Hoc Committee on Bylaws and Corporate 

Governance Policy Revisions Regarding Actions of the San Bruno City Council 
 
 

8. Public Comment: Individuals are allowed three minutes, groups in attendance, five minutes. If you are 
unable to remain at the meeting, contact the President to request that the Board consider your comments earlier. 
It is the Board’s policy to refer matters raised in this forum to staff for research and/or action where appropriate. 
The Brown Act prohibits the Board from discussing or acting upon any matter not agendized pursuant to State 
Law. 

 
9. Adjourn 
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MINUTES  
 

SAN BRUNO COMMUNITY FOUNDATION 
 

Regular Meeting of the Board of Directors 
 

April 6, 2016 
7:00 p.m. 

 
Meeting Location:  

San Bruno Senior Center, 1555 Crystal Springs Road, San Bruno 
 
 
1. Call to Order/Welcome:  President Nancy Kraus called the meeting to order at 7:00 p.m.   

 
2. Roll Call:  Board Members Kraus, Hedley, Cohn, Roberts, and McGlothlin present; Bohm 
and Stanback Stroud excused.   

 
3. Approval of Minutes:  March 2, 2016, Regular Board Meeting: Board Member McGlothlin 
moved to approve the minutes of the March 2, 2016, Regular Board Meeting, seconded by 
Board Member Hedley, approved unanimously.    

 
4. Board Member Comments 

 
a. President:  President Kraus mentioned that the Foundation’s first electronic newsletter 

was distributed following the March Board meeting.  She said that the evening’s 
meeting brings the Foundation closer to taking possession of the restitution funds and 
investing them in the future of the San Bruno community, with the approval of the 
Investment Policy Statement. She thanked the Executive Director, the City Attorney, 
and the Board for their efforts on behalf of the Foundation.  Finally, she announced two 
community events: (1) the San Bruno Park School District’s annual Children’s Day/Book 
Day on April 30 in San Bruno City Park, and (2) Capuchino High School’s performance 
of the musical “Footloose” on April 15-17. 
 

b. Others:  None.  
 
5. Executive Director’s Report:  Executive Director Hatamiya reported on five items related 
to the administrative operations of the Foundation.  First, she announced that the Foundation’s 
commercial general liability, directors and officers liability, and workers compensation insurance 
policies were renewed on March 21. Second, she let the Board know that the Foundation’s 
office lease was extended, at a slightly higher monthly rate, for one year starting April 1. Third, 
she reported that she signed a second agreement with the IT consultant, Shake Technologies, 
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for additional services, including helping with the scholarship applications, creating the online 
application for community grants, and prepping for online backups, file storage, and email 
transition. Fourth, she reported on sending out the first two email blasts using the Wix ShoutOut 
feature.  One was a March newsletter about a week after the March Board meeting.  The 
second was the announcement last Friday for tonight’s board meeting.  Both were sent to 500+ 
email addresses.  For the first, about 49% of the recipients opened the email, and the newsletter 
was viewed 561 times. For the second, 45% of the recipients opened the email, and the 
newsletter was viewed 414 times.  Finally, she reported that in response to an inquiry from a 
Board Member at the last meeting, she registered the Foundation’s website for Google 
Analytics, which will give the Foundation website visitor data.  
  
6. Consent Calendar   
 

a. Receive and Approve Treasurer’s Report (February 2016 Financial Statements) 
 
Secretary Roberts moved to accept the Consent Calendar as presented, seconded by 
Treasurer Cohn, approved unanimously.   
 
7. Conduct of Business   
 

a. Receive Report from Ad Hoc Committee on Foundation Program Development 
Regarding Crestmoor Neighborhood Memorial Scholarship Program and Development 
of Community Grants Program 

 
In Committee Chair Bohm’s absence, Executive Director Hatamiya gave a report on the 
Crestmoor Neighborhood Memorial Scholarship Program.  She gave an overview of the 
Foundation’s outreach efforts, which resulted in 45 applications being submitted by the March 
18, 2016, deadline: 40 from high school seniors planning to enroll in a four-year college or 
community college, and five from community college students planning to transfer to a four-year 
institution.  She reported that applications came from students enrolled at six area high schools 
– Capuchino High School, Mills High School, Junipero Serra High School, St. Ignatius College 
Preparatory, Alma Heights Christian High School, and Sacred Heart Cathedral Preparatory – 
and that all of the community college applicants attend Skyline College.  She reported that the 
Selection Panel, which consists of San Bruno community members and individuals with 
experience in high school and college counseling and administration, is now reviewing the 
complete application packets.  She reminded the Board that applicants are being evaluated on 
five criteria: demonstrated commitment to the San Bruno community; financial need; leadership, 
teamwork, and collaboration; extracurricular activities; and academic record.  She reported that 
the Selection Panel will meet during the third week in April to select the Scholarship recipients, 
who will be notified by the beginning of May.  Payment of the Scholarship awards will begin in 
June upon proof of enrollment at their selected college for the fall term.   
 
Board Member McGlothlin said he was surprised at the low number of applications from Skyline 
College, and Executive Director Hatamiya replied that the Committee would do a post-mortem 
after the process is completed and identify areas for improvement for next year.  Secretary 
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Roberts stressed that the Committee is committed to continuous quality improvement in all of 
the Foundation’s funding processes as the Foundation goes forward. 
 
Several members of the public asked questions about the program.  Judy Puccini asked how 
many awards would be given out; Executive Director Hatamiya replied that seven scholarships 
would likely be awarded this year.  Carolyn Livengood inquired as to the number of boys who 
applied.  David Nigel suggested that finding the right professors and administrators at Skyline to 
help with outreach might increase application numbers next year. 
 
President Kraus commented that the community service criterion to qualify for the Scholarship 
may have posed a challenge for students at the community college level. 
 
Executive Director Hatamiya then reported on the Committee’s deliberations to create a 
Community Grants Program, for which the Board has budgeted $200,000 for disbursements in 
2016.  She reported that the Committee met on March 23 to discuss plans for the program.  She 
said that the idea behind this responsive grantmaking program is to allow local community 
groups to apply for grant funding to support new or existing programs that benefit the San Bruno 
community in one of the 11 focus areas identified in the Foundation’s Program Strategy 
Framework.   
 
She said that the Committee is considering the following issues in creating the program 
proposal and would like to receive feedback from the Board on them: activities eligible for 
funding; activities ineligible for funding; grant award amounts and timing; criteria; grant cycle; 
application form; selection process; eligible organizations; and conflict of interest issues.  In 
particular, she explained that the Foundation’s status as a supporting organization places some 
limits on the categories of tax-exempt organizations to which the Foundation can make grants 
and that, later in the meeting, the Board would consider amending the Articles of Incorporation 
to broaden the class of community organizations the Foundation can support to include 
501(c)(4), 501(c)(5), and 501(c)(6) organizations.  She said the Committee is looking into other 
options for supporting other tax-exempt organizations, such as through partnerships with eligible 
501(c)(3) public charities for funding or the establishment of a fiscal sponsorship program.  
Hatamiya said the Committee’s goal is to return to the Board with a final proposal for the 
creation of the Community Grants Program at the May Board meeting, enabling the project to 
be launched in June. 
 
Board Member McGlothlin stressed the need to set this program up right and said all the work 
up front to do so would pay dividends.  He said he would not want organizations to put work into 
completing applications only to find out they are not eligible. 
 
President Kraus asked the Committee to think long and hard about any limitations on the 
frequency of an organization being able to receive grants.  She said she would want 
organizations to be able to apply multiple years in a row, especially due to the relatively small 
number of community groups likely to apply. 
 
Vice President Hedley complimented the Executive Director and City Attorney for their efforts to 
find alternative ways to allows the Foundation to support a broad group of community groups. 
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Several members of the public made comments.  Robert Riechel suggested limiting eligibility to 
501(c)(3) organizations in the first year.  Ray Levinson asked about the focus of this program on 
organizations.  Executive Director Hatamiya explained that this is the responsive grantmaking 
prong of the Foundation’s Program Strategy Framework, through which community groups 
could apply for Foundation grants.  She explained that the Foundation is also working on 
strategic grantmaking initiatives, including funding the community facilities highlighted in the 
Community Listening Campaign.  Judy Puccini thanked Board members for their dedication to 
put the PG&E funds to good use, expressed her support for the scholarship program, and 
hoped that the Foundation would support the Capuchino Alumni Association through the 
Community Grants Program. 
 

b. Receive Report from the Ad Hoc Committee on Program Strategy Development 
Regarding Proposals to the San Bruno City Council Related to Near-Term Projects 

 
Committee Chair Kraus acknowledged the prompt response of the City Council to move forward 
with the Board’s proposals to fund near-term projects during 2016.  She reported that the City 
Council accepted the Foundation’s grant of $30,000 to the City to plan Community Day, this 
year in conjunction with the Posy Parade on June 5.  She said that thanks to the Lions Club and 
Kerry Burns, Community Services Director, much planning is already underway and the flyer 
announcing the event went out this week.  
 
She also reported that the Foundation also offered the City a grant of $300,000 to design a 
community facilities vision plan, the first step of which would be to conduct a pre-planning 
process. She expressed delight with the City’s immediate response to this partnership and 
thanked City Manager Connie Jackson for bringing together a group of City and Foundation 
representatives to work with Anderson Brule Architects in the pre-planning process. She 
reported that the meetings were concluded on March 14, with the report from ABA expected by 
mid-April.  
 
Finally, she reported that the other two projects for which the Foundation has offered funding to 
the City are a new park on Florida and pedestrian safety improvements in San Bruno. She 
reported that both projects are moving forward, first with the various City commissions who work 
with the City on the visioning of these projects. 

 
c. Receive Report from the Ad Hoc Committee on Investment Strategy and Adopt 

Resolutions: 
 

i. Approving San Bruno Community Foundation Investment Policy Statement 
ii. Authorizing Establishment of Three Brokerage Accounts at Fidelity Investments, 

Authorizing Deposit of Restitution Funds into Such Accounts, and Establishing 
Signatories on the Accounts  

iii. Requesting the San Bruno City Council to Authorize Transfer of Remaining 
Balance of Restitution Funds to the San Bruno Community Foundation 
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Committee Chair Cohn reported that since the Board approved the selection of Sand Hill Global 
Advisors as the Foundation’s investment adviser in March, the Committee has been working in 
concert with the Sand Hill team to take care of the final tasks required for the transfer of 
restitution funds from the City to the Foundation.  He said that the three resolutions being put 
forth by the Committee seek approval of the Investment Policy Statement, authorization of the 
brokerage accounts to hold the funds, and the formal request of the transfer of funds.  He 
reported that the Committee met with the Sand Hill team shortly after the March Board meeting 
to discuss the Investment Policy Statement, followed by a back-and-forth exchange of drafts.  
He reported that the Investment Policy Statement has eight sections and briefly explained the 
document.   
 
Board Member McGlothlin said that developing the Investment Policy Statement was an 
interesting experience and that the Executive Director kept the Committee on track.   
 
Chair Cohn said that community members may be frustrated with what they consider the 
Foundation’s slow pace but reminded the public that the Board is in fact moving quickly to put in 
place all the necessary policies and procedures.   
 
President Kraus thanked Sand Hill’s Kristin Sun for attending the meeting and for the firm’s 
support. 
 
Vice President Hedley moved to adopt the resolution approving the San Bruno Community 
Foundation Investment Policy Statement, seconded by Board Member McGlothlin, approved 
unanimously.   
 
Board Member McGlothlin moved to adopt the resolution authorizing establishment of three 
brokerage accounts at Fidelity Investments, authorizing deposit of restitution funds into such 
accounts, and establishing signatories on the accounts, seconded by Secretary Roberts, 
approved unanimously. 
 
Vice President Hedley moved to adopt the resolution requesting the San Bruno City Council to 
authorize transfer of remaining balance of restitution funds to the San Bruno Community 
Foundation, seconded by Board Member McGlothlin, approved unanimously.   
 

d. Receive Report from Ad Hoc Committee on Bylaws and Corporate Governance Policy 
Revisions and Adopt Resolutions: 
 

i. Adopting the San Bruno Community Foundation’s Amended and Restated 
Articles of Incorporation 

ii. Adopting the San Bruno Community Foundation’s Amended and Restated 
Bylaws 

iii. Adopting Revised Whistleblower Policy 
iv. Adopting Revised Document Retention and Destruction Policy 
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On behalf of the Committee, President Kraus explained that the Board authorized creation of 
the Ad Hoc Committee on Bylaws and Corporate Governance Policy Revisions in January 2016, 
recognizing that the time had come to properly review the Foundation’s corporate documents 
and governance policies that were developed early on in the formation of the Foundation. She 
said the Committee was originally charged with reviewing and recommending changes to the 
Bylaws and Conflict of Interest, Whistleblower, and Document Retention Policies, but that during 
this review, it became apparent that the Articles of Incorporation also required changes to be in 
compliance with nonprofit tax law. 
 
Executive Director Hatamiya then explained the proposed amendments to each document.  
First, she explained that the amendment to the Articles of Incorporation is technical and reflects 
the Foundation’s efforts, within the bounds of the laws and regulations governing supporting 
organizations, to implement the City Council’s vision for the Foundation and its ability to support 
a wide variety of organizations that benefit San Bruno.  The amendment broadens the class of 
organizations the Foundation supports to include 501(c)(4), 501(c)(5), and 501(c)(6) 
organizations that also meet certain requirements of public charities.   
 
With regard to the Bylaws, she reported that the City Council approved the Bylaws on October 
21, 2013, at which time the Foundation was just an idea, without Board members or employees.  
Now that the Foundation has been fully functioning with a Board of seven, an Executive 
Director, and an office, she said the time has come to review the Bylaws and ensure they fully 
support the Foundation’s current operations. She explained that many of the revisions are 
clean-up efforts: correcting misspellings, making capitalization of terms and usage of numbers 
consistent, clarifying vague language, and adding in proper legal code references.  She also 
reviewed several of the more substantive changes, including making the purpose statement 
consistent with the amended purposes statement in the Articles of Incorporation; establishing a 
specific start date for Directors’ terms and clarifying the definition of a term when a Director 
serves less than a complete term; adding the Executive Director as an officer; establishing a 
specific start date for officers’ terms (except for the Executive Director); and renaming Article 
XVI to more accurately reflect the City Council’s role. 
 
With regard to the Whistleblower Policy, the Executive Director explained that in light of the 
Sarbanes-Oxley Act of 2002, it is considered good nonprofit corporate governance to implement 
a whistleblower policy and that the Board approved a Whistleblower Policy in April 2014.  She 
explained that many of the recommended revisions to the Policy are clerical in nature – e.g., 
making terminology consistent and correcting punctuation.  She explained that the main 
substantive changes are in Section IV, Procedures for Reporting.  At the time the Policy was 
originally approved, the Foundation had no staff.  As a result, the Board President and the City 
Manager were the two individuals to whom “Reporting Parties” could submit concerns about 
improper activity.  Typically, the Executive Director or chief executive officer is designated as 
the primary individual to whom reports are submitted.  As such, the recommended revisions 
state that “Reporting Parties may submit concerns to the Executive Director.”  Reporting Parties 
may, alternatively, report directly to the Board President or Vice President if they are not 
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comfortable reporting to the Executive Director or do not believe that the issue is being properly 
addressed.   
 
With regard to the Document Retention and Destruction Policy, she explained that good 
nonprofit corporate governance also dictates that a nonprofit enact a document retention and 
destruction policy.  In addition to ensuring compliance with the law, such a policy promotes the 
appropriate retention, maintenance, and destruction of organizational documents and records, 
regardless of physical form.  She reported that in May 2014, the Foundation Board approved a 
Document Retention Policy that mirrored the City’s document retention policy pertaining to 
documents related to the Crestmoor neighborhood explosion and fire, which required that 
documents related to the Crestmoor disaster be retained permanently.  Given the nature of the 
disaster, the City sought to retain all records for historical purposes, and that reasoning applied 
to the Foundation as well.  The Policy passed by the Board also set forth that retention of email 
messages would be 90 days.  She explained that now that the Foundation is a fully operating 
nonprofit with a wide range of financial, program, and administrative records, it makes sense for 
it to adopt a document retention and destruction policy more typical for nonprofit.  Holding on to 
documents that are no longer required to be kept by law and that no longer have practical use 
for the organization can be an unnecessary expense and an administrative burden.  She 
reported that the revised Policy, now named the Document Retention and Destruction Policy, is 
based on a template for nonprofits provided by the NEO Law Group.  The Policy sets forth a 
schedule for the retention and, where appropriate, destruction of various categories of records 
that the Foundation maintains or is likely to maintain.   
 
Finally, the Executive Director reported that the Committee continues to work on revisions to the 
Foundation’s Conflict of Interest Policy, which is of increased importance as the Foundation 
looks to make its first program disbursements this year, and that the Committee intends to bring 
a revised Conflict of Interest Policy to the Board for approval in the next two months. 
 
Vice President Hedley asked how the Bylaws’ change in the term limits language affects the 
City Council’s original intent in appointing certain Board members to two-year terms. 
 
Board Member McGlothlin raised a series of questions about the proposed amendments to the 
Bylaws, including the Executive Director being an officer but not a Board Member; his belief that 
the City Council meant “reserved powers” in Article XVI; the location for the annual meeting; and 
his desire to retain the Executive Committee.   
 
Treasurer Cohn asked whether there will be another future need to revise the Articles of 
Incorporation.  Executive Director Hatamiya replied that the changes being proposed today 
expand the class of organizations the Foundation supports as broadly as the law allows. 
 
After some discussion, the Board decided to send the Bylaws back for further review, 
addressing the comments raised by Vice President Hedley and Board Member McGlothlin, who 
expressed appreciation that his questions would be considered.   
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8. Public Comment 
 
Carolyn Livengood announced that the Arts and Culture Commission would be unveiling a 
mural at Posy Park at 10:00 a.m. on April 30, 2016.   
 
Judy Puccini announced that the Culture and Arts Commission will be hosting an exhibit of art 
by Capuchino High School International Baccalaureate students at the Society of Western 
Artists on May 6-14, 2016, with a reception on May 14 at 1:00-2:30 p.m.  
 
Vice President Hedley encouraged Board members and community members to attend the 
City Council’s April 26 meeting to show support for the Foundation as the Council considers 
the Foundation’s Investment Policy Statement. 
 
President Kraus thanked those in the community who have been supporting the Foundation’s 
efforts.   
  
9.  Adjourn:  Secretary Roberts moved to adjourn the meeting at 8:33 pm, seconded by Board 
Member Stanback Stroud, approved unanimously.   
 
Respectfully submitted for approval at the Regular Board Meeting of April 6, 2016, by Secretary 
Emily Roberts and President Nancy Kraus. 
 
 
              
        Emily Roberts, Secretary 
 
 
              
        Nancy Kraus, President  
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MINUTES 
 

SAN BRUNO COMMUNITY FOUNDATION 
 

Special Meeting of the Board of Directors 
 

April 13, 2016 
5:30 p.m. 

 
Meeting Location:  

San Bruno City Hall, Room 101, 567 El Camino Real, San Bruno 
 
 
1. Call to Order/Welcome:  President Nancy Kraus called the meeting to order at 5:32 p.m.   

 
2. Roll Call:  Board Members Kraus, Hedley, Cohn, Bohm, McGlothlin, and Stanback Stroud 
present; Roberts excused.   

 
3. Conduct of Business   
 

a. Adopt Resolution Adopting the San Bruno Community Foundation’s Amended and 
Restated Bylaws   

 
President Kraus thanked Vice President Hedley and Board Member McGlothlin for their 
feedback regarding the Amended and Restated Bylaws as presented at the April 6, 2016, Board 
meeting.  Executive Director Hatamiya explained that after receiving the comments from the two 
Board Members, she and City Attorney Zafferano consulted with outside nonprofit counsel NEO 
Law Group, clarified for the two Board Members the reasons behind certain amendments, and 
edited other sections to address the issues raised.  At the recommendation of NEO Law Group, 
they also made several other minor amendments to ensure compliance with nonprofit law.  She 
then presented one final change to Article IX, Section 5, which she distributed as an insert to the 
Board meeting materials provided prior to the meeting.   
 
Board Member Stanback Stroud thanked the Executive Director for the detailed explanation of 
the proposed changes and responses to the other Board Members’ comments. 
 
Vice President Frank Hedley to adopt the resolution adopting the San Bruno Community 
Foundation’s Amended and Restated Bylaws as amended, seconded by Board Member 
Stanback Stroud, approved unanimously.   
 
President Kraus informed the Board that the Amended and Restated Bylaws would be 
presented to the San Bruno City Council for approval on April 26, 2016. 
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4. Public Comment: None. 
 
5. Adjourn:  Board Member Stanback Stroud moved to adjourn the meeting at 5:40 pm, 
seconded by Board Member Bohm, approved unanimously.   
 
Respectfully submitted for approval at the Regular Board Meeting of May 4, 2016, by Secretary 
Emily Roberts and President Nancy Kraus. 
 
 
              
        Emily Roberts, Secretary 
 
 
              
        Nancy Kraus, President  
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DATE: April 29, 2016 
 
TO: Board of Directors, San Bruno Community Foundation 
 
FROM: Leslie Hatamiya, Executive Director 
 
SUBJECT: Executive Director’s Report  
 
 
Since the April 6, 2016, special Board meeting, I have continued to focus on supporting 
the committees charged with handling investment-related matters, revising the 
Foundation’s corporate documents and corporate governance policies, overseeing the 
annual audit, administering the Scholarship Program and developing the Community 
Grants Program, and partnering with the City on near-term projects, all of which will be 
covered during the business portion of the May 4, 2016, regular Board meeting.  
 
Related to this work, I have also handled a variety of administrative matters, including 
the following: 
 
1. Insurance Policy Renewals 
 
The Foundation’s crime insurance policy with Travelers expires on May 27, 2016.  We 
are currently waiting to receive the renewal proposal from Travelers.  Assuming the 
proposal is a straight renewal – same coverage, same insurance companies – with a 
minimal premium adjustment, I will authorize renewal of the policy under my contract 
authority as executive director prior to the renewal date and report back to the Board in 
June. 
 
2. Email Newsletter 
 
Since the April Board meeting, the Foundation sent out one email newsletter on April 
12.  The newsletter summarized highlights of the April 6 Board meeting and announced 
a special meeting on April 13.  The results were very similar to the results of the first two 
newsletters sent in March.  The April newsletter was sent to 513 email addresses.  
About 46% of those recipients opened the email, and the newsletter was viewed, either 
in email or as posted on the web, 497 times. In addition, about 15% of recipients clicked 
on the email, either to view it in an Internet browser or to be linked to the SBCF website.   
 
3. Website Hits 
 
The sbcf.org website has been subscribed to Google Analytics since the end of March.  
In the past month, 108 users have engaged in 143 sessions on the Foundation website, 
for a total of 319 page views.  Activity was highest around the time of the April 12 e-
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newsletter, which included links to the website.  Nearly 38% of the sessions originated 
in San Bruno, with 8% in San Francisco.  Interestingly, 7% of the sessions (third highest 
location) originated in New York.  About 73% of sessions originated on a computer, 
20% on a mobile phone, and 7% on a tablet.   
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DATE: April 29, 2016 
 
TO: Board of Directors, San Bruno Community Foundation 
 
FROM: Leslie Hatamiya, Executive Director 
 
SUBJECT: Consent Calendar for the May 4, 2016, Regular Board Meeting  
 
 
For the May 4, 2016, Regular Meeting of the Board of Directors of the San Bruno 
Community Foundation, the Consent Calendar includes two items related to 
administrative and operational functions of the Foundation: 
 

1. Receive and Approve Treasurer’s Report (March 2016 Financial Statements) 
 
The March 2016 financial statements consist of a Budget Report and Balance Sheet.  
The attached Budget Narrative provides a thorough explanation of the financial 
statements. The Budget Report includes the revised budget figures approved at the 
October 7, 2015, Board meeting.   
 
I recommend that the Board receive and approve the Treasurer’s Report as part of the 
Consent Calendar. 
 

2. Adopt Resolution Authorizing President Nancy Kraus to Execute a Contract with 
Novogradac & Company LLP for Audit and Tax Preparation Services for Fiscal 
Year 2015-2016 for an Amount Not to Exceed $9,500 

 
Article XIII, Section 4, of the San Bruno Community Foundation’s Bylaws states that the 
Foundation “shall retain an independent auditor and conduct annual independent audits 
(commencing with Section 12586(d) of the California Government Code).”  For the fiscal 
year 2015 audit, the Foundation’s Board of Directors, at the recommendation of the 
Audit Committee, selected Novogradac & Company LLP, a national certified public 
accounting firm, to conduct an audit of the Foundation’s financial statements and 
prepare the Foundation’s annual federal and state tax returns.  A team from 
Novogradac headed by engagement partner Lance Smith presented the audited 
financial statements to the Board in early November 2015. 
 
As outlined in the staff memorandum regarding the Audit Committee’s Report, the Audit 
Committee met with Mr. Smith on April 20, 2016, to discuss plans for the 2016 audit and 
tax returns.  After the meeting, Mr. Smith presented the Foundation with an updated 
engagement letter, setting forth the 2016 fees at $6,000-7,500 for the audit and $2,000 
for the tax returns (total of up to $9,500).  This is an increase from the $6,000 in total 
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fees from 2015.  Mr. Smith attributed the increase to the increased financial activity this 
fiscal year and the fact that the first year was discounted.   
 
Both Novogradac and the Foundation have agreed to a professional services contract 
that is substantially the same as the agreement signed last September for the 2015 
audit.  Because the Board of Directors, as part of its fiduciary duties, is responsible for 
oversight of the Foundation’s accounting functions and the performance of the 
independent auditor, the contract with the CPA firm will be executed by the President, 
as the Board’s representative, and not the Executive Director.   
 
As part of the Consent Calendar, I recommend that the Board approve the resolution 
authorizing President Nancy Kraus to execute a contract with Novogradac for audit and 
tax preparation services for fiscal year 2015-2016 for an amount not to exceed $9,500. 
 
 
Attachments: 

1. March 2016 Financial Statements 
2. Resolution Authorizing President Nancy Kraus to Execute a Contract with 

Novogradac & Company LLP for Audit and Tax Preparation Services for Fiscal 
Year 2015-2016 for an Amount Not to Exceed $9,500 



 

March 2016 

Budget Narrative 

This report primarily describes amounts in column a (Actual Year to Date) of the monthly Budget Report.  When 

projections vary from Budget (column b), the changes will be reflected in columns d (Final Expected Amount) 

and e (Change in Budget), and also be explained.  First eight months equal 67% of the fiscal year. 

INCOME 

Line 1 Restitution Funds – $206,000 received in December.  Transfer of approximately $69.7 million expected 

after the April 26th City Council meeting.  Final expected amount increased $50,073 based on San Bruno Finance 

Director March 18th report. 

Line 2 Interest & Investment Income – Minimal earnings ($26) from Wells Fargo accounts. 

EXPENSES 

Line 4 Salaries & Wages – Executive Director continues as only employee.  Final expected amount decreased 

$50,000 based on no new hire planned for this fiscal year. 

Line 5 Payroll Taxes & Benefits – Year to date costs ($18,132) include: Social Security/Medicare ($7,442); 

Workers’ Compensation Insurance ($1,432); accrued Paid Time Off ($2,520); Retirement ($6,562); and Life 

Insurance ($176).  Final expected amount reduced $13,587 based on projection of current costs. 

Line 7 Grants & Assistance – $55,000 in grants to the City of San Bruno ($30,000 for Community Day and 

$25,000 for the pre‐planning process for the Community Facilities Vision Plan) have been committed.   $100,000 

in Scholarships will be awarded before year end.  Additional $645,000 in City grants could possibly be awarded 

this fiscal year as well for a maximum line item total for the year of $800,000 ($200,000 less than budget; 

Community Grants Program will launch in next fiscal year). 

Line 8 Occupancy – Only cost is office lease ($909 per month).  Rent increased to $1,064 per month in April.  

Final expected amount increased $328. 

Line 9 Insurance – Year to date actual ($12,407) is for: Directors & Officers (D&O) coverage ($9,635); crime 

coverage ($2,043); and package non‐profit liability coverage ($729).  Both the D&O and liability policies had 

small increases (less than $3 per month) effective March 21.  Final expected amount decreased $241. 

Line 10 Telecommunications – Year to date cost ($1,015) includes cell phone account ($572), and internet 

access ($410).  A land line account was established beginning in February at monthly cost of about $32.  Billing 

for the service began in March.  Final expected reduction of $1,380 is based on the cost of internet access, cell 

phone, and land line service for the remainder of the year. 

Line 11 Postage & Shipping – $290 year to date cost is only 6.9% of budget.  The budget includes cost for one 

city‐wide mailing.  Some costs related to Scholarships program were incurred in February. 
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Line 12 Marketing & Communications – Total ($2,017) includes $1,738 for Scholarship related costs; and $272 

for logo design and website domain. 

Line 13 Office Supplies – Total ($839) includes: toner ($410); Accounting software fees ($256); and 

miscellaneous supplies ($173). 

Line 14 Office Equipment & Furniture – Total cost ($1,886) includes: file cabinet ($817); projector ($436); 

stackable chairs ($246); and table ($202).  

Line 15 Legal Fees – Total cost of $20,646 for:  a) internal policies and by‐laws ($8,780); b) IRS classification 

issues and amendment to Articles of Incorporation ($7,927); and c) reimbursements to City of San Bruno 

($3,939). 

Line 16 Auditor & Payroll Fees – Total cost ($7,237) includes audit ($6,000) and payroll ($1,237) fees.  Audit 

fees, paid in full for the year, are $300 less than amount budgeted.  Final expected amount reduced $196. 

Line 17 Investment Consultant – Total cost ($5,750) for assistance with: review of proposals; selection of 

Investment Manager; and Investment Policy Statement. 

Line 18 Other Consultants ‐ Total costs ($34,899) include: $15,224 for sample project cost modeling; $13,560 for 

Accounting consultant; $3,580 for Scholarship related costs; $1,715 for creation of retirement plan; and $780 for 

general technology costs.  Final expected amount increased $1,000 based on projected accounting and 

technology services. 

Line 19 Travel, Meetings & Conferences – Total cost ($4,420) is almost entirely for Board meetings, including 

$2,325 for audio recording, $1,229 for Senior Center facility rent, and $713 for City of San Bruno support staff.  

Final expected cost reduced $3,010 based on projected meeting costs for final four months of the year. 

Line 20 Miscellaneous – Cost ($528) is for organizational membership ($350) and various governmental filing 

and bank fees ($178). 

SUMMARY 

Two expense line items (Auditor & Payroll Fees; and Other Consultants) are over the 75% benchmark for the first 

three quarters of the year. 

 Auditor & Payroll Fees are over budget by 18%.  This variance exists only because audit fees have been 

paid in full for the year.  Costs should be within budget by year‐end.  

 The Other Consultant variance (1.3%) is only $587.  Technology consultant costs of $4,160 have been 

incurred for the on‐line Scholarship Application and other internet based systems. 

Because the revised budget includes $1 million for estimated amount of SBCF’s initial Grants & Assistance, 

expenses for the first three quarters are only 17.4% of budget.  After removing the $1 million, year to date costs 

are 58% of budget, which is still 17% less than the 75% benchmark for first three quarters of the year.  Projected 

year end expenses have been reduced by $267,086 with $200,000 reduction in projected Grants & Assistance. 

Since inception, the organization has received $697,031 in restitution funds from City of San Bruno.  The 

remaining funds (approximately $69.7 million) are being held by the City of San Bruno in custodial accounts at 

Wells Fargo Advisors and First National Bank in accordance with the City's investment policies, pending the 

Foundation's establishment of investment policies, hiring of an investment management firm, and opening 

of investment account(s).  These objectives have been achieved and funds are expected early in May. 



(a) (b) (c) (d) (e)

Actual Year to 

Date

Budget

Actual as % 

of Budget 

(a/b)

Final 

Expected 

Amount

Change in 

Budget (d ‐ b)

INCOME

1 Restitution Funds 206,000$          69,678,944$     0.3% 69,729,017$   50,073$           

2 Interest & Investment Income 26                     200                   13.0% 200                 ‐                       

3 Total Income 206,026            69,679,144       0.3% 69,729,217     50,073             

EXPENSES

4 Salaries & Wages 131,250            225,000            58.3% 175,000          (50,000)            

5 Payroll Taxes & Benefits 18,132              38,556              47.0% 24,969            (13,587)            

6 Subtotal Personnel 149,382            263,556            56.7% 199,969          (63,587)            

7 Grants & Assistance 55,000              1,000,000         5.5% 800,000          (200,000)          

8 Occupancy 8,185                11,050              74.1% 11,378            328                  

9 Insurance 12,407              16,799              73.9% 16,558            (241)                 

10 Telecommunications 1,015                2,856                35.5% 1,476              (1,380)              

11 Postage & Shipping 290                   4,187                6.9% 4,187              ‐                       

12 Marketing & Communications 2,017                15,500              13.0% 15,500            ‐                       

13 Office Supplies 839                   2,760                30.4% 2,760              ‐                       

14 Office Equipment & Furniture 1,886                4,300                43.9% 4,300              ‐                       

15 Legal Fees 20,646              30,000              68.8% 30,000            ‐                       

16 Auditor & Payroll Fees 7,237                7,781                93.0% 7,585              (196)                 

17 Investment Consultant 5,750                15,000              38.3% 15,000            ‐                       

18 Other Consultants 34,899              45,750              76.3% 46,750            1,000               

19 Travel, Meetings & Conferences 4,420                10,000              44.2% 6,990              (3,010)              

20 Miscellaneous 528                   3,000                17.6% 3,000              ‐                       

21 Subtotal Non‐Personnel 155,119            1,168,983         13.3% 965,484          (203,499)          

22 Total Expenses 304,501            1,432,539         21.3% 1,165,453       (267,086)          

23 Net Surplus/(Loss) (98,475)$           68,246,605$     ‐0.1% 68,563,764$   317,159$         

2015‐2016 Budget Report

March 2016

Prepared by: F. Bittner, 4/25/2016



ASSETS

Cash, Wells Fargo General 17,179.10$      

Cash, Wells Fargo Payroll 43,241.59        

Cash, Wells Fargo Savings 80,035.15        

Total Cash 140,455.84      

Prepaid Rent 1,064.25          

Prepaid Insurance 4,695.37          

Total Other Current Assets 5,759.62          

Deposits 1,517.45          

Total Other Assets 1,517.45          

TOTAL ASSETS 147,732.91$    

LIABILITIES

Accounts Payable 5,842.40          

Accrued Grants Payable 55,000.00        

Accrued Employee PTO 8,127.25          

Total Liabilities 68,969.65        

NET ASSETS

Unrestricted, 7/1/2015 Balance 177,237.78      

Year to Date Net Income (98,474.52)       

Total Net Assets 78,763.26        

TOTAL LIABLITIES & NET ASSETS 147,732.91$    

LIABILITIES & NET ASSETS

Statement of Financial Position

as of March 31, 2016

Prepared by: F. Bittner, 4/25/2016



RESOLUTION NO. 2016-__ 
 
 

RESOLUTION OF THE SAN BRUNO COMMUNITY FOUNDATION 
AUTHORIZING PRESIDENT NANCY KRAUS TO EXECUTE A CONTRACT WITH 

NOVOGRADAC & COMPANY LLP FOR AUDIT AND TAX PREPARATION 
SERVICES FOR FISCAL YEAR 2015-2016 FOR AN AMOUNT NOT TO EXCEED 

$9,500 
 

WHEREAS, Article XIII, Section 4, of the Bylaws calls for the retention of an 
independent auditor to conduct an annual audit of the San Bruno Community 
Foundation’s financial statements and records;  

 
WHEREAS, Article VII, Section 5, of the Bylaws establishes an Audit Committee 

consisting of at least two directors to assist the Board in selecting an independent 
auditor, negotiate the auditor’s compensation, confer with the auditor regarding the 
Foundation’s financial affairs, and review and accept or reject the annual audit; 

 
WHEREAS, Novogradac & Company LLP successfully provided audit and tax 

preparation services to the Foundation for fiscal year 2014-2015; and 
 
WHEREAS, the Audit Committee recommends that the Foundation again 

contract with Novogradac & Company to provide audit and tax preparation services to 
the Foundation for fiscal year 2015-2016. 

 
NOW, THEREFORE, BE IT RESOLVED that the Board of Directors hereby 

authorizes President Nancy Kraus to execute a contract with Novogradac & Company 
LLP for audit and tax preparation services for fiscal year 2015-2016 for an amount not 
to exceed $9,500.  
 

 
Dated: May 4, 2016  
 
ATTEST: 
 
 
 
_______________________________________ 
Emily Roberts, Secretary 
 
 

I, Emily Roberts, Secretary, do hereby certify that the foregoing Resolution 
No. 2016-__ was duly and regularly passed and adopted by the Board of 
Directors of the San Bruno Community Foundation on this 4th day of May, 
2016, by the following vote: 

 
 
  



AYES:   Board members:   
 
NOES: Board members:  
 
ABSENT: Board members:  
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DATE: April 29, 2016 
 
TO: Board of Directors, San Bruno Community Foundation 
 
FROM: Leslie Hatamiya, Executive Director 
 
SUBJECT:    Report from the Ad Hoc Committee on Foundation Program Development 

Re: Crestmoor Neighborhood Memorial Scholarship and Community 
Grants Program 

 
 
At the May 4, 2016, Board meeting, the Ad Hoc Committee on Foundation Program 
Development will give an update on the implementation of Crestmoor Neighborhood 
Memorial Scholarship Program and the development of a new Community Grants 
Program.  The two Board members who sit on the Committee are Patricia Bohm, who 
serves as chair, and Secretary Emily Roberts.  
 
1. Crestmoor Neighborhood Memorial Scholarship Program 

 
On February 3, 2016, the Foundation Board of Directors approved the creation of the 
Crestmoor Neighborhood Memorial Scholarship Program and the 2016 program budget 
($100,000).  We launched the Scholarship – the Foundation’s first program initiative – 
the following week on February 11, when the online application went live and we began 
efforts to broadcast information about the Scholarship Program throughout the San 
Bruno community.   
 
The Scholarship application deadline was March 18.  The outreach efforts resulted in 45 
applications being submitted by the deadline: 40 from high school seniors planning to 
enroll in a four-year college or community college, and five from community college 
students planning to transfer to a four-year institution.  A Selection Panel consisting of 
11 volunteers reviewed and rated the complete applications and then met last week 
to select the seven Scholarship recipients from a highly competitive applicant pool.   
 
The Committee and I want to commend and thank the members of the Scholarship 
Panel for their dedication and hard work.  They each spent countless hours reading 
the applications, and at last week’s meeting, it was clear that they took their duties 
very seriously and deliberated thoughtfully to come to agreement on the group of 
recipients.   
 
We are sending all applicants notification letters at the end of this week.  We plan to 
issue a press release announcing the winners in May, and the Board will publicly 
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acknowledge the inaugural class of Scholarship recipients at the June 1 Board 
meeting. 
 
We also plan to have Foundation representatives recognize the Scholarship recipients 
at their high school awards ceremonies in May.  Payment of the Scholarship awards will 
begin in June upon proof of enrollment at their selected college for the fall term.   
 
At the end of the Selection Panel’s meeting, we had a “post mortem” discussion and 
received valuable feedback from the Panelists about what worked well in the review 
process this year and what we could improve in the future.  The Committee will consider 
this feedback as it begins plans later this year for the second iteration of the program in 
2017. 
 
2. Community Grants Program 
 
The Committee has continued its deliberations over the creation of the Community 
Grants Program, for which the Board has earmarked $200,000 for disbursements in 
2016.  The idea behind this responsive grantmaking program is to allow local 
community groups to apply for grant funding to support new or existing programs that 
benefit the San Bruno community in one of the 11 focus areas identified in the 
Foundation’s Program Strategy Framework (publicly owned community facilities; 
community health and safety; sports and recreation; education; youth activities; public 
spaces, parks, and open space; community-building; human and social services for all; 
economic vitality; intra-San Bruno transit; and healthy, stable, and affordable housing).   
 
The Committee appreciates the feedback it received regarding the program at the April 
6 Board meeting and has incorporated that feedback into the program proposal it is 
developing.  The Committee originally hoped to have a formal proposal ready for Board 
approval at the May 4 Board meeting, but due to some of the legal issues related to this 
program and the desire to make sure all issues have been thoroughly thought through 
and vetted, the Committee now intends to bring its program proposal to the Board in 
June.  That timing will still allow the program to launch over the summer with a fall 
application deadline and decisions on awards by the end of the calendar year.   
 
On May 4, the Committee will present its current thinking on the structure and format of 
the program and welcome feedback from the Board and public. 
 

a. Program Outline Proposal 
 
What follows below is the Committee’s current proposal for the Community Grants 
Program.  The goal of the program is offer local community groups the opportunity to 
apply for grant funding to support new or existing programs or projects that benefit the 
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San Bruno community.  The Committee seeks additional feedback on May 4 regarding 
this draft proposal, in preparation for a final proposal to come before the Board in June. 
 

 Activities eligible for funding: Consistent with the Program Strategy 
Framework, three categories of activity would be eligible for funding: (a) 
programs and projects, (b) capital projects, and (c) capacity-building efforts.   

 
 Activities ineligible for funding: Per the Program Strategy Framework, the 

following categories of activities would not be eligible for funding: (a) existing 
deficits, (b) direct contributions to restricted endowments, (c) lobbying or 
political activity, and (d) religious activity that government agencies are legally 
prohibited from funding.  
 

 Grant award amounts: Grants to a single organization would be capped at 
$25,000. (With the overall program budget for 2016 set at $200,000, this 
means the Foundation would be able to fund at least eight proposals in 2016.)  
A single organization would be able to apply for funding for more than one 
program or project, but must complete a separate application for each 
program or project.  A single organization would be unlikely to receive funding 
for more than one program or project in a given grant cycle.  

 
 Duration and frequency of grant awards:  Grant awards are to be used 

within a one-year period (the 2017 calendar year for the first cycle of grants).  
Grantees would be able to apply for funding for the same project or program 
for up to three consecutive years.  After three years of consecutive funding for 
a particular program or project, the grantee would be required to wait at least 
one year before reapplying for funding for that particular program or project.  
In the fourth year, the grantee would be able to apply for funding, but it would 
have to be for a different program or project. 

 
 Criteria: The main criteria would be that a proposal falls within one of the 

Foundation’s focus areas and benefits the San Bruno community.  Proposals 
would need to describe the program or project, explain how it falls into one of 
the 11 focus areas, and articulate how it benefits the San Bruno community 
(measuring the benefit in both quantity and quality, where possible).   
 

 Grant cycle: The Community Grants Program would operate annually (one 
grant cycle per year).   

 
 Application form: There would be a two-step application process.  The first 

step would be a letter of inquiry (LOI), a short one-page form to ensure that 
the applicant and program/project is eligible for Foundation funding.  Once the 
LOI is approved, the applicant would be able to complete the full application.  
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The LOI would not be mandatory, but it would ensure that an organization is 
eligible for the program before it goes through the trouble of completing the 
full application.   
 

 Selection process: The Board would approve all grant awards.  The 
Executive Director would appoint a review panel to assist in evaluating 
proposals and recommending grant awards to the Board.  This panel would 
likely be comprised of three individuals from outside San Bruno (to avoid any 
potential or perceived conflicts of interest) with experience in nonprofit 
grantmaking.   
 

 Eligible organizations: The Program would be open to 501(c)(3) public 
charities and government entities that qualify under Section 509(a)(1) and 
(a)(2) of the Internal Revenue Code.  Entities that would not eligible for 
Foundation funding include political organizations, organizations that the 
Foundation is prohibited by law from funding with public funds, and any 
organization that unlawfully discriminates in violation of state or federal law, 
including on the basis of race, ethnicity, nationality, gender, disability, sexual 
orientation, gender identity, age, or religion.   

 
At the last meeting, the Board discussed the challenges of funding non-governmental 
community organizations that are not 501(c)(3) public charities, given the Foundation’s 
status as a supporting organization under the IRS code.  I have extensively researched 
this issue, including the option of using a fiscal sponsorship or donor advised fund to 
provide funds to such organizations.  The fiscal sponsorship and donor advised fund 
options would involve fees and add a level of complexity to the administration of the 
program.  They would also involve tying up some minimum amount of Foundation funds 
that might take years to distribute as grants.  Another option is making eligible 501(c)(4), 
(c)(5), and (c)(6) entities that would also satisfy the public support requirements of IRC 
509(a)(2), as the Foundation’s amended Articles of Incorporation would now permit.  
However, counsel advises that this option would be difficult to administer, especially for 
such a leanly staffed organization as the Foundation.   
 
In my discussions with others in the philanthropic world who have encountered this 
challenge of funding non-501(c)(3) public charities, it seems that the simplest option is 
to work with the non-501(c)(3) public charity applicants to find eligible 501(c)(3) partners 
to apply for the grant.  Many 501(c)(4) and 501(c)(6) organizations (which we might find 
in San Bruno) often have 501(c)(3) affiliates through which they can apply for funding.  
The Committee’s goal is to have discussions with the non-501(c)(3) organizations in 
town that are the most likely candidates to apply for Foundation funding about 
partnering with an eligible 501(c)(3) in the event that they would like to apply for a 
Foundation grant. 
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b. Timeline 
 
The Committee’s timeline for launching the Community Grants Program is as follows: 
 
May: 

 Present preliminary proposal to Board and seek feedback (May 4) 
 Prepare final proposal  
 Prepare grant application content 
 Work with Shake Technologies to set up online application 
 Prepare marketing materials 
 Create outreach plan 
 Design application rating rubric 

 
June: 

 Seek Board approval of Community Grants Program, including budget for 2016 
(June 1)  

 Begin publicizing program and distributing application (late June) 
 Form review panel 

 
July-September:  

 Hold a small number of information sessions that are open to the public and will 
explain the application process and requirements 

 Letter of Inquiry deadline (mid-September) – respond within one week on a 
rolling basis 

 
October-November: 

 Application deadline (mid-October) 
 Application review process (mid-October through November) 

 
December: 

 Board approval of grant awards 
 
January: 

 Formal presentation of grant checks to grantees 
 
From a staffing perspective, this timeline works well with the Scholarship Program.  We 
will likely open the Scholarship application period in January (as opposed to February 
this year) and announce recipients in early May.  In other words, the Scholarship 
process will run roughly January to May and the Community Grants process will run 
roughly June to December, with some overlap in the preparation for one program as the 
other is winding down. 
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With the Committee, I am reviewing the workload required to run the Community Grants 
Program and may consider hiring a consultant to support the outreach and review 
processes.   
 
Please note that this draft proposal is for the first year of the program only.  As with the 
Crestmoor Scholarship Program, the first year is a “pilot program” or “test run,” and the 
program will likely evolve as we gain experience in implementing it.  For example, in 
future years we can make tweaks in the process and criteria based on what worked and 
didn’t work in previous years; or we can grow the budget allotment for program 
disbursements depending on the demand we encounter once the program is launched.  
In the initial year of implementation, we want to keep the program relatively simple in 
terms of process and manageable in terms of size.   
 
The Committee looks forward to receiving feedback from the Board and the public on 
the draft Community Grants Program proposal outlined above. 
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DATE: April 29, 2016 
 
TO: Board of Directors, San Bruno Community Foundation 
 
FROM: Leslie Hatamiya, Executive Director 
 
SUBJECT:    Report from the Ad Hoc Committee on Program Strategy Development 

Regarding Proposals to the San Bruno City Council Related to Near-Term 
Projects 

 
 
As you know, in early January, the Foundation proposed to the City of San Bruno a 
partnership on four strategic projects for 2016:  
 

 Grant of up to $300,000 to the City for the completion of a Community Facilities 
Vision Plan focused on the Foundation’s capital project strategic priorities and 
related facilities, including a pre-planning process with Anderson Brule Architects 
(ABA) to develop the scope of work and work plan; 
 

 Grant of up to $30,000 to the City to underwrite the costs of holding the third 
annual Community Day in 2016 and encouraging the City to merge the event 
with the annual Posy Parade in early June; 
 

 Grant of up to $170,000 to the City to improve pedestrian safety along Cherry 
Avenue in the Bayhill area and along San Mateo Avenue in the downtown area 
by installing lighted crosswalks, lighted signage, or other similarly high-visibility 
pedestrian safety features; and 
 

 Grant of up to $200,000 to develop the City-owned lot at 324 Florida Avenue into 
a new community park. 

 
As reported previously by the Ad Hoc Committee on Program Strategy Development, 
which consists of Chair Nancy Kraus and Committee Members Frank Hedley and Dr. 
Regina Stanback Stroud, the City Council has discussed the proposals at two Council 
meetings.  In February, the Mayor responded to the Foundation in a written letter, 
expressing continued enthusiasm for moving forward on all four projects.   
 
At the May 4 Board meeting, the Committee will report on updates regarding these 
projects. 
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1. Community Facilities Vision Plan 
 
First, as was previously reported, the City retained the services of ABA to conduct a 
pre-planning process to determine the scope of the Community Facilities Vision Plan.  
Mayor Jim Ruane, Councilmember Irene O’Connell, City Manager Connie Jackson, key 
members of the City’s Community Services staff, President Kraus, and I participated in 
the pre-planning meetings. The City is awaiting the final draft of the pre-planning report 
from ABA and is in the process of determining the best approach for selecting an 
architectural planning firm to work with the City to prepare the Community Facilities 
Vision Plan. 
 

2. Community Day 
 

City staff continues its preparations for Community Day, which will be held on June 5 in 
conjunction with the Lions Club’s annual Posy Parade.   
 

3. Pedestrian Safety Improvements 
 
The City will soon enlist the assistance of traffic engineering experts to look at 
circulation paths in the downtown area and near schools in order to propose various 
pedestrian safety improvements in those areas to be funded by Foundation funds.  I 
communicated to the City Manager the comments of several Board members at the 
April meeting regarding considering pedestrian improvements at San Bruno City Park 
and other areas where large numbers of children walk. 
 

4. Florida Avenue Park Development 
 
The City is concluding a strategic visioning process for a new park in the Crestmoor 
neighborhood, which has included three community meetings, and intends to follow a 
similar park planning process for the 324 Florida Avenue site.  The City plans to use the 
same consulting firm that is working on the Crestmoor park project and hopes to launch 
the process for the Florida Avenue park in early summer.   
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DATE: April 29, 2016 
 
TO: Board of Directors, San Bruno Community Foundation 
 
FROM: Leslie Hatamiya, Executive Director 
 
SUBJECT:    Report from the Ad Hoc Committee on Investment Strategy and Adoption 

of Resolutions: (1) Authorizing Treasurer Ben Cohn and Executive 
Director Leslie Hatamiya to Execute Investment Operating Plan with Sand 
Hill Global Advisors; (2) Authorizing Distribution of Restitution Funds to the 
Quasi-Endowment Pool, Strategic Pool, and Liquidity Pool Brokerage 
Accounts; and (3) Approving Amended Fiscal Policies and Procedures 

 
 
On March 2, 2016, on the recommendation of the Ad Hoc Committee on Investment 
Strategy, the San Bruno Community Foundation Board of Directors approved selection 
of Sand Hill Global Advisors as the Foundation’s investment adviser.  On April 6, 2016, 
the Board approved the Foundation’s Investment Policy Statement, as the high-level 
policy document governing the Foundation’s investment practices.  Its goals include: 
 

 Outlining the purpose and goals of the Foundation’s investment portfolio, 
including three separate pools of funds 

 Defining the roles and responsibilities for the Foundation’s Board of Directors, 
Investment Committee, External Investment Manager, and the San Bruno City 
Council 

 Setting investment goals, objectives, and target asset allocations for each pool 
of funds 

 Establishing asset guidelines and investment procedures 
 Outlining the spending policy 
 Establishing guidelines to monitor performance  
 Providing continuity across changes in the Board of Directors, Investment 

Committee, and Foundation staff 
 
Also on April 6, 2016, the Board authorized the establishment of three brokerage 
accounts (for the Quasi-Endowment, Strategic, and Liquidity Pools) with Fidelity 
Investments; designated Treasurer Ben Cohn, President Nancy Kraus, and Executive 
Director Leslie Hatamiya to serve as SBCF’s authorized signatories on the Fidelity 
accounts; established requirements related to the transfer of funds from the Fidelity 
accounts to the Foundation’s operating bank accounts; and passed a resolution formally 
requesting the San Bruno City Council to authorize transfer of the remaining balance of 
the restitution funds to the Foundation. 
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Under Article XVI of the Foundation’s Bylaws, the City Council must approve 
“[a]doption, amendment, or repeal of the Corporation’s investment policy and its 
spending policy.”  On April 26, 2016, the City Council unanimously approved both the 
Investment Policy Statement and the transfer of the remaining balance of restitution 
funds (approximately $69.7 million) to the Foundation.   
 
The Foundation’s team at Sand Hill Global Advisors is now working with the City 
Treasurer and the City’s Finance Department to administer the transfer of funds.  As the 
Committee reported in April, all but about $1.24 million (which accounts for the 
proceeds from the sale of land that was part of the original settlement from PG&E) are 
held in an investment account with Wells Fargo Advisors.  Upon advice of Sand Hill, the 
assets in the Wells Fargo account will be transferred to the Foundation’s Fidelity 
account in kind, which will save the Foundation in fees and commissions.  Because the 
transfer involves two separate entities with different tax identification numbers (the 
Foundation and the City) and two separate financial institutions, the transfer will be a 
two-step process, where the City first transfers the assets in kind to a Fidelity account 
opened in its name and then transfers the assets in kind from its Fidelity account to the 
Foundation’s Fidelity liquidity account.  The proceeds from the sale of land are currently 
sitting in the City’s bank account at First National Bank. Transfer of those funds to the 
Foundation’s Fidelity liquidity pool account will require a simple wire transfer since those 
funds are already sitting in cash.  We expect both transfers to take place no later than 
the middle of May.   
 

1. Investment Operating Plan 
 
While the Investment Policy Statement is a high-level policy document, the Investment 
Operating Plan is the more detailed operating agreement between the Foundation and 
its investment adviser.  Drafted jointly by the Committee and the Sand Hill team, the 
Investment Operating Plan follows the principles outlined in the Investment Policy 
Statement and provides detailed instructions to Sand Hill regarding ongoing 
management of the three pools of money, including specific asset allocation targets and 
ranges, as well as guidelines regarding payout and withdrawals.  The to-be-created 
Investment Committee will be responsible for reviewing the Investment Operating Plan 
annually, making recommendations to the Board regarding adjustments to the 
Operating Plan, and monitoring Sand Hill’s compliance with the Operating Plan.   
 
The Investment Operating Plan includes six sections: 
 

a. Foundation’s Purpose and Goals: This section provides brief background 
information on the Foundation and defines the establishment of three pools of 
funds: quasi-endowment pool, strategic pool, and liquidity pool. 
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b. Investment Goals and Objectives: This section outlines the investment 
objectives, including portfolio return objectives, risk tolerance, withdrawal 
requirements, time horizon, tax considerations, and illiquidity parameters for 
each pool of funds.   

 
c. Investment and Asset Guidelines: This section provides detailed investment 

rules for each asset type. 
 

d. Asset Allocation: This section provides bottom range, target, and top range 
percentages for each pool of funds. 

 
e. Brokerage and Proxy Policy: This brief sections establishes that the 

Foundation will hold its brokerage accounts with Fidelity Investments and has 
delegated proxy voting to Sand Hill.   

  
f. Controls and Monitoring: This section establishes general procedures for 

handling payout and withdrawals as well as pool-specific payout and 
withdrawal guidelines.  It also outlines Sand Hill’s reporting responsibilities to 
the Investment Committee and the Board.  With regard to the payout for the 
Quasi-Endowment Pool, please note that there will be no payout for the 2016-
2017 fiscal year.  This allows the Quasi-Endowment to begin earning 
investment income before we start taking payout from it, which we believe is 
best for the long-term health of the Quasi-Endowment.  For 2017-18 and 
2018-19, the payout rate is a conservative 3%.  The goal is to prevent dipping 
into principal in these early years if the investment returns are not what we 
are anticipating, especially while the Foundation still has the Strategic funds 
to help support operational expenses.  Down the road, when the Strategic 
pool is much lower (or completely depleted), Quasi-Endowment payout rate 
may be increased, but in these early years it is prudent to be conservative.   

 
The Investment Operating Plan also includes an appendix with benchmark composition 
guidelines and definitions. 
 
Attached to this memorandum are both the Investment Operating Plan and the 
resolution authorizing the Treasurer and Executive Director to execute the Investment 
Operating Plan with Sand Hill.  
 

2. Distribution of Restitution Funds to Quasi-Endowment Pool, Strategic Pool, 
and Liquidity Pool 

 
When the Foundation receives the approximately $69.7 million in restitution funds from 
the City, the Committee is recommending the following distribution into the three 
brokerage accounts:  
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 $15 million to the Quasi-Endowment 
 An amount equal to the 2016-2017 budget (which will come before the 

Board at the June meeting) to remain in the Liquidity Pool 
 The remaining balance to the Strategic Pool 

 
This distribution carves out the 2016-2017 budget from the restitution funds up front.  It 
means that the 2016-2017 budget – which is likely to include about $1 million in 
program disbursements (Crestmoor Scholarships, Community Grants, pedestrian safety 
improvements, Florida Avenue park development, and Community Facilities Vision 
Plan) as well as all operating expenses – will effectively come out of the Strategic Pool.  
As mentioned above, withdrawals from the Quasi-Endowment will not begin until the 
2017-2018 fiscal year.  Starting in 2017-2018, we could map it out so that the Quasi-
Endowment payout covers the scholarship and community grants program 
disbursements plus the operating costs associated with those two programs, which the 
Board has discussed as the long-term vision for the Quasi-Endowment.   
 
Since the 2016-2017 budget will not be proposed until June, the Committee 
recommends that the initial distribution – when the restitution funds are transferred to 
the Foundation – include $2 million to remain in the Liquidity Pool account.  I do not 
expect the 2016-2017 budget to exceed $2 million (probably close to $1.5 million).  The 
initial $2 million allocation provides a buffer until the final budget is created and 
approved.  When the budget is approved in June, the Board can provide additional 
instructions to Sand Hill to transfer funds in excess of the 2016-2017 budget from the 
Liquidity Pool account to the Strategic Pool account.   
 

3. Approval of Amended Fiscal Policies and Procedures 
 
In March 2015, the Board approved the Foundation’s Fiscal Policies and 
Procedures.  Consistent with nonprofit financial management best practices and 
California State ethics standards for local agencies, the Fiscal Policies and 
Procedures are designed to: 
 

 Protect the Foundation’s assets; 
 Ensure the maintenance of accurate records of the Foundation’s financial 

activities; 
 Provide a framework for the Foundation’s financial decision-making; 
 Establish operating standards and behavioral expectations; 
 Serve as a training resource for staff; and 
 Ensure compliance with federal, state, and local legal and reporting 

requirements. 
   
In January 2016, the Board approved the first set of revisions to the Fiscal Policies 
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and Procedures, which incorporated recommendations arising out of discussions 
with the Foundation’s auditor pursuant to the 2015 audit; strengthened internal 
controls, including outlining a larger oversight role for the Treasurer, in a way that 
is practical given the small size of the Foundation’s staff; included changes to 
more accurately reflect the Foundation’s current finance operations; and improved 
the document stylistically.    
 
Now that the Foundation has established investment brokerage accounts and will 
soon take possession of the restitution funds, the Committee realized the need to 
suggest additional changes to the Fiscal Policies and Procedures to cover the 
handling of the investment accounts. 
 
The Committee is recommending changes to two sections of the document.  The 
amendments to Section VI.A, “Cash Management and Investments,” set forth the 
procedures for handling the investment accounts, consistent with the Investment 
Policy Statement, the Investment Operating Plan, and the portions of the Fiscal 
Policies and Procedures regarding the Foundation’s operating bank accounts.   
 
The amendments to Section III.B, “Internal Financial Reports,” outline the process for 
making changes to the Foundation’s internal financial reports to adjust to changes in the 
Foundation’s operations, such as the establishment of investment accounts.  The 
process gives the Foundation flexibility in tweaking the reports as appropriate without 
having to amend the Fiscal Policies and Procedures document.   
 
In addition to both clean and redlined version of the amended Fiscal Policies and 
Procedures, attached is a sample pro forma template of the internal monthly financial 
statements including the investment funds that Accounting Consultant Frank Bittner 
created and which Treasurer Ben Cohn and I have approved.  The template is an 
example of what the monthly financial statements will look like once the Foundation has 
taken possession of the remaining balance of restitution funds. 
 
The new lines are highlighted in yellow, and Mr. Bittner has included explanatory notes 
at the bottom of each page.  The numbers are just samples, so that one can see how 
the form operates.  Key changes include: 
 

 The Liquidity Pool account is included with the Wells bank accounts as part of 
total Cash. 

 “Investments” (Quasi-Endowment Pool and Strategic Pool accounts) is a new 
asset section of the balance sheet. 

 Since the transfers from the Quasi-Endowment Pool account to the Liquidity Pool 
account will take place monthly, the Quasi-Endowment Pool investment account 
(asset) will be equal to the equity (net assets) account, Board Restricted Quasi-
Endowment. 
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 The Strategic Pool is classified as unrestricted net assets because no specific 
restriction (like the Quasi-Endowment) has been applied to it.  (Of course, uses 
of the Strategic Fund require Board approval, just as all expenses require 
approval, either through the budget process or specific Board approval for certain 
program disbursements.  But the Strategic Pool does not have any specific 
restrictions or earmarking like the Quasi-Endowment does.) 

 Transfers from Quasi-Endowment are shown in the Budget Report as operating 
income or funds available for operations.  These are inter-fund transfers that will 
not show up on audited financial statements (they net to zero), but they are 
helpful to show on the internal Budget Report so we know what funds are 
available for operations and program disbursements. 

 Quasi-Endowment Pool and Strategic Pool income (market value 
change/dividends) is shown only on the balance sheet because it is not income 
that is available for operations. 

 
Please note that the pro forma template is not an attachment to the Fiscal Policies and 
Procedures.  However, I am providing it to the Board at this time to give the Board a 
preview of what the monthly financials will look like going forward, and to explain that 
the template was created under the process outlined in the amendments to Section 
III.B.   
 
In sum, I recommend that the Board approve all three investment and finance-related 
resolutions at its May 4 meeting. 
 
Finally, the Committee is hoping to bring its recommendation to create an Investment 
Committee consisting of Board and non-Board members to provide investment-related 
guidance to the Board at the June meeting.  I am in the process of identifying individuals 
with the necessary experience and expertise to serve on the committee.   
 
 
Attachments: 

1. Resolution Authorizing Treasurer Ben Cohn and Executive Director Leslie 
Hatamiya to Execute Investment Operating Plan with Sand Hill Global Advisors 

2. Exhibit A: San Bruno Community Foundation Investment Operating Plan 
3. Resolution Authorizing Distribution of Restitution Funds to the Quasi-Endowment 

Pool, Strategic Pool, and Liquidity Pool Brokerage Accounts 
4. Resolution Approving Amended Fiscal Policies and Procedures 
5. Exhibit A: Proposed Amended Fiscal Policies and Procedures 
6. Proposed Amended Fiscal Policies and Procedures – redlined version 
7. Pro Forma Internal Financial Statements 



RESOLUTION NO. 2016-__ 
 
 

RESOLUTION OF THE SAN BRUNO COMMUNITY FOUNDATION 
AUTHORIZING TREASURER BEN COHN AND EXECUTIVE DIRECTOR LESLIE 
HATAMIYA TO EXECUTE INVESTMENT OPERATING PLAN WITH SAND HILL 

GLOBAL ADVISORS 
 
 

WHEREAS, the San Bruno Community Foundation Board of Directors selected 
Sand Hill Global Advisors to provide investment management services to the 
Foundation, including assisting in the development of the Foundation’s investment 
policy statement and management of the Foundation’s investment portfolio;  

 
WHEREAS, on April 6, 2016, the Foundation Board and, on April 26, 2016, the 

San Bruno City Council approved the Foundation’s Investment Policy Statement, as 
drafted by the Foundation’s Ad Hoc Committee on Investment Strategy with the 
assistance of Sand Hill Global Advisors, as the high-level policy document governing 
the Foundation’s investment activities; and 

 
WHEREAS, with the assistance of Sand Hill Global Advisors, the Ad Hoc 

Committee on Investment Strategy has developed the Investment Operating Plan, 
which, consistent with the principles outlined in the Investment Policy Statement, 
provides detailed instructions to Sand Hill Global Advisors regarding ongoing 
management of the Foundation’s Quasi-Endowment, Strategic, and Liquidity Pool 
accounts, including specific asset allocation targets and ranges, as well as guidelines 
regarding payout and withdrawals. 
 

NOW, THEREFORE, BE IT RESOLVED that the Board of Directors authorizes 
Treasurer Ben Cohn and Executive Director Leslie Hatamiya to execute the Investment 
Operating Plan, which is attached as Exhibit A, with Sand Hill Global Advisors.    
 
 
Dated:  May 4, 2016 
 
ATTEST: 
 
 
 
_______________________________________ 
Emily Roberts, Secretary 
 
 

I, Emily Roberts, Secretary, do hereby certify that the foregoing Resolution 
No. 2016-__ was duly and regularly passed and adopted by the Board of 
Directors of the San Bruno Community Foundation on this 4th day of May, 
2016, by the following vote: 

 



 
AYES:   Board members:   
 
NOES: Board members: 
 
ABSENT: Board members: 



EXHIBIT A 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

San Bruno Community Foundation 

Investment	
Operating	Plan	
Approved by the SBCF Board of Directors, May __, 2016 
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SUMMARY INVESTMENT OPERATING PLAN 
 
QUASI‐ENDOWMENT POOL 
       
Investment Objective:  Generate a return in excess of the specified blended portfolio benchmark 

over a complete market cycle. 
 
Risk Tolerance:      Moderately Conservative  
 
Target Return:  Over the long‐term, exceed the blended portfolio benchmark, net of fees 

with similar risk. 
 
Evaluation Benchmark:   The passive  indices  in  similar weights  to  the  target asset allocation as 

detailed in Appendix 1. 
   
Withdrawal Requirement:   Up to 7% annual withdrawals, as determined by the SBCF Board. 
 
Time Horizon:      Long‐Term    
       
Target Allocation:    Balanced Strategy 
        (see specific allocation guidelines in Section IV.1 of this plan document) 
          
 
 
STRATEGIC POOL 
       
Investment Objective:  Generate a return in excess of the specified blended portfolio benchmark 

over a complete market cycle. 
 
Risk Tolerance:      Conservative  
 
Target Return:  Over the long‐term, exceed the blended portfolio benchmark, net of fees 

with similar risk. 
 
Evaluation Benchmark:   The passive  indices  in  similar weights  to  the  target asset allocation as 

detailed in Appendix 1. 
 
Withdrawal Requirement:  100% withdrawn over 7‐10 years, dictated by the timing of capital 

projects and as determined by the SBCF Board.  
 
Time Horizon:      Mid‐Term    
       
Target Allocation:    Conservative Strategy 
         (see specific allocation guidelines in Section IV.2 of this plan document) 
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LIQUIDITY POOL     
 
Investment Objective:  Generate a return in excess of the specified blended portfolio benchmark 

over a complete market cycle. 
 
Risk Tolerance:      Conservative  
 
Target Return:  Over the long‐term, exceed the blended portfolio benchmark, net of fees 

with similar risk. 
 
Evaluation Benchmark:   The passive  indices  in  similar weights  to  the  target asset allocation as 

detailed in Appendix 1. 
 
Withdrawal Requirement:  100% withdrawn within 24 months, as determined by the SBCF Board. 
 
Time Horizon:      Short‐Term    
       
Target Allocation:    Short‐Term Cash and Short‐Duration Fixed Income Strategy 

(see specific allocation guidelines in Section IV.3 of this plan document) 
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This  Investment Operating  Plan  outlines  the  assumptions  and  understandings  under which  Sand Hill 
Global Advisors, LLC  (the “Investment Manager” or “SHGA”)  is to manage the assets of the San Bruno 
Community Foundation  (“SBCF” or  the “Foundation”).   The content herein has been composed based 
upon meetings with the Board of Directors and staff in which discussions covered SBCF’s goals, attitudes, 
expectations, risk tolerance, desires for liquidity, and present and future cash flow requirements. 
 
It  is agreed that SHGA will meet with the  Investment Committee on a quarterly basis to report on the 
status of the portfolio and to receive and provide  information that will aid  in the management of  the 
portfolio. This Investment Operating Plan will be reviewed at least annually as to its appropriateness given 
any significant changes in SBCF’s needs or in light of significant shifts in the economy or the investment 
markets. Day‐to‐day contact with SBCF will be made via the telephone and e‐mail. 
 
This  Investment  Operating  Plan  shall  adhere  to  the  policies  set  forth  in  SBCF’s  Investment  Policy 
Statement, originally approved by the SBCF Board of Directors and San Bruno City Council in April 2016.  
 
 

I. FOUNDATION’S PURPOSE AND GOALS  
 
The  San  Bruno  Community  Foundation  was  established  in  2013  by  the  San  Bruno  City  Council  to 
administer,  for  the  long‐term  benefit  of  the  San  Bruno  community,  approximately  $70  million  in 
restitution  funds resulting  from  the devastating 2010 gas pipeline explosion  in San Bruno’s Crestmoor 
neighborhood. SBCF has been charged with determining the use of the funds and administering them to 
benefit the San Bruno community through enduring and significant contributions to, and investments in, 
charitable and community programs, and publicly owned community facilities, over the long term. 
 
The SBCF Investment Policy Statement establishes three separate pools of funds with varying purposes, 
time horizons, and withdrawal requirements:  
 

1. A  Quasi‐Endowment  Pool  to  support  the  annual  operating  and  program  expenses  of  the 
Foundation over the long term. 
 

2. A Strategic Pool earmarked to cover the costs of major strategic grantmaking projects, including 
capital improvements of community facilities, over a 7‐10 year period. The Strategic Pool will be 
fully exhausted either at the completion of those strategic projects, or by consolidation into the 
Quasi‐Endowment Pool at the Board’s discretion. 
 

3. A Liquidity Pool  to act as a holding account  for expenditures planned  in  the  subsequent 0‐24 
months. The purpose of this pool is to mirror the Foundation’s operating accounts. This account 
may be funded by both the Quasi‐Endowment and the Strategic Pool.  

 
 

II. INVESTMENT GOALS AND OBJECTIVES 
 
The primary goal of the Foundation is to administer these funds for the long‐term benefit of the San Bruno 
community. The specific goals for these funds  include but are not  limited to supporting SBCF’s annual 
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operating expenses and the three categories of program activities outlined  in SBCF’s Program Strategy 
Framework (strategic grant making, responsive grant making, and Foundation programs). 
 
The risk tolerance of each pool of funds is dictated by the time horizon and liquidity needs, and as directed 
by the Board of Directors. The specific goals and objectives, risk tolerance, and time horizon for each pool 
of funds is as follows: 
 

1. Quasi‐Endowment Pool Investment Objectives:  
 
The Foundation seeks to meet the current payout objectives while maintaining the total purchasing power 
of these assets for the San Bruno community in the future. As such, Capital Appreciation is the primary 
objective, with Capital Preservation as the secondary objective.  
 

a. Portfolio Return Objectives 
 
i. Total Portfolio Return: Achieve a time‐weighted, real rate of return of 3‐4%, after fees 

and  program  costs.  This  return will  be  sought  using  a  diversified  style  of  investment 
management, providing an average annual return that will be measured over a complete 
market cycle assumed to be five years. 

 
ii. Blended Benchmark Return: Over rolling five‐year cycles, to achieve a return that exceeds 

the Blended Benchmark, net of fees with similar risk.   
 

b. Portfolio Risk Tolerance ‐ The risk to the portfolio must be moderately conservative, since the 
portfolio provides a source of funds that allows SBCF to perpetuate its mission. 

 
c. Withdrawal Requirements ‐ Up to 7% Annual Withdrawals as determined by the SBCF Board. 

The SBCF staff will provide Sand Hill Global Advisors with guidance in this area. 
 

d. Time Horizon ‐  Long‐Term.  
 

e. Tax Considerations ‐ None, since this organization is tax exempt. 
 

f. Illiquidity ‐ The overall portfolio can maintain up to 10% illiquidity. 
 

2. Strategic Pool Investment Objectives:  
 

The Foundation seeks to achieve growth of the portfolio at a conservative rate in excess of inflation. As 
such, Capital Preservation is the primary objective.  
 

a. Portfolio Return Objectives  
 

i. Total Portfolio Return: Achieve a time‐weighted, real rate of return of 1‐2%, after fees 
and  program  costs.  This  return will  be  sought  using  a  diversified  style  of  investment 
management, providing an average annual return that will be measured over a complete 
market cycle assumed to be five years. 
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ii. Blended Benchmark Return: Over rolling five‐year cycles, to achieve a return that exceeds 
the Blended Benchmark, net of fees with similar risk.   

 
b. Portfolio Risk Tolerance ‐ The risk to the portfolio must be conservative. 

 
c. Withdrawal Requirements ‐ 100% withdrawn over 7‐10 years, determined by timing of SBCF’s 

strategic grant making projects. The SBCF  staff will provide Sand Hill Global Advisors with 
guidance in this area. 
 

d. Time Horizon ‐  Mid‐Term. 
 

e. Tax Considerations ‐ None, since this organization is tax exempt. 
 

f. Illiquidity ‐ The overall portfolio can maintain up to 5% illiquidity. 
 

3. Liquidity Pool Investment Objectives:  
 
The Foundation seeks to preserve the principal balance of all funds directed into this pool. As such, Capital 
Preservation and Liquidity are the primary objectives.  

 
a. Portfolio  Return  Objective  ‐  Achieve  a  time‐weighted,  real  rate  of  return  of  above  the 

prevailing rate of the U.S. 90 Day T‐Bill, after fees and program costs.  
 

b. Portfolio Risk Tolerance ‐ The risk to the portfolio must be conservative. 
 

c. Withdrawal Requirements ‐ 100% drawdown within 24 months, as determined by the SBCF 
Board. 

 
d. Time Horizon ‐ Short‐Term. 
 
e. Tax Considerations ‐ None, since this organization is tax exempt. 
 
f. Illiquidity ‐ The overall portfolio must maintain 100% liquidity. 

 
 

III. INVESTMENT AND ASSET GUIDELINES 
 
Sand Hill Global Advisors will utilize an appropriate combination of individual securities in direct accounts 
and  specialized  third  party,  commingled  fund  or  mutual  fund  alternatives  to  implement  the  asset 
allocation. Implementation will include passive strategies such as index funds or exchange‐traded funds 
(ETFs) and active strategies. Third‐party offerings will be used to enhance the portfolio’s diversification in 
certain asset classes that require specialized expertise or where liquidity may be limited.  In each case, the 
potential  for  added  value,  institutional  share  class  fees  and  cost  effectiveness  will  be  a  major 
consideration.   
 
A Direct Account is defined as any investment account registered in the name of the Foundation. 
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1. Individual Equity Securities in the Direct Account:  
 

a. No individual equity securities (stocks) will be held in any Direct Account.  
 

b. Direct investments in any equity securities of Pacific Gas & Electric Corporation (Symbol: PCG) 
are prohibited.  

 
2. Individual Fixed Income Securities in Direct Accounts: 

 
a. Individual fixed income securities (bonds) may be held in Direct Accounts. These include, but 

are not limited to, municipal bonds, U.S. government securities, federal government agency 
securities, corporate debt (limited to U.S. or multinational corporations), and high yield debt.  

 
b. With the exception of U.S. government securities and federal government agency securities, 

no more than 5% at cost of the portfolio may be invested in the securities of a single issuer. 
 

c. Up  to  5%  of  the  total  account  may  be  invested  in  below  investment  grade  securities, 
commonly  referred  to  as  “high  yield  debt,”  but  only  through  adequately  diversified 
investment vehicles. 

 
d. Direct  investments  in any  fixed  income securities of Pacific Gas & Electric Corporation are 

prohibited.  
 

3. Commingled Funds, Mutual Funds and Index Funds: 
 

a. Commingled funds, mutual funds, and index funds may be held in Direct Accounts.  
 

b. The  fund  selection process will  incorporate  criteria  such as  investment  style and process, 
experience of the investment team, organizational stability and performance analysis such as 
long‐term,  risk‐adjusted  returns, manager  tenure,  relative  performance  in  up  and  down 
markets, consistency of management style, and the associated cost to own (expense ratio).  
When appropriate, negotiations will occur with custodians for the waiver of loads, minimums, 
and transaction fees.  

 
4. Other Investments:  

 
a. Other investments may be held in Direct Accounts.  

 
b. Other  investments will be broadly defined, but not  limited  to,  as  investments  in market‐

neutral funds, commodities and gold, real return strategies, venture capital, and real estate.  
These categories are to be implemented only through diversified investment vehicles.   

 
c. In  the  case of market neutral private partnerships,  the diversification  should be achieved 

through the use of a “fund of funds.”  
 

d. The real estate portion may be comprised of private and publicly held real estate investments. 
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5. Cash and Cash Equivalents: 
 
a. Cash and cash equivalents may be held in Direct Accounts. 

 
b. Cash  equivalent  positions  will  be  high  quality  instruments  such  as  U.S.  Treasury  Bills, 

Eurodollar Certificates of Deposit, time deposits (CDs), money market funds, and repurchase 
agreements. 

 
6. Investment Procedures: 

 
a. Diversification:  All  portfolios  will  be  managed  as  diversified  portfolios.  The  goal  of 

diversification across various asset classes, sectors, and security types is to minimize risk while 
improving performance.  

 
b. Investment Vehicles: Within the constraints of the target asset allocation of each portfolio, 

investments will be allocated across various asset classes, either directly or through pooled 
or  commingled  investment  accounts  (mutual  funds  and  index  funds),  that might  include 
domestic and foreign equities, bonds, real estate, alternative investments, and cash or cash 
equivalents.   With  each  asset  class,  the  Investment Manager will weigh  factors  including 
expense, market efficiency,  transparency of  information,  and diversification  to determine 
whether  direct  investments  or  commingled  investments  are  in  the  Foundation’s  best 
interests. 
 

c. Rebalancing: Rebalancing is designed to minimize portfolio deviations from allocation targets. 
The portfolio will be reviewed regularly by the Investment Manager and rebalanced whenever 
the weighting of a major asset class deviates materially from the target asset allocation, or a 
tactical opportunity presents itself.   
 

d. Custody  of  Assets:  The  Foundation’s  assets  shall  be  held  at  a  third‐party  custodian 
recommended by  the  Investment Committee and approved by  the Board. The  Investment 
Manager  shall have discretion and authority  to  trade on behalf of  the Foundation via  the 
custodian’s trading platform. 

 
e. Custodian’s Margin Loan Option: A Margin Loan allows a brokerage account holder to gain 

access to cash by borrowing against the invested securities in the account. The margin loan 
option on any Direct Accounts shall be disabled. 

 

 
IV. ASSET ALLOCATION  

 
Generally,  the  allocations  for  each  pool will  be within  the  ranges  shown  below;  however,  SHGA  is 
permitted to have a more defensive position that may result from significant cash  inflows or outflows. 
Initial implementation of all three pools will be achieved over a three‐month transitional period involving 
staggered commitments. The  initial funding of the three pools will be a combination of cash and fixed 
income securities (government bonds and CDs).  
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1. Quasi‐Endowment Pool 
Bottom       Top 

              Range    Target    Range 
 

EQUITY           40%     52%    65% 
       

FIXED INCOME          20%     30%    40% 
 

REAL ESTATE AND COMMODITIES    0%     8%    15% 
 
    MARKET NEUTRAL        0%     8%    15% 
 

CASH AND CASH EQUIVALENTS      0%     2%    15% 
 

 

2. Strategic Pool 
              Bottom       Top 
              Range    Target    Range 
 

EQUITY           12%    16%    20% 
     

FIXED INCOME          53%    70%    88% 
     

REAL ESTATE AND COMMODITIES    0%    4%    8% 
     

     MARKET NEUTRAL        0%    8%    12% 
       

CASH AND CASH EQUIVALENTS      0%    2%    15% 
 
 

3. Liquidity Pool 
              Bottom Range    Top Range 
 

  SHORT DURATION FIXED INCOME    0%      100% 
 
CASH AND CASH EQUIVALENTS      0%      100% 

 
Duration is defined as an approximate measure of a bond’s price sensitivity to changes in interest rates. 
Shorter the duration means the less interest rate risk and longer duration means more interest rate risk. 
The average duration of the fixed income portion of the Liquidity Pool will range from 0 to 24 months, 
consistent  with  spending  timeline  described  in  Section  VII.3  of  the  Foundation’s  Investment  Policy 
Statement.  
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V. BROKERAGE AND PROXY POLICY 
 

1. All transactions effected for SBCF will be “subject to the best price and execution.”  Securities and 
cash will be held in custody at Fidelity Investments. 
 

2. Proxy voting has been delegated to SHGA. SHGA has retained Broadridge to vote proxies.  
 
 

VI. CONTROLS AND MONITORING 
 

1. Payout and Withdrawals: 
 
a. For unplanned withdrawals from any SBCF pool, SBCF staff will notify SHGA a minimum of five 

business days in advance to allow time for trade execution, trade settlement and fund transfer 
through the Liquidity Pool (if necessary) and out to SBCF’s external operating account. 
 

b. Notice  in excess of five business days will provide additional time for SHGA to manage the 
liquidation of securities.  

 
c. If notice is provided less than five business days in advance, SHGA will attempt to fulfill the 

withdrawal  request  on  a  best  efforts  basis.  SBCF  has  restricted  the  use  of margin  on  all 
accounts, therefore cash must be available to be withdrawn.   
 

d. Pool‐Specific Operating Guidelines: 
 
i. Quasi‐Endowment Pool 

 
Payout  amount  will  be  determined  once  annually,  prior  to  the  conclusion  of  the 
Foundation’s fiscal year for the subsequent fiscal year.  The payout rate will range up to 
7%, as determined by the Board, multiplied by the average of the latest available twelve 
prior quarter‐ending Quasi‐Endowment  values.  From  the  initial  funding of  the Quasi‐
Endowment Pool through the end of fiscal year 2016‐2017, the payout rate will be 0%.  
During  fiscal  years  2017‐2018  and  2018‐2019,  the  default  payout  rate  will  be  3%, 
multiplied by the simple average of all quarter‐ending Quasi‐Endowment values available 
at  the  time of  the  annual payout decision.   One‐twelfth  (1/12) of  the  annual payout 
amount will be withdrawn from the Quasi‐Endowment and deposited in the Liquidity Pool 
on a monthly basis. 

 
ii. Strategic Pool 

 
Withdrawals will be determined by the timing of project expenditures, per guidance from 
the SBCF Board. SBCF will provide a schedule of likely withdrawals to SHGA at the time of 
the annual budget planning process.  Cash proceeds will be deposited in the SBCF Liquidity 
Pool on an as‐needed basis.  

 
iii. Liquidity Pool 
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The Liquidity Pool will contain funds that have been earmarked for disbursement by the 
SBCF Board, with the guidance from the Investment Committee. As directed by SBCF staff, 
withdrawals will take place in the subsequent 0‐24 months following initial deposit into 
the Liquidity Pool.  

 
2. Quarterly  Reviews  –  SHGA  will  provide  the  SBCF  Investment  Committee  with  quarterly 

performance and holdings reports to allow the Committee to review the investment performance 
of SHGA and the individual investments (retained by SHGA) in the portfolio with respect to the 
risk and return objectives established for SBCF.  The review may include topics such as the overall 
business management, organizational changes and other relevant factors. 

 
3. Annual Board Meeting – SHGA will present to the full SBCF Board of Directors on an annual basis.  

 
 
 
 

[Signature Page Follows] 
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VII. SIGNATURES 
     

Reviewed and Accepted By:          Reviewed and Accepted By: 
 
 
 
 
_____________________________        _____________________________ 
Brian Dombkowski, CFA           Ben Cohn, Treasurer 
Chief Executive Officer            San Bruno Community Foundation 
Sand Hill Global Advisors, LLC         
                         
Date:  _______________________        Date:  _______________________ 
 
 
 
 

_____________________________   
Leslie Hatamiya, Executive Director 

                 San Bruno Community Foundation 
             
 
                Date:  _______________________ 
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APPENDIX 
 

1. Benchmark Composition 
 
 
The Blended Benchmark will be used for the total portfolio review and to review SHGA.  Individual asset 
classes will be reviewed using the indices most appropriate and assigned to each manager or investment 
style. 
 
The Blended Benchmark is composed as follows: 
 

Asset Class  Index  Weight 

         

    QEP  SP  LP 

Equity         

Domestic Large Capitalization  S&P 500 Index  30%  9%  0% 

Domestic Small Capitalization   Russell 2000 Index  9%  3%  0% 

International  MSCI All‐Cap World Index excl. USA   13%  4%  0% 

         

Fixed Income  Barclays Capital Aggregate Index  30%  70%  0% 

         

Real Estate  NAREIT Index  6%  4%  0% 

         

Commodities/Natural Resources  Dow Jones UBS Commodity Index  2%  0%  0% 

         

Market Neutral  Barclays 1‐3 Year Aggregate Index  8%  8%  0% 

         

Cash/Cash Equivalents  U.S. T‐Bill 90 day Index  2%  2%  100% 
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2. Benchmark Definitions  
 

EQUITY MARKET INDICATORS 
 
The market  indicators  included  in  this  report  are  regarded  as measures  of  equity  or  fixed‐income 
performance results. The returns shown reflect both income and capital appreciation. 
 
Standard &  Poor's  500  Index  is  designed  to measure  performance  of  the  broad  domestic  economy 
through changes in the aggregate market value of 500 stocks representing all major industries. The index 
is capitalization‐weighted, with each stock weighted by its proportion of the total market value of all 500 
issues. Thus, larger companies have a greater effect on the index. 
 
Russell  2000  Index  is  composed of  the  2000  smallest  stocks  in  the Russell  3000  Index,  representing 
approximately 11% of the U.S. equity market capitalization. 
 

INTERNATIONAL EQUITY MARKET INDICATORS 
 
Morgan Stanley Capital International (MSCI) All Cap World Index (ACWI) Ex‐USA Index is composed of 
approximately  6,000  equity  securities  representing  the  stock  exchanges  of  Europe,  Australia,  New 
Zealand, the Far East and Emerging Market nations capturing 99% of the global investable market outside 
of the US. The index captures large, mid and small‐cap companies. The index is capitalization‐weighted 
and is expressed in terms of U.S. dollars. 
 

 FIXED‐INCOME MARKET INDICATORS  
 
Barclays Capital Aggregate Bond Index is a combination of the Mortgage Backed Securities Index and the 
intermediate and long‐term components of the Government/Credit Bond Index. 
 

OTHER INDICES 

National Association of Real Estate Investment Trusts (NAREIT) Index is the only REIT index to include all 
REITs currently trading on the New York Stock Exchange, the NASDAQ National Market System and the 
American Stock Exchange. It is also the first index to include monthly historical statistics from 1972.  It is 
often used as a publicly traded approximation for the illiquid private real estate market. 

Dow  Jones UBS Commodity  Index  is designed  to be a highly  liquid and diversified benchmark  for  the 
commodity futures market. Commodities as an asset class have historically demonstrated returns that are 
negatively correlated with returns of stocks and bonds and that are positively correlated with  inflation 
measures. 

Barclays 1‐3 Yr Aggregate Bond Index is a combination of the Mortgage Backed Securities Index and the 
shorter duration components of the Government/Credit Bond Index. 

U.S. T‐Bill 90 Day Index is the benchmark used to measure cash.  It is also considered to be the “risk‐free 
rate” for the purposes of performance measurement. 



RESOLUTION NO. 2016-__ 
 
 

RESOLUTION OF THE SAN BRUNO COMMUNITY FOUNDATION 
AUTHORIZING DISTRIBUTION OF RESTITUTION FUNDS TO THE QUASI-

ENDOWMENT POOL, STRATEGIC POOL, AND LIQUIDITY POOL BROKERAGE 
ACCOUNTS  

 
WHEREAS, the San Bruno Community Foundation’s Investment Policy 

Statement, which the Foundation’s Board of Directors approved on April 6, 2016, and 
the San Bruno City Council approved on April 26, 2016, establishes three pools of 
investment funds – (1) a Quasi-Endowment Pool to support the annual operating and 
program expenses of the Foundation over the long term, (2) a Strategic Pool earmarked 
to cover the costs of major strategic grant making projects, including capital 
improvements of community facilities, over a 7-10 year period, and (3) a Liquidity Pool 
to act as a holding account for expenditures planned in the subsequent 0-24 months 
from deposit; 

 
WHEREAS, the Foundation Board also authorized the establishment and 

opening of three brokerage accounts with Fidelity Investments, one for each of the three 
pools of investment funds;   

 
WHEREAS, on April 26, 2016, the City Council authorized the transfer of the 

remaining balance of the restitution funds from Pacific Gas & Electric Company 
resulting from the tragic 2010 gas pipeline explosion in San Bruno’s Crestmoor 
Neighborhood to the San Bruno Community Foundation; 

 
WHEREAS, on November 18, 2015, the Board approved a preliminary quasi-

endowment target of $15 million to be invested following a long-term investment 
strategy, with the remaining balance of the restitution funds to be used to fund programs 
and operations;  

 
WHEREAS, the Board wishes to refrain from taking payout withdrawals from the 

Quasi-Endowment Pool until the beginning of the 2017-2018 fiscal year; and 
 
WHEREAS, the Board may decide to make adjustments to the distribution of 

funds after the Foundation’s 2016-2017 budget is approved in June 2016. 
 
NOW, THEREFORE, BE IT RESOLVED that the Board of Directors authorizes 

the following distribution of restitution funds immediately following receipt from the City 
of San Bruno to the three Fidelity brokerage accounts: 

 
(1) $15 million in the Quasi-Endowment Pool account; 
(2) $2 million in the Liquidity Pool account; and  
(3) The balance in the Strategic Pool account. 

 
 

Dated:  May 4, 2016 



 
ATTEST: 
 
 
 
_______________________________________ 
Emily Roberts, Secretary 
 
 

I, Emily Roberts, Secretary, do hereby certify that the foregoing Resolution 
No. 2016-__ was duly and regularly passed and adopted by the Board of 
Directors of the San Bruno Community Foundation on this 4th day of May, 
2016, by the following vote: 

 
 
AYES:   Board members:   
 
NOES: Board members:  
 
ABSENT: Board members:  



RESOLUTION NO. 2016-__ 
 
 

RESOLUTION OF THE SAN BRUNO COMMUNITY FOUNDATION 
ADOPTING AMENDED FISCAL POLICIES AND PROCEDURES  

 
WHEREAS, on March 19, 2015, the San Bruno Community Foundation Board of 

Directors approved adopted the San Bruno Community Foundation Fiscal Policies and 
Procedures, establishing the Foundation’s internal financial controls and ensuring 
compliance with applicable regulatory standards;  

 
WHEREAS, on January 6, 2016, the Board approved revisions to the Fiscal 

Policies and Procedures, which incorporated recommendations arising out of 
discussions with the Foundation’s auditor pursuant to the 2015 audit; strengthened 
internal controls; included changes to more accurately reflect the Foundation’s current 
finance operations; and improved the document stylistically;  

 
WHEREAS, the Foundation has established three investment brokerage 

accounts (Quasi-Endowment Pool, Strategic Pool, and Liquidity Pool) and has received 
approval from the San Bruno City Council to take possession of the remaining balance 
of the restitution funds (approximately $69.7 million) resulting from the settlement with 
Pacific Gas & Electric Company following the tragic 2010 gas pipeline explosion in San 
Bruno’s Crestmoor neighborhood; and  

 
WHEREAS, the Ad Hoc Committee on Investment Strategy has made 

suggestions for amending the Fiscal Policies and Procedures to set forth procedures for 
handling the investment accounts, consistent with the Investment Policy Statement, the 
Investment Operating Plan, and the portions of the Fiscal Policies and Procedures 
regarding the Foundation’s operating bank accounts, as well as outline the process for 
making changes to the Foundation’s internal financial reports to adjust to changes in the 
Foundation’s operations. 

 
NOW, THEREFORE, BE IT RESOLVED that the Board of Directors adopts the 

amended version of the San Bruno Community Foundation Fiscal Policies and 
Procedures attached as Exhibit A.   
 

 
Dated:  May 4, 2016 
 
ATTEST: 
 
 
 
_______________________________________ 
Emily Roberts, Secretary 
 
 



I, Emily Roberts, Secretary, do hereby certify that the foregoing Resolution 
No. 2016-__ was duly and regularly passed and adopted by the Board of 
Directors of the San Bruno Community Foundation on this 4th day of May, 
2016, by the following vote: 

 
 
AYES:   Board members:   
 
NOES: Board members: 
 
ABSENT: Board members: 



EXHIBIT A 
 

 
 
 

 
 

Fiscal Policies & Procedures 
 
 
 
 

Approved by the Board of Directors, ________, 2016 
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I. Accounting Procedures 
 
This section covers basic accounting procedures for the Foundation. The accounting procedures used by 
the Foundation shall conform to Generally Accepted Accounting Principles (GAAP) to ensure accuracy of 
information and compliance with external standards. Per the Bylaws, the Foundation’s fiscal year begins 
on July 1 and ends on June 30. 
 

A. Basis of Accounting 
 
Policy: The Foundation uses the accrual basis of accounting. The accrual basis identifies (records) 
revenue and expenses with specific periods of time, such as a month or year, which are recorded as 
incurred. This method of recording revenue and expenses is without regard to date of receipt or payment 
of cash (also known as the cash basis of accounting). 
 
Procedures:  
 Throughout the fiscal year, expenses are accrued in the month in which they are incurred. The books 

are closed no later than the 15th day after the close of each month. Invoices received after closing the 
books will be counted as a current-month expense.  

 At the close of the fiscal year, this rule is not enforced. All expenses that should be accrued in the 
prior fiscal year are so accrued, in order to ensure year-end financial statements reflect all expenses 
incurred during the fiscal year. Year-end books are closed no later than 45 days after the end of the 
fiscal year. 

 Revenue is always recorded in the month in which it is first earned (received or invoiced) or 
committed (pledged, ordered, or contracted for). 

 
B. Journal Entries 

 
Policy: Journal entries to record payroll expenses, cash receipts, interest earned, investment gains or 
losses, prepaid expenses, depreciation, other accruals and adjustments will be posted to the General 
Ledger on a monthly basis. Vacation liability is recorded and adjusted annually at the end of the fiscal 
year. 
 
Procedure:  
 Journal entries for each month will be posted prior to monthly closing, by the 15th day after the end of 

the month. 
 

C. Bank Reconciliations 
 
Policy:  All bank statements will be opened and reviewed in a timely manner. Bank reconciliations will be 
completed by the 15th day after the close of each month, and approval will be documented within 30 days 
of the close of the month.  
 
Procedures: 
 All bank and investment statements will be opened, reviewed, and initialed by the Executive Director 

upon receipt. Review will include inspection of checks paid during the month. 
 To expedite reconciliation, the Accounting Consultant will obtain monthly bank statements from the 

bank’s website. Bank reconciliations will be completed prior to monthly closing and completing 
monthly financial statements.  

 The Executive Director and Treasurer will review and approve reconciliation reports by signing and 
dating. 

 
D. Monthly Close 

 
Policy: Books will be closed monthly by the 15th day following the end of each month. At fiscal year-end 
the books will be closed by the 45th day (August 15) after June 30. 
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Procedures:  
 The Accounting Consultant will record cash receipts, payroll expenses, prepaid insurance, 

depreciation, interest earned, and on a monthly basis. 
 The Accounting Consultant will reconcile bank and investment accounts to General Ledger prior to 

monthly closing. 
 

E. Recordkeeping 
 
Policy: Financial documents and records will be retained in accordance with the Foundation’s document 
retention policy. 
 
Procedures:  
 The Foundation will maintain copies of all financial records including accounts payable, cash receipts, 

payroll documents, and bank statements. 
 The Accounting Consultant will maintain a copy of invoices paid for each fiscal year. 
 After monthly closing, the Accounting Consultant will send a copy of the fiscal year-to-date General 

Ledger to the Executive Director and Treasurer along with monthly financial statements as specified 
by the Executive Director and Treasurer. 

 Documents in electronic form including payroll reports, General Ledger, audit schedules, audited and 
monthly financial statements, and federal and state tax returns will be stored electronically in a form 
that will allow for remote access by the Accounting Consultant, Executive Director, and Treasurer. For 
records stored in this manner, back-ups to a device such as a USB drive, DVD or other external drive 
will be kept and updated at least monthly.  

 Upon the Foundation’s dissolution, the Foundation’s financial records and documents will be 
maintained by the City of San Bruno and in accordance with the City’s document retention policy 

 
II. Internal Controls 
 
The Foundation employs several safeguards to ensure financial transactions are properly authorized, 
appropriated, executed, and recorded. 
 

A. Lines of Authority 
 
Policy: The Board of Directors will create, maintain, and update fiscal policies and will approve a budget 
before the start of each fiscal year. The Board of Directors will also approve significant budget variances. 
 
Procedures:  
 The Executive Director will prepare the annual budget for each fiscal year and present it to the Board 

of Directors for approval. After Board approval, the budget will be submitted to the San Bruno City 
Council for approval. 

 The Audit Committee will review internal controls with the Executive Director, Accounting Consultant, 
and CPA Auditor as necessary. 

 The Accounting Consultant will directly contact the Treasurer in the event of any concerns regarding 
the Executive Director’s financial management decisions or actions. 

 The Treasurer may independently contact the Accounting Consultant directly for information. 
 

B. Conflict of Interest 
 
Policy: In accordance with the Conflict of Interest Policy, all employees and members of the Board of 
Directors are expected to use good judgment, adhere to high ethical standards, and act in such a manner 
as to avoid any actual, perceived, or potential conflict of interest. 
 
Procedures:  
 The Foundation will monitor compliance with the Conflict of Interest Policy through the use of the 

annual conflicts questionnaire completed by all Board of Directors members. 
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 Foundation Board members and the Executive Director annually complete and submit California Fair 
Political Practices Commission Form 700, Statement of Economic Interests, to the San Bruno City 
Clerk’s Office. 

 
C. Segregation of Duties 

 
Policy: The Foundation’s financial duties are distributed, to the extent possible, among multiple people to 
help ensure protection from fraud and error. The distribution of duties aims for maximum protection of the 
Foundation’s assets while also considering efficiency of operations. When, due to the small size of the 
Foundation staff, the Foundation is unable to achieve sufficient segregation of duties, additional oversight 
from the Board and/or the City of San Bruno staff may be implemented. 
 
Procedures:  
 The Accounting Consultant will not be an authorized agent or signer on any SBCF accounts. 
 Only invoices and other payment vouchers approved by the Executive Director will be processed for 

payment. 
 

D. Physical Security 
 
Policy: The Foundation maintains physical security of its assets to ensure only people who are 
authorized have physical or indirect access to money, securities, real estate, and other valuable property. 
 
Procedures: 
 The Accounting Consultant will secure blank checks. 
 The Executive Director will secure the credit card. 
 

E. Insurance 
 
Policy: The Foundation will maintain an insurance policy protecting against loss by theft, embezzlement, 
or other crimes committed by employees and the Accounting Consultant. 
 
Procedures: The Executive Director will purchase, keep in force, and maintain a crime insurance policy 
for the Foundation to cover losses up to at least $1,000,000, 
 
III. Financial Planning & Reporting 
 
The Foundation’s financial statements are prepared in accordance with Generally Accepted Accounting 
Principles (GAAP). Presentation of the Financial Statements shall follow the recommendation of the 
Financial Accounting Standards Board (FASB) No. 117, “Financial Statements of Not-For-Profit 
Foundations.” Under GAAP, revenues are classified based on the existence or absence of donor-
imposed restrictions. Accordingly, the net assets of the Foundation are classified as unrestricted, 
temporarily restricted, and permanently restricted. 
 

A. Budgeting Process 
 
Policy: The Foundation’s annual budget is prepared and approved before the start of each fiscal year. 
The Executive Director prepares the budget with input from the Board of Directors. The budget must be 
approved by the Board of Directors prior to the start of each fiscal year. The budget must be transmitted 
to the San Bruno City Council prior to the beginning of the new fiscal year for approval as required by 
Foundation’s Bylaws. The budget is revised during the year only as approved by the Board of Directors. 
 
Procedures:   
 The Executive Director will work with the Accounting Consultant to ensure the annual budget is a 

reasonably accurate estimate of programmatic and infrastructure goals for the coming fiscal year. 
 The Executive Director will ensure the budget is developed using the Foundation’s standard revenue 

recognition and cost allocation procedures. 
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 The Executive Director will present a draft budget to the Board by its May meeting.  
 The Board may approve the budget as presented in May or table final approval until the June 

meeting. 
 A Board approved budget must be submitted to the San Bruno City Council so that it can be 

approved no later than June 30 of each year. 
 

B. Internal Financial Reports 
 
Policy: The Foundation prepares regular financial reports on a monthly basis. All reports are finalized no 
later than 30 days after the close of the prior month.  The Executive Director and Treasurer will request 
and approve changes to financial report detail and format as necessary. 
 
Procedures:   
 The Accounting Consultant is responsible for producing the following year-to-date reports within 30 

days of the end of each month: Statement of Financial Position (also known as Balance Sheet) and 
Budget vs Actual Statement of Activities (also known as Income Statement or Profit & Loss 
Statement). 

 The Executive Director and Treasurer review financial reports each month, and the Treasurer reports 
to the full Board of Directors at the regular monthly meeting. 

 On a monthly basis the Accounting Consultant prepares a narrative report that summarizes the 
Foundation’s current financial position (as of the last closed month) and includes explanations for 
budget variance. 

 As changes in operations warrant or as otherwise deemed appropriate, the Executive Director or 
Treasurer will request changes to financial statement detail and/or format from the Accounting 
Consultant.  The Accounting Consultant will prepare a pro forma (draft) version for review by the 
Executive Director and Treasurer.  The Executive Director will approve any changes prior to 
implementation. 

 
C. Audit 

 
Policy: The Foundation will have its financial statements audited on an annual basis by an independent 
CPA. A Request for Proposals (RFP) for audit services will be issued at least every five years. 
 
Procedures:  
 The Board’s Audit Committee, working with the Executive Director, will be responsible for creating the 

RFP, reviewing audit proposals, and recommending the CPA to the full Board for approval; meeting 
with the CPA; and ensuring any audit issues identified are reported to the full Board. 

 The Executive Director will oversee the audit process and ensure that audited financial statements 
are published not later than 120 days (October 31) after the end of each fiscal year. 

 
D. Tax Compliance (Exempt Organization Returns) 

 
Policy: IRS 990, CA 199, and CA Attorney General RRF-1 forms will be filed by November 15 each year. 
 
Procedures:  
 The CPA prepares the forms using audited financial information. The Accounting Consultant and 

Executive Director review the first draft and request edits and corrections by the CPA. 
 Prior to the submission deadline, the final draft of the forms is presented to the full Board for review. 
 The President signs the forms on behalf of the Foundation. 
 
IV. Cash Receipts  
 
Policy: The Executive Director or designee will log in checks received on cash receipts log and secure 
the checks and log. 
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Procedures:  
 Checks will be immediately endorsed “for deposit only.” 
 Checks will be logged on a daily basis. The log will include date received, payer name, purpose, and 

amount of check. 
 

A. Deposits 
 
Policy: The Executive Director or designee will make deposits. 
 
Procedures:  
 Deposits will be made immediately when $10,000 or more has been logged. Deposits of any amounts 

will be made by the last day of each month. 
 The deposit slip amount must equal the total on the cash receipts log. Copies of all checks and any 

other documents that were received with checks will be attached to a copy of the deposit slip and the 
original log. This deposit package will be given to the Accounting Consultant for recording to the 
General Ledger and be maintained in the Cash Receipts file. 

 Receipt of currency should be discouraged. When currency is received, it should be deposited as 
soon as reasonably possible. 

 
V. Expense & Accounts Payable 
 

A. Payroll 
 
Policy: Payroll will be processed on a semi-monthly basis with paydays on the 15th and last day of each 
month. 
 
Procedures:  
 A separate, dedicated bank account will be maintained for the purpose of processing payroll 

transactions only. 
 The Accounting Consultant will process payroll at least two business days prior to each payday.  
 For employees choosing direct deposit payment, the Accounting Consultant will obtain paystubs from 

the payroll service website and distribute them to employees electronically. For employees requesting 
checks, paychecks/paystubs will be delivered to the Executive Director, who will distribute 
paychecks/paystubs to employees. 

 The Accounting Consultant, for purposes of recording payroll expenses and liabilities, will obtain the 
payroll register and other payroll reports from the payroll service website.  

 
1. Time Sheet Preparation & Approval 

 
Policy: Time Sheets, including time in and time out, documenting daily hours worked must be signed by 
the employee and the Executive Director and are required for all non-exempt employees. The Executive 
Director will maintain an Attendance Log to track all employees’ paid time off (PTO) accruals, usage, and 
balance. 
 
Procedures:   
 The Executive Director will provide the Attendance Log to the Accounting Consultant at least three 

days prior to each payday when at least one employee has taken PTO during that pay period. 
Employees will receive monthly reports of their PTO balances. 

 
2. Payroll Additions, Deletions, Changes, and Voluntary Deductions 

 
Policy: New employee additions, terminations, and pay rate changes will only be made based on 
authorization of the Executive Director or, for the Executive Director, on authorization of the President. 
 
Procedures:  
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 All new employee additions, terminations, and pay rate changes will be submitted to the Accounting 
Consultant in writing at least three days prior to payday or last day of work.  

 Voluntary payroll deduction requests, such as employee retirement contributions, will be initiated 
based on signed documentation submitted to the Accounting Consultant at least three days prior to 
payday. 

 
3. Pay Upon Termination 

 
Policy: Final payment of wages and vacation balance will be made to the employee on his/her last day of 
work. 
 
Procedures:  
 If an employee terminates without giving advance notice, payment will be made within 72 hours of 

termination. 
 

B. Purchases & Procurement 
 
Policy: The Executive Director is authorized to approve expenditures not in excess of $25,000 per 
transaction. The Board of Directors must approve any expenditure in excess of $25,000 per transaction. 
Expenditures may not be split into multiple purchases to evade this requirement. 
 
Procedures:  
 The reasonable person standard will apply in purchase and procurement decisions. Multiple bids 

should be solicited when practical and when sufficient competition warrants. 
 
C. Independent Contractors 

 
Policy: The Board of Directors must approve any contract with a total value in excess of $25,000. The 
President, Treasurer, or Executive Director may enter into contracts not to exceed $25,000 on behalf of 
the Foundation. 
 
Procedures:  
 With Board approval as needed, the Executive Director will execute contracts. The contract will 

include a Description of Items and/or Services (Exhibit A) and Compensation (Exhibit B). 
 Contractors will complete and submit an IRS W-9 and must submit invoices for services, which 

include a description of services provided. 
 

D. Invoice Approval & Processing 
 
Policy: The Executive Director must approve all invoices. Approved invoices will be paid within 30 days 
of receipt or according to contract terms when those terms specify a different payment schedule. 
 
Procedures:   
 Invoices and bills will be opened and reviewed by the Executive Director or designee. 
 Invoices are approved by the Executive Director and submitted to the Accounting Consultant for 

payment.  
 The Accounting Consultant will file copies of all invoices paid.  
 

E. Cash Disbursements 
 
Policy: Any single check or other transfer of funds in excess of $2,500 requires the signature of two of 
the authorized signatories (Executive Director, Treasurer, and President). Invoices, bills, or expense 
reimbursement claims may not be split in order to evade the two-signature requirement. No authorized 
signatory may sign checks payable to him/herself. The President or Treasurer will sign credit card 
payments. 
 



FISCAL POLICIES AND PROCEDURES 
Approved by the Board of Directors, ________, 2016 

    Page 7  

Procedures:  
 The Accounting Consultant, will prepare and deliver checks to the Executive Director. 
 The Executive Director will sign checks after verifying the payment amount and obtaining a second 

signature as necessary. One check stub will be retained and attached to the invoice as proof of 
payment along with a photocopy of the signed check. Checks will be distributed by the Executive 
Director, and the invoice and check stub will be maintained in the vendor files. 

 
F. Credit Cards 

 
Policy: A business credit card will be obtained for and secured by the Executive Director. Charges not 
exceeding $2,500 may be made without secondary approval. For transactions exceeding $2,500 and 
within the Executive Director’s expenditure and contract authority, written approval (including email) from 
either the Treasurer or President are required prior to the purchase. 
 
Procedures:  
 The business credit card will be used for SBCF business purposes only. 
 Documentation of purchases made will be attached to the monthly statement when submitted to the 

Accounting Consultant for payment. 
 Credit card payments will be submitted, with corresponding statement and supporting documentation, 

to either the President or Treasurer for signature. 
 

G. Travel & Expense Reimbursements 
 
Policy: The Foundation will reimburse employees for reasonable out-of-pocket business travel- and other 
business-related expenses. The Foundation may also reimburse Board members and other volunteers for 
reasonable out-of-pocket travel and Foundation-related expenses. The Foundation will not cover 
reimbursement for travel to/from meetings and events in San Bruno.  
 
The Foundation’s standard travel and expense report will be used for all reimbursements. Mileage will be 
reimbursed at the business rate published annually by the IRS. 
 
Foundation travelers are urged to minimize travel costs by, for example, booking airline tickets in 
advance, flying in economy class, and using the most economical mode of transportation (for example, 
airport bus rather than taxi or car rental). However, in the application of this general rule, extenuating 
circumstances such as the best economic use of the traveler’s time should be taken into consideration.  
 
Reimbursements for alcoholic beverages or any moving vehicle or parking citations are prohibited. 
 
Procedures:  
 Employees, Board members, and other volunteers must obtain Executive Director approval prior to 

incurring out-of-pocket expenses for which reimbursement will be sought. The Executive Director 
must obtain prior approval by the President for reimbursable expenses exceeding $500.  

 Travel and expense reports require Executive Director approval and signature. Executive Director 
travel and expense reports require President approval and signature. 

 Original receipts must be attached to travel and expense reports. 
 Accounting Consultant will verify expense reimbursements. 
 Travel and expense reports must be submitted no later than 60 days after the expense was incurred. 
 
VI. Asset Management 
 

A. Cash Management and Investments 
 
Policy: Cash balances in operating bank accounts should be maintained within FDIC insurance limits. 
Bank accounts for payroll, general checking, and savings will be maintained.  
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Investments will be made consistent with the Investment Policy Statement and the Investment Operating 
Plan.  No payments will be made directly from investment accounts.  Invested funds will be accessed only 
by wire or electronic funds transfers from the Investment Liquidity Pool to the general checking account.  
The check-writing feature is to be disabled on all investment accounts. 
 
The President, Treasurer, and Executive Director are the authorized signatories on all bank and 
investment accounts. 
 
Procedures:  
 Total balance for operating demand accounts at a single bank should not exceed $250,000, unless 

otherwise approved by the Board. In unexpected, short-term instances where a balance greater than 
$250,000 cannot be avoided, the Executive Director will notify the Treasurer, who will determine 
whether Board ratification is warranted. 

 Payout and withdrawals from the investment accounts will be carried out in accordance with the 
Investment Operating Plan.  In particular, payout from the Quasi-Endowment Pool to the Liquidity 
Pool will follow a regular schedule set forth in the Investment Operating Plan. 

 Non-regular transfers between investment accounts require advance written (including email) 
approval from one authorized signatory. 

 Wire transfers from the Investment Liquidity Pool account to the general checking account in excess 
of $2,500 require advance written (including email) approval from two authorized signatories. 

 For unplanned withdrawals from any investment account, five (5) business days’ notice must be given 
to allow time for trade execution, trade settlement and fund transfer through the Liquidity Pool (if 
necessary) and out to the general checking account. 

 
B. Capital Equipment 

 
Policy: Equipment, furnishings, leasehold improvements and real property will be capitalized when the 
item has a useful life greater than one year and initial cost greater than $5,000. 
 
Procedures:  
 Items capitalized will be depreciated on a straight-line basis, unless the IRS requires a different 

depreciation method, over their useful life. Land is not subject to depreciation. 
 Useful life for technology equipment will be three years, furniture and other equipment will be five 

years, leasehold improvements will match lease term, and buildings will be 30 years. 
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Approved by the Board of Directors, January 6________, 2016 
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I. Accounting Procedures 
 
This section covers basic accounting procedures for the Foundation. The accounting procedures used by 
the Foundation shall conform to Generally Accepted Accounting Principles (GAAP) to ensure accuracy of 
information and compliance with external standards. Per the Bylaws, the Foundation’s fiscal year begins 
on July 1 and ends on June 30. 
 

A. Basis of Accounting 
 
Policy: The Foundation uses the accrual basis of accounting. The accrual basis identifies (records) 
revenue and expenses with specific periods of time, such as a month or year, which are recorded as 
incurred. This method of recording revenue and expenses is without regard to date of receipt or payment 
of cash (also known as the cash basis of accounting). 
 
Procedures:  
 Throughout the fiscal year, expenses are accrued in the month in which they are incurred. The books 

are closed no later than the 15th day after the close of each month. Invoices received after closing the 
books will be counted as a current-month expense.  

 At the close of the fiscal year, this rule is not enforced. All expenses that should be accrued in the 
prior fiscal year are so accrued, in order to ensure year-end financial statements reflect all expenses 
incurred during the fiscal year. Year-end books are closed no later than 45 days after the end of the 
fiscal year. 

 Revenue is always recorded in the month in which it is first earned (received or invoiced) or 
committed (pledged, ordered, or contracted for). 

 
B. Journal Entries 

 
Policy: Journal entries to record payroll expenses, cash receipts, interest earned, investment gains or 
losses, prepaid expenses, depreciation, other accruals and adjustments will be posted to the General 
Ledger on a monthly basis. Vacation liability is recorded and adjusted annually at the end of the fiscal 
year. 
 
Procedure:  
 Journal entries for each month will be posted prior to monthly closing, by the 15th day after the end of 

the month. 
 

C. Bank Reconciliations 
 
Policy:  All bank statements will be opened and reviewed in a timely manner. Bank reconciliations will be 
completed by the 15th day after the close of each month, and approval will be documented within 30 days 
of the close of the month.  
 
Procedures: 
 All bank and investment statements will be opened, reviewed, and initialed by the Executive Director 

upon receipt. Review will include inspection of checks paid during the month. 
 To expedite reconciliation, the Accounting Consultant will obtain monthly bank statements from the 

bank’s website. Bank reconciliations will be completed prior to monthly closing and completing 
monthly financial statements.  

 The Executive Director and Treasurer will review and approve reconciliation reports by signing and 
dating. 

 
D. Monthly Close 

 
Policy: Books will be closed monthly by the 15th day following the end of each month. At fiscal year-end 
the books will be closed by the 45th day (August 15) after June 30. 
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Procedures:  
 The Accounting Consultant will record cash receipts, payroll expenses, prepaid insurance, 

depreciation, interest earned, and on a monthly basis. 
 The Accounting Consultant will reconcile bank and investment accounts to General Ledger prior to 

monthly closing. 
 

E. Recordkeeping 
 
Policy: Financial documents and records will be retained in accordance with the Foundation’s document 
retention policy. 
 
Procedures:  
 The Foundation will maintain copies of all financial records including accounts payable, cash receipts, 

payroll documents, and bank statements. 
 The Accounting Consultant will maintain a copy of invoices paid for each fiscal year. 
 After monthly closing, the Accounting Consultant will send a copy of the fiscal year-to-date General 

Ledger to the Executive Director and Treasurer along with monthly financial statements as specified 
by the Executive Director and Treasurer. 

 Documents in electronic form including payroll reports, General Ledger, audit schedules, audited and 
monthly financial statements, and federal and state tax returns will be stored electronically in a form 
that will allow for remote access by the Accounting Consultant, Executive Director, and Treasurer. For 
records stored in this manner, back-ups to a device such as a USB drive, DVD or other external drive 
will be kept and updated at least monthly.  

 Upon the Foundation’s dissolution, the Foundation’s financial records and documents will be 
maintained by the City of San Bruno and in accordance with the City’s document retention policy 

 
II. Internal Controls 
 
The Foundation employs several safeguards to ensure financial transactions are properly authorized, 
appropriated, executed, and recorded. 
 

A. Lines of Authority 
 
Policy: The Board of Directors will create, maintain, and update fiscal policies and will approve a budget 
before the start of each fiscal year. The Board of Directors will also approve significant budget variances. 
 
Procedures:  
 The Executive Director will prepare the annual budget for each fiscal year and present it to the Board 

of Directors for approval. After Board approval, the budget will be submitted to the San Bruno City 
Council for approval. 

 The Audit Committee will review internal controls with the Executive Director, Accounting Consultant, 
and CPA Auditor as necessary. 

 The Accounting Consultant will directly contact the Treasurer in the event of any concerns regarding 
the Executive Director’s financial management decisions or actions. 

 The Treasurer may independently contact the Accounting Consultant directly for information. 
 

B. Conflict of Interest 
 
Policy: In accordance with the Conflict of Interest Policy, all employees and members of the Board of 
Directors are expected to use good judgment, adhere to high ethical standards, and act in such a manner 
as to avoid any actual, perceived, or potential conflict of interest. 
 
Procedures:  
 The Foundation will monitor compliance with the Conflict of Interest Policy through the use of the 

annual conflicts questionnaire completed by all Board of Directors members. 
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 Foundation Board members and the Executive Director annually complete and submit California Fair 
Political Practices Commission Form 700, Statement of Economic Interests, to the San Bruno City 
Clerk’s Office. 

 
C. Segregation of Duties 

 
Policy: The Foundation’s financial duties are distributed, to the extent possible, among multiple people to 
help ensure protection from fraud and error. The distribution of duties aims for maximum protection of the 
Foundation’s assets while also considering efficiency of operations. When, due to the small size of the 
Foundation staff, the Foundation is unable to achieve sufficient segregation of duties, additional oversight 
from the Board and/or the City of San Bruno staff may be implemented. 
 
Procedures:  
 The Accounting Consultant will not be an authorized agent or signer on any SBCF accounts. 
 Only invoices and other payment vouchers approved by the Executive Director will be processed for 

payment. 
 

D. Physical Security 
 
Policy: The Foundation maintains physical security of its assets to ensure only people who are 
authorized have physical or indirect access to money, securities, real estate, and other valuable property. 
 
Procedures: 
 The Accounting Consultant will secure blank checks. 
 The Executive Director will secure the credit card. 
 

E. Insurance 
 
Policy: The Foundation will maintain an insurance policy protecting against loss by theft, embezzlement, 
or other crimes committed by employees and the Accounting Consultant. 
 
Procedures: The Executive Director will purchase, keep in force, and maintain a crime insurance policy 
for the Foundation to cover losses up to at least $1,000,000, 
 
III. Financial Planning & Reporting 
 
The Foundation’s financial statements are prepared in accordance with Generally Accepted Accounting 
Principles (GAAP). Presentation of the Financial Statements shall follow the recommendation of the 
Financial Accounting Standards Board (FASB) No. 117, “Financial Statements of Not-For-Profit 
Foundations.” Under GAAP, revenues are classified based on the existence or absence of donor-
imposed restrictions. Accordingly, the net assets of the Foundation are classified as unrestricted, 
temporarily restricted, and permanently restricted. 
 

A. Budgeting Process 
 
Policy: The Foundation’s annual budget is prepared and approved before the start of each fiscal year. 
The Executive Director prepares the budget with input from the Board of Directors. The budget must be 
approved by the Board of Directors prior to the start of each fiscal year. The budget must be transmitted 
to the San Bruno City Council prior to the beginning of the new fiscal year for approval as required by 
Foundation’s Bylaws. The budget is revised during the year only as approved by the Board of Directors. 
 
Procedures:   
 The Executive Director will work with the Accounting Consultant to ensure the annual budget is a 

reasonably accurate estimate of programmatic and infrastructure goals for the coming fiscal year. 
 The Executive Director will ensure the budget is developed using the Foundation’s standard revenue 

recognition and cost allocation procedures. 
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 The Executive Director will present a draft budget to the Board by its May meeting.  
 The Board may approve the budget as presented in May or table final approval until the June 

meeting. 
 A Board approved budget must be submitted to the San Bruno City Council so that it can be 

approved no later than June 30 of each year. 
 

B. Internal Financial Reports 
 
Policy: The Foundation prepares regular financial reports on a monthly basis. All reports are finalized no 
later than 30 days after the close of the prior month.  The Executive Director and Treasurer will request 
and approve changes to financial report detail and format as necessary. 
 
Procedures:   
 The Accounting Consultant is responsible for producing the following year-to-date reports within 30 

days of the end of each month: Statement of Financial Position (also known as Balance Sheet) and 
Budget vs Actual Statement of Activities (also known as Income Statement or Profit & Loss 
Statement). 

 The Executive Director and Treasurer review financial reports each month, and the Treasurer reports 
to the full Board of Directors at the regular monthly meeting. 

 On a monthly basis the Accounting Consultant prepares a narrative report that summarizes the 
Foundation’s current financial position (as of the last closed month) and includes explanations for 
budget variance. 

 As changes in operations warrant or as otherwise deemed appropriate, the Executive Director or 
Treasurer will request changes to financial statement detail and/or format from the Accounting 
Consultant.  The Accounting Consultant will prepare a pro forma (draft) version for review by the 
Executive Director and Treasurer.  The Executive Director will approve any changes prior to 
implementation. 
 

 
C. Audit 

 
Policy: The Foundation will have its financial statements audited on an annual basis by an independent 
CPA. A Request for Proposals (RFP) for audit services will be issued at least every five years. 
 
Procedures:  
 The Board’s Audit Committee, working with the Executive Director, will be responsible for creating the 

RFP, reviewing audit proposals, and recommending the CPA to the full Board for approval; meeting 
with the CPA; and ensuring any audit issues identified are reported to the full Board. 

 The Executive Director will oversee the audit process and ensure that audited financial statements 
are published not later than 120 days (October 31) after the end of each fiscal year. 

 
D. Tax Compliance (Exempt Organization Returns) 

 
Policy: IRS 990, CA 199, and CA Attorney General RRF-1 forms will be filed by November 15 each year. 
 
Procedures:  
 The CPA prepares the forms using audited financial information. The Accounting Consultant and 

Executive Director review the first draft and request edits and corrections by the CPA. 
 Prior to the submission deadline, the final draft of the forms is presented to the full Board for review. 
 The President signs the forms on behalf of the Foundation. 
 
IV. Cash Receipts  
 
Policy: The Executive Director or designee will log in checks received on cash receipts log and secure 
the checks and log. 
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Procedures:  
 Checks will be immediately endorsed “for deposit only.” 
 Checks will be logged on a daily basis. The log will include date received, payer name, purpose, and 

amount of check. 
 

A. Deposits 
 
Policy: The Executive Director or designee will make deposits. 
 
Procedures:  
 Deposits will be made immediately when $10,000 or more has been logged. Deposits of any amounts 

will be made by the last day of each month. 
 The deposit slip amount must equal the total on the cash receipts log. Copies of all checks and any 

other documents that were received with checks will be attached to a copy of the deposit slip and the 
original log. This deposit package will be given to the Accounting Consultant for recording to the 
General Ledger and be maintained in the Cash Receipts file. 

 Receipt of currency should be discouraged. When currency is received, it should be deposited as 
soon as reasonably possible. 

 
V. Expense & Accounts Payable 
 

A. Payroll 
 
Policy: Payroll will be processed on a semi-monthly basis with paydays on the 15th and last day of each 
month. 
 
Procedures:  
 A separate, dedicated bank account will be maintained for the purpose of processing payroll 

transactions only. 
 The Accounting Consultant will process payroll at least two business days prior to each payday.  
 For employees choosing direct deposit payment, the Accounting Consultant will obtain paystubs from 

the payroll service website and distribute them to employees electronically. For employees requesting 
checks, paychecks/paystubs will be delivered to the Executive Director, who will distribute 
paychecks/paystubs to employees. 

 The Accounting Consultant, for purposes of recording payroll expenses and liabilities, will obtain the 
payroll register and other payroll reports from the payroll service website.  

 
1. Time Sheet Preparation & Approval 

 
Policy: Time Sheets, including time in and time out, documenting daily hours worked must be signed by 
the employee and the Executive Director and are required for all non-exempt employees. The Executive 
Director will maintain an Attendance Log to track all employees’ paid time off (PTO) accruals, usage, and 
balance. 
 
Procedures:   
 The Executive Director will provide the Attendance Log to the Accounting Consultant at least three 

days prior to each payday when at least one employee has taken PTO during that pay period. 
Employees will receive monthly reports of their PTO balances. 

 
2. Payroll Additions, Deletions, Changes, and Voluntary Deductions 

 
Policy: New employee additions, terminations, and pay rate changes will only be made based on 
authorization of the Executive Director or, for the Executive Director, on authorization of the President. 
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Procedures:  
 All new employee additions, terminations, and pay rate changes will be submitted to the Accounting 

Consultant in writing at least three days prior to payday or last day of work.  
 Voluntary payroll deduction requests, such as employee retirement contributions, will be initiated 

based on signed documentation submitted to the Accounting Consultant at least three days prior to 
payday. 

 
3. Pay Upon Termination 

 
Policy: Final payment of wages and vacation balance will be made to the employee on his/her last day of 
work. 
 
Procedures:  
 If an employee terminates without giving advance notice, payment will be made within 72 hours of 

termination. 
 

B. Purchases & Procurement 
 
Policy: The Executive Director is authorized to approve expenditures not in excess of $25,000 per 
transaction. The Board of Directors must approve any expenditure in excess of $25,000 per transaction. 
Expenditures may not be split into multiple purchases to evade this requirement. 
 
Procedures:  
 The reasonable person standard will apply in purchase and procurement decisions. Multiple bids 

should be solicited when practical and when sufficient competition warrants. 
 
C. Independent Contractors 

 
Policy: The Board of Directors must approve any contract with a total value in excess of $25,000. The 
President, Treasurer, or Executive Director may enter into contracts not to exceed $25,000 on behalf of 
the Foundation. 
 
Procedures:  
 With Board approval as needed, the Executive Director will execute contracts. The contract will 

include a Description of Items and/or Services (Exhibit A) and Compensation (Exhibit B). 
 Contractors will complete and submit an IRS W-9 and must submit invoices for services, which 

include a description of services provided. 
 

D. Invoice Approval & Processing 
 
Policy: The Executive Director must approve all invoices. Approved invoices will be paid within 30 days 
of receipt or according to contract terms when those terms specify a different payment schedule. 
 
Procedures:   
 Invoices and bills will be opened and reviewed by the Executive Director or designee. 
 Invoices are approved by the Executive Director and submitted to the Accounting Consultant for 

payment.  
 The Accounting Consultant will file copies of all invoices paid.  
 

E. Cash Disbursements 
 
Policy: Any single check or other transfer of funds in excess of $2,500 requires the signature of two of 
the authorized signatories (Executive Director, Treasurer, and President). Invoices, bills, or expense 
reimbursement claims may not be split in order to evade the two-signature requirement. No authorized 
signatory may sign checks payable to him/herself. The President or Treasurer will sign credit card 
payments. 
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Procedures:  
 The Accounting Consultant, will prepare and deliver checks to the Executive Director. 
 The Executive Director will sign checks after verifying the payment amount and obtaining a second 

signature as necessary. One check stub will be retained and attached to the invoice as proof of 
payment along with a photocopy of the signed check. Checks will be distributed by the Executive 
Director, and the invoice and check stub will be maintained in the vendor files. 

 
F. Credit Cards 

 
Policy: A business credit card will be obtained for and secured by the Executive Director. Charges not 
exceeding $2,500 may be made without secondary approval. For transactions exceeding $2,500 and 
within the Executive Director’s expenditure and contract authority, written approval (including email) from 
either the Treasurer or President are required prior to the purchase. 
 
Procedures:  
 The business credit card will be used for SBCF business purposes only. 
 Documentation of purchases made will be attached to the monthly statement when submitted to the 

Accounting Consultant for payment. 
 Credit card payments will be submitted, with corresponding statement and supporting documentation, 

to either the President or Treasurer for signature. 
 

G. Travel & Expense Reimbursements 
 
Policy: The Foundation will reimburse employees for reasonable out-of-pocket business travel- and other 
business-related expenses. The Foundation may also reimburse Board members and other volunteers for 
reasonable out-of-pocket travel and Foundation-related expenses. The Foundation will not cover 
reimbursement for travel to/from meetings and events in San Bruno.  
 
The Foundation’s standard travel and expense report will be used for all reimbursements. Mileage will be 
reimbursed at the business rate published annually by the IRS. 
 
Foundation travelers are urged to minimize travel costs by, for example, booking airline tickets in 
advance, flying in economy class, and using the most economical mode of transportation (for example, 
airport bus rather than taxi or car rental). However, in the application of this general rule, extenuating 
circumstances such as the best economic use of the traveler’s time should be taken into consideration.  
 
Reimbursements for alcoholic beverages or any moving vehicle or parking citations are prohibited. 
 
Procedures:  
 Employees, Board members, and other volunteers must obtain Executive Director approval prior to 

incurring out-of-pocket expenses for which reimbursement will be sought. The Executive Director 
must obtain prior approval by the President for reimbursable expenses exceeding $500.  

 Travel and expense reports require Executive Director approval and signature. Executive Director 
travel and expense reports require President approval and signature. 

 Original receipts must be attached to travel and expense reports. 
 Accounting Consultant will verify expense reimbursements. 
 Travel and expense reports must be submitted no later than 60 days after the expense was incurred. 
 
VI. Asset Management 
 

A. Cash Management and Investments 
 
Policy: Cash balances in oOperating bank accountscash should be maintained within FDIC insurance 
limits. Investments will be made consistent with the Investment Policy. Bank accounts for payroll, general 
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checking, and savings will be maintained. The President, Treasurer, and Executive Director are the 
authorized signatories on all accounts. 
 
Investments will be made consistent with the Investment Policy Statement and the Investment Operating 
Plan.  No payments will be made directly from investment accounts.  Invested funds will be accessed only 
by wire or electronic funds transfers from the Investment Liquidity Pool to the general checking account.  
The check-writing feature is to be disabled on all investment accounts. 
 
The President, Treasurer, and Executive Director are the authorized signatories on all bank and 
investment accounts. 
 
Procedures:  
 Total balance for operating demand accounts at a single bank should not exceed $250,000, unless 

otherwise approved by the Board. In unexpected, short-term instances where a balance greater than 
$250,000 cannot be avoided, the Executive Director will notify the Treasurer, who will determine 
whether Board ratification is warranted. 

 Payout and withdrawals from the investment accounts will be carried out in accordance with the 
Investment Operating Plan.  In particular, payout from the Quasi-Endowment Pool to the Liquidity 
Pool will follow a regular schedule set forth in the Investment Operating Plan. 

 Non-regular transfers between investment accounts require advance written (including email) 
approval from one authorized signatory. 

 Wire transfers requested by the Executive Director from the iInvestment Liquidity Pool account(s) to 
the general checkingoperating account(s) in excess of $2,500 require advance written (including 
email) approval from two authorized signatorieseither the Treasurer or the President. 

 For unplanned withdrawals from any investment account, five (5) business days’ notice must be given 
to allow time for trade execution, trade settlement and fund transfer through the Liquidity Pool (if 
necessary) and out to the general checking account. 

 
B. Capital Equipment 

 
Policy: Equipment, furnishings, leasehold improvements and real property will be capitalized when the 
item has a useful life greater than one year and initial cost greater than $5,000. 
 
Procedures:  
 Items capitalized will be depreciated on a straight-line basis, unless the IRS requires a different 

depreciation method, over their useful life. Land is not subject to depreciation. 
 Useful life for technology equipment will be three years, furniture and other equipment will be five 

years, leasehold improvements will match lease term, and buildings will be 30 years. 



(a) (b) (c) (d) (e)

Actual Year to 

Date

Budget

Actual as % 

of Budget 

(a/b)

Final 

Expected 

Amount

Change in 

Budget (d ‐ b)

INCOME (note 1)

1 Transfers from Quasi Endowment 225,000$           450,000$           50.0% 450,000$          ‐$                     

2 Transfers from Strategic Pool 1,000,000          10,000,000        10.0% 10,000,000       ‐                       

3 Interest Income (note 2) 2,500                 5,000                 50.0% 5,000                ‐                       

4 Total Income 1,227,500          10,455,000        11.7% 10,455,000       ‐                       

EXPENSES

5 Salaries & Wages 131,250             225,000             58.3% 175,000            (50,000)            

6 Payroll Taxes & Benefits 18,132               38,556               47.0% 24,969              (13,587)            

7 Subtotal Personnel 149,382             263,556             56.7% 199,969            (63,587)            

8 Grants & Assistance 55,000               10,000,000        0.6% 10,000,000       ‐                       

9 Occupancy 8,185                 11,050               74.1% 11,378              328                   

10 Insurance 12,407               16,799               73.9% 16,558              (241)                 

11 Telecommunications 1,015                 2,856                 35.5% 1,476                (1,380)              

12 Postage & Shipping 290                    4,187                 6.9% 4,187                ‐                       

13 Marketing & Communications 2,017                 15,500               13.0% 15,500              ‐                       

14 Office Supplies 839                    2,760                 30.4% 2,760                ‐                       

15 Office Equipment & Furniture 1,886                 4,300                 43.9% 4,300                ‐                       

16 Legal Fees 20,646               30,000               68.8% 30,000              ‐                       

17 Auditor & Payroll Fees 7,237                 7,781                 93.0% 7,585                (196)                 

18 Investment Consultant 5,750                 15,000               38.3% 15,000              ‐                       

19 Other Consultants 34,899               45,750               76.3% 46,750              1,000                

20 Travel, Meetings & Conferences 4,420                 10,000               44.2% 6,990                (3,010)              

21 Miscellaneous 528                    3,000                 17.6% 3,000                ‐                       

22 Subtotal Non‐Personnel 155,119             10,168,983        1.5% 10,165,484       (3,499)              

23 Total Expenses 304,501             10,432,539        2.9% 10,365,453       (67,086)            

24 Net Surplus/(Loss) 922,999$           22,461$             4109.3% 89,547$            67,086$            

Notes

1 Although technically not income, inter‐fund transfers from Investment accounts are shown here as sources of funding for

budgetary purposes.  True income, as reflected in audited financial statements, will be actual investment income and

market value change.  This ʺtrueʺ income can be found in the net assets section of the Statement of Financial Position.

Inter‐fund transfers, by definition, will net to zero from an organization‐wide perspective.

2 Interest income will include interest earned from Fidelity Liquidity account and Operating accounts (Wells Fargo).

2016‐2017 Budget Report

Pro Forma with Investments



ASSETS

Cash, Wells Fargo General 17,179.10$         

Cash, Wells Fargo Payroll 43,241.59           

Cash, Wells Fargo Savings 80,035.15           

Cash, Fidelity Liquidity 9,250,000.00       

Total Cash 9,390,455.84       

Investments, Fidelity Quasi Endowment 15,369,088.59     

Investments, Fidelity Strategic Pool 48,968,356.42     

Total Investments 64,337,445.01     

Prepaid Rent 1,064.25             

Prepaid Insurance 4,695.37             

Total Other Current Assets 5,759.62             

Deposits 1,517.45             

Total Other Assets 1,517.45             

TOTAL ASSETS 73,735,177.92$   

LIABILITIES

Accounts Payable 5,842.40             

Accrued Grants Payable 55,000.00           

Accrued Employee PTO 8,127.25             

Total Liabilities 68,969.65           

NET ASSETS

Unrestricted, 7/1/2016 Balance 55,000,000.00     

  + Year to Date SP Investment Income 3,374,120.68       

Transfers from Quasi‐Endowment 225,000.00         

  + Year to Date Net Income (note 1) (302,001.00)        

Total Non‐QE Net Assets 58,297,119.68     

Quasi‐Endowment, 7/1/2016 Balance 15,100,000.00     

Transfers to Operations (225,000.00)        

  + Year to Date QE Investment Income 494,088.59         

Total Quasi‐Endowment 15,369,088.59     

Total Unrestricted Net Assets 73,666,208.27     

TOTAL LIABLITIES & NET ASSETS 73,735,177.92$   

‐                     

Notes

1 Year to Date Net Income is equal to Line 24 from the budget report less Lines 1 and 2 (inter fund transfers).

Alternatively calculated as Line 3 from the budget report minus Line 23 (total expenses).  This

Year to Date Net Income is not ʺtrueʺ because it does not include Investment Income, which is shown 

separately for the Quasi‐Endowment and Strategic Pools.  The three lines marked with + combined will

equal true net income for the fiscal year.  If the Strategic Pool is being used significantly this ʺtrueʺ net 

income will likely be negative, even while the budget report is balanced.

LIABILITIES & NET ASSETS

Pro Forma with Investments

as of December 31, 2016

Statement of Financial Position
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DATE: April 29, 2016 
 
TO: Board of Directors, San Bruno Community Foundation 
 
FROM: Leslie Hatamiya, Executive Director 
 
SUBJECT: Audit Committee Report Regarding 2015-2016 Audit 
 
 
Article XIII, Section 4, of the San Bruno Community Foundation’s Bylaws states that the 
Foundation “shall retain an independent auditor and conduct annual independent audits 
(commencing with Section 12586(d) of the California Government Code).”  For the fiscal 
year 2015 audit, the Foundation’s Board of Directors, at the recommendation of the 
Audit Committee, selected Novogradac & Company LLP, a national certified public 
accounting firm, to conduct an audit of the Foundation’s financial statements and 
prepare the Foundation’s annual federal and state tax returns.  A team from 
Novogradac headed by engagement partner Lance Smith presented the audited 
financial statements to the Board in early November 2015. 
 
The Audit Committee, which is comprised of Board Member John McGlothlin as chair 
and Board Member Pat Bohm, met on April 20, 2016, to discuss plans for the 2016 
audit with the Novogradac team, which was represented by Mr. Smith.  The Committee 
had a productive meeting, discussing the Foundation’s financial activity this fiscal year, 
changes since the last audit, and expectations for the 2016 audit.  The Committee and 
Mr. Smith also agreed upon a timeline for the audit and tax preparation process, with 
the Foundation Executive Director and Accounting Consultant providing requested 
financial reports and other documentation to Novogradac in early September, 
Novogradac providing the draft audited financials in late October, the Audit Committee 
holding a meeting with the Novogradac team in late October to discuss any issues with 
the audit, Novogradac providing a draft of the tax returns by early November, and Mr. 
Smith presenting the final audited financial statements to the Board at its November 
meeting.   
 
Attached is a copy of the memorandum I sent to the Novogradac team at its request 
prior to the Audit Committee’s April 20 meeting, summarizing the Foundation’s activities 
and significant changes for the current fiscal year as well as the Committee’s 
expectations for the 2016 audit.   
 
As part of the Consent Calendar at the May 4 Board meeting, the Board will consider 
authorizing President Nancy Kraus to execute a contract for audit and tax services for 
fiscal year 2015-2016.  Please reference the staff memorandum for the Consent 
Calendar for additional information about the contract.   
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Attachment: 

1. Memo to Novogradac & Company, dated April 15, 2016 
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DATE: April 15, 2016 
 
TO: Lance Smith, Novogradac & Company 
 
FROM: Leslie Hatamiya, Executive Director 
 
SUBJECT: Summary of Activities and Significant Changes for FY 2015-2016;  
 
 
In anticipation of the April 20, 2016, meeting of the San Bruno Community Foundation’s 
Audit Committee, you asked for a summary of activities and significant changes for the 
current fiscal year (July 1, 2015, to June 30, 2016), as well as concerns or requests the 
Audit Committee has regarding the upcoming audit.  We have compiled the summary 
below in response to this request and look forward to discussing these items with you 
on April 20.   
 
Please let us know if you have any questions or seek additional information. 
 

A. Transaction Activity from July 1, 2015 to April 12, 2016 (9.4 mos.) 
 

1. Accounts Payable 
 

 82 Checks Used – including 9 checks voided due to printing mistakes.  Average 
of just under 8 checks per month actually issued.  Only one reimbursement to 
City of San Bruno ($4,651) made around mid-year. 

 
2.  Credit Card 
 

 69 Purchases Made – during 9 months for an average just under 8 per month.  3 
months exceeded $1,000 in charges with two of those exceeding $2,000.  
Typical usage included internet based services & software, office supplies, 
meeting expenses, and telecommunications. 

 
3. Payroll & Benefits 
 

 1 Employee – Executive Director same as previous fiscal year.  No change in 
compensation. 

 403(b) Plan newly launched – in October of current fiscal year.  Both employer 
and employee contributions are remitted simultaneously and electronically on or 
near to semi-monthly payday.  Form 5500 will be prepared by accounting 
consultant and signed by the Executive Director. 

 Life Insurance and Paid Time Off – remain only other fringe benefits.  
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4. Legal 
 

 3 Law Firms/Attorneys retained – not including legal fees reimbursed to City of 
San Bruno.  No pending or threatened litigation.  One of the attorney (David F. 
Crutcher) was hired only to draft the 403(b) plan. 

 
5. Other 

 
 One-year Office Lease, effective April 1, remains only contractual 

obligation/financial commitment. 
 New Contracts for Services for Technology Services (on-going) and Investment 

Consulting (short term). 
 Selection of Investment Firm will result in 3 Investment Accounts. 
 Fiscal Policies & Procedures Manual was revised, with additional revision 

expected to document Investment related procedures and controls. 
 

B. Expected New Activity from April 12, 2016 to June 30, 2016 (2.6 mos.) 
 

1. Receipt of Restitution Funds 
 
On April 6, the SBCF Board approved the Foundation’s Investment Policy Statement, 
which, per the Bylaws, will go before the San Bruno City Council on April 26 for 
approval.  The same day, the City Council will consider the Foundation’s request to 
transfer the remaining balance of restitution funds (approximately $69.7 million) from 
two custodial accounts of the City’s to the Foundation.  The Foundation expects to 
receive the restitution funds in May.  Per the IPS, they will be deposited into the 
Foundation’s liquidity pool account at Fidelity, with $15 million to be transferred to a 
quasi-endowment pool account and approximately $54 million to be transferred to a 
strategic pool account, both also at Fidelity.  In March, the SBCF Board selected Sand 
Hill Global Advisors to be the Foundation’s investment adviser, with an annual asset-
based fee schedule (28 basis points fee for funds in the quasi-endowment and strategic 
pools and 15 basis points for funds in the liquidity pool). 
 
2. Crestmoor Neighborhood Memorial Scholarship Program 
 
In February, the SBCF Board approved the creation of the Crestmoor Neighborhood 
Memorial Scholarship Program with a 2016 program budget of $100,000.  The 
Foundation expects to announce scholarship awards totaling $100,000 in late April/early 
May (actual payments to the students are dependent on proof of college enrollment for 
the fall 2016 term and may not be disbursed until the next fiscal year).  As of now, it’s 
likely that the Selection Panel will award seven multi-year scholarships (four to be paid 
out over four years and three to be paid out over two years; to receive subsequent year 
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payments, the students will have to provide proof of enrollment and status as a student 
in good standing each summer).   
 
3. Strategic Grants 
 
The SBCF Board has proposed to the City of San Bruno four strategic grant proposals 
totaling $700,000: $30,000 for a Community Day sponsorship, $300,000 to fund a 
Community Facilities Vision Plan, $200,000 to fund the development of a new park at 
324 Florida Avenue, and $170,000 for pedestrian safety improvements.  So far, the City 
has agreed to the $30,000 Community Day grant and $25,000 of the Community 
Facilities Vision Plan grant (to fund a pre-planning process that will soon be concluded), 
and the Foundation plans to disburse these grant payments once it receives the 
balance of restitution funds.  The City is interested in pursuing the remaining proposals 
but is still determining its plans.  Formal agreement on the park grant, the pedestrian 
safety grant, and the balance of the Community Facilities Vision Plan grant may or may 
not occur by the end of this fiscal year. 
 

C. Other Changes (July 1, 2015 to June 30, 2016) 
 

1. Amended and Restated Articles of Incorporation and Bylaws 
 
In October 2015, the Foundation Board and the City Council approved Amended and 
Restated Articles of Incorporation.  The major change was to state that the Foundation 
supports a class of supported organizations that benefit the San Bruno community, 
including but not limited to the City of San Bruno; previously, the Foundation supported 
the City of San Bruno only.  Because the intent from the beginning has been for the 
Foundation to support community organizations working in San Bruno and not just the 
City, outside counsel advised us to make this change.  The Articles were filed with the 
California Secretary of State’s office. 
 
As the Board committee charged with creating a community grants program began to 
do its work, we realized that the change made in October extended the class of 
supported organizations only to Section 509(a)(1) and (a)(2) organizations that benefit 
the San Bruno community, while a number of active organizations in San Bruno that the 
Foundation may want to fund include exempt organizations that are tax-exempt but not 
501(c)(3)s.  After consulting with nonprofit counsel, we decided to expand the class of 
supported organizations to include, as provided by the law, 501(c)(4), (5), and (6) 
organizations that also meet the 509(a)(2) public support requirements.  This change 
has been approved by the SBCF Board and will be considered by the City Council on 
April 26.  Assuming approval by the City Council, the Foundation will submit the 
Amended and Restated Articles to the California Secretary of State’s office. 
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As part of its corporate governance work, the SBCF Board has also approved Amended 
and Restated Bylaws to conform with the new purpose statement in the Articles, to 
reflect the Foundation’s current operations, and to clean up the document (e.g., 
correcting misspellings, making capitalization of terms and usage of numbers 
consistent, clarifying vague language, and adding in proper legal code references).  The 
City Council will consider the Amended and Restated Bylaws on April 26. 
 
2.  Adoption of Program Strategy Framework 
 
Last fall, the SBCF Board and the City Council approved the Foundation’s Program 
Strategy Framework, which provides the structure and outline of the Foundation’s 
charitable programs and serves as the guiding document for accomplishing the 
Foundation’s mission.   
 
3. Hiring of Investment Adviser and Adoption of Investment Policy Statement  
 
As stated above, the SBCF Board selected Sand Hill Global Advisors to be the 
Foundation’s investment adviser, with an annual asset-based fee schedule (28 basis 
points fee for funds in the quasi-endowment and strategic pools and 15 basis points for 
funds in the liquidity pool).  In addition, in early April the SBCF Board approved the 
Foundation’s Investment Policy Statement, which the City Council will consider on April 
26. 
 
4. Creation of Community Grants Program 

 
In the next two months, the Foundation is planning to create a Community Grants 
Program – a responsive grantmaking program that would allow local community groups 
to apply for grant funding to support new or existing programs that benefit the San 
Bruno community in one of the 11 focus areas identified in the Foundation’s Program 
Strategy Framework.  Although the Board is likely to approve creation of the program 
with a $200,000 program disbursement budget by the end of the fiscal year, the 
application period will launch in June at the earliest, with grant decisions likely made in 
the middle of the fiscal year (probably December). 
 

D. Audit Committee Requests for FY2016 Audit 
 
To ensure an efficient and productive audit process for the FY2016 financial statements, 
the Audit Committee requests the following: 
 
1. Pre-Audit Meeting Between the Audit Committee and the Novogradac Team 
 
The April 20 Audit Committee serves to fulfill this request. 
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2. Audit Timeline 
 
The Audit Committee would like the audit process to begin at the beginning of 
September 2016, which will provide sufficient time for the Foundation’s accounting 
consultant to finish the fiscal year books, and be completed by the end of October 2016.  
We would like the audit team to present the audited financial statements to the SBCF 
Board at its regular November 2, 2016, meeting, which means that the audited financial 
statements are ready for inclusion in the Board meeting packet by October 27.  The 
Committee would also like a final draft of the Foundation’s federal and state tax returns 
prepared by November 1, so that the Board can review the document prior to 
submission by the November 15 deadline. 
 
3. Closing Audit Committee Meeting 
 
The Audit Committee would like to do a final meeting with the Novogradac team in late 
October, prior to the November Board meeting presentation, to discuss and resolve any 
issues with the audit. 
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DATE: April 29, 2016 
 
TO: Board of Directors, San Bruno Community Foundation 
 
FROM: Leslie Hatamiya, Executive Director 
 
SUBJECT:    Report from the Ad Hoc Committee on Bylaws and Corporate Governance 

Policy Revisions Regarding Actions of the San Bruno City Council  
 
 
On April 6, 2016, the Board of Directors approved the Restated and Amended Articles 
of Incorporation, broadening the class of organizations the Foundation supports to 
include 501(c)(4), 501(c)(5), and 501(c)(6) organizations that also meet certain 
requirements of public charities.  This technical change reflects the Foundation’s efforts, 
within the bounds of the laws and regulations governing supporting organizations, to 
implement the City Council’s vision for the Foundation and its ability to support a wide 
variety of organizations that benefit San Bruno. 
 
On April 13, 2016, the Board approved the Restated and Amended Bylaws, which 
included a number of substantive changes that reflect the Foundation’s current 
operations as well as clean-up edits to correct misspellings, make capitalization of terms 
and usage of numbers consistent, clarify vague language, and insert proper legal code 
references.   
 
Under Article XVI of the Bylaws, any amendments to the Articles of Incorporation or 
Bylaws must be approved by the San Bruno City Council.  At its April 26, 2016, meeting, 
the City Council unanimously approved both the Restated and Amended Articles of 
Incorporation and Restated and Amended Bylaws.  No Councilmembers asked any 
questions about the changes.   
 
We will be sending the Restated and Amended Articles of Incorporation to the California 
Secretary of State’s office.  The filing and certified copy fees total $35.00.   
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