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Mission

It is CMU’s mission to offer the residents and visitors of the Eastern Sierra classical
music performances at the highest artistic level and opportunities in music education that
engage all age groups, backgrounds, and levels of musicianship.
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Anti-Discrimination Policy

Chamber Music Unbound is committed to fair recruiting practices and equal opportunity
regardless of race, color, creed, religion, nation origin, age, sex, disability, martial status,
education, political affiliation, gender identity, gender expression or gay, lesbian,
bisexual orientation.

Anti-Harassment Policy

Chamber Music Unbound is committed in all areas to providing a work environment that
is free from harassment. Harassment based upon an individual’s sex, race ethnicity,
national origin, age, religion or any other legally protected characteristics will not be
tolerated. All employees and board members are expected and required to abide by this

policy.
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Code of Ethics

A. Personal and Professional Integrity

All staff, board members and volunteers of Chamber Music Unbound (hereafter referred
to as “organization”) act with honesty, integrity and openness in all their dealings as
representatives of the organization. The organization promotes a working environment
that values respect, fairness and integrity.

B. Mission

The organization has a clearly stated mission and purpose, approved by the board of
directors, in pursuit of the public good. All of its programs support that mission and all
who work for or on behalf of the organization understand and are loyal to that mission
and purpose. The mission is responsive to the constituency and communities served by
the organization and of value to the society at large.

C. Governance

The organization has an active governing body that is responsible for setting the mission
and strategic direction of the organization and oversight of the finances, operations, and
policies of the organization. The governing body:

e Ensures that its board members or trustees have the requisite skills and experience
to carry out their duties and that all members understand and fulfill their
governance duties acting for the benefit of the organization and its public purpose;

e Has a conflict of interest policy that ensures that any conflicts of interest or the
appearance thereof are avoided or appropriately managed through disclosure,
recusal or other means; and

« Isresponsible for the hiring, firing, and regular review of the performance of the
chief executive officer, and ensures that the compensation of the chief executive
officer is reasonable and appropriate;

o Ensures that the CEO and appropriate staff provide the governing body with
timely and comprehensive information so that the governing body can effectively
carry out its duties;

o Ensures that the organization conducts all transactions and dealings with integrity
and honesty;



o Ensures that the organization promotes working relationships with board
members, staff, volunteers, and program beneficiaries that are based on mutual
respect, fairness and openness;

e Ensures that the organization is fair and inclusive in its hiring and promotion
policies and practices for all board, staff and volunteer positions;

o Ensures that policies of the organization are in writing, clearly articulated and
officially adopted;

o Ensures that the resources of the organization are responsibly and prudently
managed; and,

o Ensures that the organization has the capacity to carry out its programs
effectively.

D. Legal Compliance
The organization is knowledgeable of and complies with all laws, regulations and
applicable international conventions.

E. Responsible Stewardship
The organization manages its funds responsibly and prudently. This includes the
following considerations:

« It spends a reasonable percentage of its annual budget on programs in pursuance
of its mission;

« It spends an adequate amount on administrative expenses to ensure effective
accounting systems, internal controls, competent staff, and other expenditures
critical to professional management;

e The organization compensates staff, and any others who may receive
compensation, reasonably and appropriately;

o Organizations that solicit funds have reasonable fundraising costs, recognizing the
variety of factors that affect fundraising costs;

« Organizations do not accumulate operating funds excessively;

o Organizations with endowments (both foundations and public charities) prudently
draw from endowment funds consistent with donor intent and to support the
public purpose of the organization;

o Organizations ensure that all spending practices and policies are fair, reasonable
and appropriate to fulfill the mission of the organization; and,

« All financial reports are factually accurate and complete in all material respects.

F. Openness and Disclosure

The organization has adopted a Transparency Policy and provides comprehensive and
timely information to the public, the media, and all stakeholders and is responsive in a
timely manner to reasonable requests for information. All information about the
organization will fully and honestly reflect the policies and practices of the organization.
Basic informational data about the organization, such as the Form 990, reviews and
compilations, and audited financial statements will be posted on the organization's
website or otherwise available to the public. All solicitation materials accurately
represent the organization's policies and practices and will reflect the dignity of program



beneficiaries. All financial, organizational, and program reports will be complete and
accurate in all material respects.

G. Program Evaluation

The organization regularly reviews program effectiveness and has mechanisms to
incorporate lessons learned into future programs. The organization is committed to
improving program and organizational effectiveness and develops mechanisms to
promote learning from its activities and the field. The organization is responsive to
changes in its field of activity and is responsive to the needs of its constituencies.

H. Inclusiveness and Diversity

The organization has a policy of promoting inclusiveness and its staff, board and
volunteers reflect diversity in order to enrich its programmatic effectiveness. The
organization takes meaningful steps to promote inclusiveness in its hiring, retention,
promotion, board recruitment and constituencies served.

I. Fundraising

Organizations that raise funds from the public or from donor institutions are truthful in
their solicitation materials. Organizations respect the privacy concerns of individual
donors and expend funds consistent with donor intent. Organizations disclose important
and relevant information to potential donors.

The organization will not accept donor-advised funds. Use of gifts to the Endowment
Fund is subject to the specific agreements between donors and the organization.

In raising funds from the public, the organization will respect the rights of donors, as
follows:

e To be informed of the mission of the organization, the way the resources will be
used and their capacity to use donations effectively for their intended purposes;

e To be informed of the identity of those serving on the organization's governing
board and to expect the board to exercise prudent judgment in its stewardship
responsibilities;

e To have access to the organization's most recent financial reports;

e To be assured their gifts will be used for the purposes for which they were given;

e To receive appropriate acknowledgement and recognition;

e To be assured that information about their donations is handled with respect and
with confidentiality to the extent provided by the law;

o To expect that all relationships with individuals representing organizations of
interest to the donor will be professional in nature;

e To be informed whether those seeking donations are volunteers, employees of the
organizations or hired solicitors;

e To have the opportunity for their names to be deleted from mailing lists that an
organization may intend to share; and,

o To feel free to ask questions when making a donation and to receive prompt,
truthful and forthright answers.



I. Lobbying

In accordance with IRS 501(c)3 regulations, the organization will not dedicate a
substantial part of its activities in attempting to influence legislation. The organization
may, however, involve itself in issues of public policy without the activity being
considered as lobbying. For example, the organization may conduct educational
meetings, prepare and distribute educational materials, or otherwise consider public
policy issues in an educational manner without jeopardizing its tax-exempt status.
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Conflict of Interest Policy

Article | - Purpose
The purpose of the conflict of interest policy is to protect Chamber Music Unbound’s (hereafter referred to as

“Organization”) interest when it is contemplating entering into a transaction or arrangement that might benefit the
private interest of an officer or director of the Organization or might result in a possible excess benefit transaction. This
policy is intended to supplement but not replace any applicable state and federal laws governing conflict of interest
applicable to nonprofit and charitable organizations.

Avrticle 11 - Definitions

1. Interested Person

Any director, principal officer, or member of a committee with governing board delegated powers, who has a direct or
indirect financial interest, as defined below, is an interested person.

2. Financial Interest
A person has a financial interest if the person has, directly or indirectly, through business, investment, or family:

a. An ownership or investment interest in any entity with which the Organization has a transaction or
arrangement,

b. A compensation arrangement with the Organization or with any entity or individual with which the
Organization has a transaction or arrangement, or

c. A potential ownership or investment interest in, or compensation arrangement with, any entity or
individual with which the Organization is negotiating a transaction or arrangement.

Compensation includes direct and indirect remuneration as well as gifts or favors that are not insubstantial.

A financial interest is not necessarily a conflict of interest. Under Article 111, Section 2, a person who has a financial
interest may have a conflict of interest only if the appropriate governing board or committee decides that a conflict of
interest exists.

Avrticle 111 - Procedures

1. Duty to Disclose

In connection with any actual or possible conflict of interest, an interested person must disclose the existence of the
financial interest and be given the opportunity to disclose all material facts to the directors and members of committees
with governing board delegated powers considering the proposed transaction or arrangement.

2. Determining Whether a Conflict of Interest Exists

After disclosure of the financial interest and all material facts, and after any discussion with the interested person,
he/she shall leave the governing board or committee meeting while the determination of a conflict of interest is
discussed and voted upon. The remaining board or committee members shall decide if a conflict of interest exists.

3. Procedures for Addressing the Conflict of Interest

a. An interested person may make a presentation at the governing board or committee meeting, but after the
presentation, he/she shall leave the meeting during the discussion of, and the vote on, the transaction or arrangement
involving the possible conflict of interest.

b. The chairperson of the governing board or committee shall, if appropriate, appoint a disinterested person
or committee to investigate alternatives to the proposed transaction or arrangement.



c. After exercising due diligence, the governing board or committee shall determine whether the Organization
can obtain with reasonable efforts a more advantageous transaction or arrangement from a person or entity that would
not give rise to a conflict of interest.

d. If a more advantageous transaction or arrangement is not reasonably possible under circumstances not
producing a conflict of interest, the governing board or committee shall determine by a majority vote of the
disinterested directors whether the transaction or arrangement is in the Organization’s best interest, for its own benefit,
and whether it is fair and reasonable. In conformity with the above determination it shall make its decision as to
whether to enter into the transaction or arrangement.

4. Violations of the Conflicts of Interest Policy

a. If the governing board or committee has reasonable cause to believe a member has failed to disclose actual
or possible conflicts of interest, it shall inform the member of the basis for such belief and afford the member an
opportunity to explain the alleged failure to disclose.

b. If, after hearing the member’s response and after making further investigation as warranted by the
circumstances, the governing board or committee determines the member has failed to disclose an actual or possible
conflict of interest, it shall take appropriate disciplinary and corrective action.

Avrticle IV - Records of Proceedings
The minutes of the governing board and all committees with board delegated powers shall contain:

a. The names of the persons who disclosed or otherwise were found to have a financial interest in connection
with an actual or possible conflict of interest, the nature of the financial interest, any action taken to determine whether
a conflict of interest was present, and the governing board’s or committee’s decision as to whether a conflict of interest
in fact existed.

b. The names of the persons who were present for discussions and votes relating to the transaction or
arrangement, the content of the discussion, including any alternatives to the proposed transaction or arrangement, and a
record of any votes taken in connection with the proceedings.

Avrticle V - Compensation
a. A voting member of the governing board who receives compensation, directly or indirectly, from the
Organization for services is precluded from voting on matters pertaining to that member’s compensation.

b. A voting member of any committee whose jurisdiction includes compensation matters and who receives
compensation, directly or indirectly, from the Organization for services is precluded from voting on matters pertaining
to that member’s compensation.

c¢. No voting member of the governing board or any committee whose jurisdiction includes compensation
matters and who receives compensation, directly or indirectly, from the Organization, either individually or
collectively, is prohibited from providing information to any committee regarding compensation.

Avrticle VI - Annual Statements
Each director, principal officer and member of a committee with governing board delegated powers shall annually sign
a statement which affirms such person:

a. Has received a copy of the conflicts of interest policy,

b. Has read and understands the policy,
¢. Has agreed to comply with the policy, and

d. Understands the Organization is charitable and in order to maintain its federal tax exemption it must
engage primarily in activities which accomplish one or more of its tax-exempt purposes.

Article VII - Periodic Reviews

To ensure the Organization operates in a manner consistent with charitable purposes and does not engage in activities
that could jeopardize its tax-exempt status, periodic reviews shall be conducted. The periodic reviews shall, at a
minimum, include the following subjects:




a. Whether compensation arrangements and benefits are reasonable, based on competent survey information,
and the result of arm’s length bargaining.

b. Whether partnerships, joint ventures, and arrangements with management organizations conform to the
Organization’s written policies, are properly recorded, reflect reasonable investment or payments for goods and
services, further charitable purposes and do not result in inurement, impermissible private benefit or in an excess
benefit transaction.

Avrticle VIII - Use of Outside Experts

When conducting the periodic reviews as provided for in Article VI, the Organization may, but need not, use outside
advisors. If outside experts are used, their use shall not relieve the governing board of its responsibility for ensuring
periodic reviews are conducted.

10
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Document Retention and Destruction Policy

I. Purpose
In accordance with the Sarbanes-Oxley Act, which makes it a crime to alter, cover up,

falsify, or destroy any document with the intent of impeding or obstructing any official
proceeding, this policy provides for the systematic review, retention and destruction of
documents received or created by Chamber Music Unbound (hereafter referred to as
“Arts Organization”) in connection with the transaction of organization business. This
policy covers all records and documents, regardless of physical form, contains guidelines
for how long certain documents should be kept and how records should be destroyed. The
policy is designed to ensure compliance with federal and state laws and regulations, to
eliminate accidental or innocent destruction of records and to facilitate Arts
Organization’s operations by promoting efficiency and freeing up valuable storage space.

1. Document Retention

Arts Organization follows the document retention procedures outlined below. Documents
that are not listed, but are substantially similar to those listed in the schedule will be
retained for the appropriate length of time.

111. Corporate Records

Annual Reports to Secretary of State/Attorney General Permanent
Articles of Incorporation Permanent
Board Meeting and Board Committee Minutes Permanent
Board Policies/Resolutions Permanent
By-laws Permanent
Construction Documents Permanent
Fixed Asset Records Permanent
IRS Application for Tax-Exempt Status (Form 1023) Permanent
IRS Determination Letter Permanent
State Sales Tax Exemption Letter Permanent
Contracts (after expiration) 7 years

Correspondence (general) 3 years

Accounting and Corporate Tax Records

Annual Audits and Financial Statements Permanent
Depreciation Schedules Permanent
General Ledgers Permanent
IRS 990 Tax Returns Permanent

11



Business Expense Records

IRS 1099s

Journal Entries

Invoices

Sales Records (box office, concessions, gift shop)
Petty Cash VVouchers

Cash Receipts

Credit Card Receipts

Bank Records

Check Registers

Bank Deposit Slips

Bank Statements and Reconciliation
Electronic Fund Transfer Documents

Payroll and Employment Tax Records
Payroll Registers

State Unemployment Tax Records
Earnings Records

Garnishment Records

Payroll Tax returns

W-2 Statements

Employee Records
Employment and Termination Agreements
Retirement and Pension Plan Documents

Records Relating to Promotion, Demotion or Discharge
Accident Reports and Worker’s Compensation Records

Salary Schedules
Employment Applications
1-9 Forms

Time Cards

Donor Records and Acknowledgement Letters
Grant Applications and Contracts

Legal, Insurance and Safety Records
Appraisals

Copyright Registrations
Environmental Studies

Insurance Policies

Real Estate Documents

Stock and Bond Records

Trademark Registrations

Leases

7 years
7 years
7 years
7 years
5 years
3 years
3 years
3 years

Permanent
7 years
7 years
7 years

Permanent
Permanent
7 years
7 years
7 years
7 years

Permanent

Permanent

7 years after termination
5 years

5 years

3 years

3 years after termination
2 years

7 years
5 years after completion

Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
6 years after expiration

12



OSHA Documents 5 years
General Contracts 3 years after termination

1V. Electronic Documents and Records

Electronic documents will be retained as if they were paper documents. Therefore, any
electronic files, including records of donations made online, that fall into one of the
document types on the above schedule will be maintained for the appropriate amount of
time. If a user has sufficient reason to keep an email message, the message should be
printed in hard copy and kept in the appropriate file or moved to an “archive” computer
file folder. Backup and recovery methods will be tested on a regular basis.

V. Emergency Planning

Arts Organization’s records will be stored in a safe, secure and accessible manner.
Documents and financial files that are essential to keeping Arts Organization operating in
an emergency will be duplicated or backed up at least every week and maintained off site.

VI. Document Destruction

Arts Organization’s chief financial officer is responsible for the ongoing process of
identifying its records, which have met the required retention period and overseeing their
destruction. Destruction of financial and personnel-related documents will be
accomplished by shredding.

Document destruction will be suspended immediately, upon any indication of an
official investigation or when a lawsuit is filed or appears imminent. Destruction will
be reinstated upon conclusion of the investigation.

VII. Compliance

Failure on the part of employees to follow this policy can result in possible civil and
criminal sanctions against Arts Organization and its employees and possible disciplinary
action against responsible individuals. The chief financial officer and finance committee
chair will periodically review these procedures with legal counsel or the organization’s
certified public accountant to ensure that they are in compliance with new or revised
regulations.

13
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IRS Form 990 Tax Return Review Policy

The completed form 990 will be made available to Chamber Music Unbound’s board of
directors no later than one week prior to the due date of each year for review.

14
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Joint Venture Policy

This Joint Venture Policy of Chamber Music Unbound (hereafter referred to as
“Organization”) requires that the Organization evaluate its participation in joint venture
arrangements under Federal tax law and take steps to safeguard the Organization’s
exempt status with respect to such arrangements. It applies to any joint ownership or
contractual arrangement through which there is an agreement to jointly undertake a
specific business enterprise, investment, or exempt-purpose activity as further defined in
this policy.

1. Joint ventures or similar arrangements with taxable entities. For purposes
of this policy, a joint venture or similar arrangement (or a “venture or arrangement”)
means any joint ownership or contractual arrangement through which there is an
agreement to jointly undertake a specific business enterprise, investment, or exempt-
purpose activity without regard to: (1) whether the Organization controls the venture or
arrangement; (2) the legal structure of the venture or arrangement; or (3) whether the
venture or arrangement is taxed as a partnership or as an association or corporation for
federal income tax purposes. A venture or arrangement is disregarded if it meets both of
the following conditions:

a. 95% or more of the venture’s or arrangement’s income for its tax year
ending within the Organization’s tax year is excluded from unrelated business income
taxation [including but not limited to: (i) dividends, interest, and annuities; (ii) royalties;
(iii) rent from real property and incidental related personal property except to the extent
of debt-financing; and (iv) gains or losses from the sale of property]; and

b. the primary purpose of the Organization’s contribution to, or
investment or participation in, the venture or arrangement is the production of income or
appreciation of property.

2. Safeguards to ensure exempt status protection. The Organization will (a)
negotiate in its transactions and arrangements with other members of the venture or
arrangement such terms and safeguards adequate to ensure that the Organization’s
exempt status is protected; and (b) take steps to safeguard the Organization’s exempt
status with respect to the venture or arrangement. Some examples of safeguards include:

15



a. control over the venture or arrangement sufficient to ensure that it
furthers the exempt purpose of the organization;

b. requirements that the venture or arrangement gives priority to exempt
purposes over maximizing profits for the other participants;

c. that the venture or arrangement not engage in activities that would
jeopardize the Organization’s exemption; and

d. that all contracts entered into with the organization be on terms that are
arm’s length or more favorable to the Organization.

16
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Policy on the Process for Determining Compensation

This Policy on the Process for Determining Compensation of Chamber Music Unbound
(hereafter referred to as “Organization”) applies to the compensation on the following
persons employed by the Organization:

The Organization’s chief employed executive and Key Employees of the
Organization by title: Artist-in-Residence, Outreach Director, Administrative
Director

The process includes all of these elements: (1) review and approval by the board of
directors or compensation committee of the Organization; (2) use of data as to
comparable compensation; and (3) contemporaneous documentation and recordkeeping.

1. Review and approval. The compensation of the person is reviewed and
approved by the board of directors or compensation committee of the Organization,
provided that person with conflicts of interest with respect to the compensation
arrangement at issue are not involved in this review and approval.

2. Use of data as to comparable compensation. The compensation of the
person is reviewed and approved using data as to comparable compensation for similarly
qualified persons in functionally comparable positions at similarly situated organizations.

3. Contemporaneous documentation and recordkeeping.  There is

contemporaneous documentation and recordkeeping with respect to the deliberations and
decisions regarding the compensation arrangement.

17
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Reimbursed Expenses Policy

Any person receiving reimbursements for expenses incurred directly related to CMU’s
activities shall submit written substantiation of any such expenses, i.e. receipts for goods,
services, travel, etc. If any person receives reimbursement in excess of substantiated

documentation of expenses, the difference shall be returned to CMU within a reasonable
amount of time.

18
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Transparency Policy

Chamber Music Unbound will make available to the public full and accurate information
about its mission, activities, finance, and governance. The public can view or order any
of the following documents on CMU’s public website, www.ChamberMusicUnbound.org

IRS Form 1023 exemption application
IRS Form 990

Annual reports

Approved annual financial statements
Mission statement

Organization policies

19
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Whistleblower Policy

General

Chamber Music Unbound’s (hereafter referred to as “Organization”) Code of Ethics and Conduct
("Code™) required directors, officers and employees to observe high standards of business and
personal ethics in the conduct of their duties and responsibilities. As employees and
representatives of the Organization, we must practice honesty and integrity in fulfilling our
responsibilities and comply with all applicable laws and regulations

Reporting Responsibility
It is the responsibility of all directors, officers and employees to comply with the Code and to
report violations or suspected violations in accordance with the Whistleblower Policy.

No Retaliation

No director, officer or employee who in good faith reports a violation of the Code shall suffer
harassment, retaliation or adverse employment consequence. An employee who retaliates against
someone who has reported a violation in good faith is subject to discipline up to and including
termination of employment. This Whistleblower Policy is intended to encourage and enable
employees and others to raise serious concerns within the Organization prior to seeking resolution
outside the Organization.

Reporting Violations

The Code addresses the Organization's open door policy and suggests that employees share their
guestions, concerns, suggestions or complaints with someone who can address them properly. In
most cases, an employee's supervisor is in the best position to address an area of concern.
However, if you are not comfortable speaking with your supervisor or you are not satisfied with
your supervisor's response, you are encouraged to speak with someone in the Human Resources
Department or anyone in management whom you are comfortable in approaching. Supervisors
and managers are required to report suspected violations of the Code of Conduct to the
Organization's Compliance Officer, who has specific and exclusive responsibility to investigate
all reported violations. For suspected fraud, or when you are not satisfied or uncomfortable with
following the Organization's open door policy, individuals should contact the Organization's
Compliance Officer directly.
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Compliance Officer

The Organization's Compliance Officer is responsible for investigating and resolving all reported
complaints and allegations concerning violations of the Code and, at his discretion, shall advise
the Executive Director and/or the audit committee.

Accounting and Auditing Matters

The audit committee of the board of directors shall address all reported concerns or complaints
regarding corporate accounting practices, internal controls or auditing. The Compliance Officer
shall immediately notify the audit committee of any such complaint and work with the committee
until the matter is resolved.

Acting in Good Faith

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

Confidentiality

Violations or suspected violations may be submitted on a confidential basis by the complainant or
may be submitted anonymously. Reports of violations or suspected violations will be kept
confidential to the extent possible, consistent with the need to conduct an adequate investigation.

Handling of Reported Violations

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