
Cincinnati Preschool Promise 
Governance Committee Meeting

January 7, 2021
10:00 a.m. – 11:00 a.m. 

Cincinnati Preschool Promise | 513-447-4277 | info@cincy-promise.org | www.cincy-promise.org



Please note that in conjunction with Ohio State’s revised 
Sunshine Laws and the rule limiting the number of people who 
may meet in a space, CPP has decided to convene the 
Governance Committee meeting via video conference. In 
accordance with Ohio Public Records and Open Meeting laws, 
CPP has advertised the meeting on it’s website in advance, and 
has provided a link for members of the public to listen and view 
the meeting. This meeting will be recorded and a copy of the 
meeting minutes, including any documentation, will be made 
available via the CPP website, under the area Board of Directors, 
Governance Committee and then Approved Meeting Minutes as 
soon as possible after the meeting. 



Governance Committee Members:

Deborah Allsop (Chair)

Marcia Futel

Terri England

Micah Kamrass

Welcome & Roll Call



Agenda Approval



FOR APPROVAL 

Governance Committee Meeting 

January 7, 2021– 10:00 to 11:00 AM 

ZOOM Video Conference 

Agenda 

Item 
# 

Time Pre-
read 

Description Action 
Request 

Speaker 

1 10:00 
AM 

X Welcome and Call to Order 

 Agenda Approval

 Approval of Minutes of
10/29/2020

Approval Deborah 
Allsop 

2 10:05 
AM 

X Review of Annual Governance 
Task Calendar with specific 
discussion on: 

 Continuing Education for
the Board of Managers

 Self-evaluation process

Discussion All 

3 10:20 X Review August 2018 Board 
Retreat Summary by Joe 
Moorman & Mayerson 

Discussion All 

4 10:35 
AM 

X Refresh of CPP Governance, 
Structure & Goals-Next Steps 

Discussion Jacob Purcell, 
Manley Burke 

   5 10:50 
AM 

X Executive Director/CEO Update 

 Record Retention Policy

 Committee Charters

Discussion 

Information 

Chara Fisher 
Jackson  

6 11:00 
AM 

Adjourn Approval All 

Future Governance Meetings: 

March 4, 2021 

June 3, 2021 

August 19, 2021 

September 2, 2021 

November 2, 2021 



Approval of Minutes of 
October 29, 2020
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Cincinnati Preschool Promise 

Governance Committee Meeting 

HELD VIA ZOOM VIDEO CONFERENCE 

Minutes of October 29, 2020, 9:00AM – 10:00 AM 

Board Members Present: 
Committee Members:  Deborah Mariner Allsop, Terri England, Micah Kamrass, 
Marcia Futel 
CPP Board Member and Chair Community Engagement Committee: Bishop Ennis 
Tait  

Members Absent: 
None 

Cincinnati Preschool Promise Staff Present: 
Chara Fisher Jackson, Executive Director and CEO 

Héctor Polanco, Finance Director 

Guests and Members of Public: 
Crystal Kendrick- The Voice of Your Customer 

1. Welcome, Call to Order:

Deborah Allsop welcomed the Governance Committee members and opened 
the meeting at 9:00 AM. 

The following was read out to the Governance Committee before proceeding 
to the agenda approval.  

Please note that in conjunction with Ohio State's revised Sunshine Laws and 
the rule limiting the number of people who may meet in a space and who may 
so meet, CPP has decided to convene the meeting via video conference. In 
accordance with Ohio Public Records and Open Meeting laws, CPP has 
advertised the meeting on it's website in advance, and has provided a link for 
members of the public to listen and view the meeting. This meeting will be 
recorded.  Documentation distributed at this meeting will be made available via 
the CPP website, under the area Board of Directors, Approved Meeting 
Minutes as soon as possible after the meeting. 

ACTION: A motion to approve the agenda was made by Micah Kamrass and 
seconded by Marcia Futel.  The motion was unanimously approved. 



FOR APPROVAL 

4 

ACTION: A motion to approve the minutes of September 10, 2020 was made 
by Terri England and seconded by Marcia Futel. The motion was unanimously 
approved. 

2. Role of Non-Board Committee Members

Deborah read an email to the Governance Committee from Bishop Ennis Tait, 
Chair, CPP Community Engagement Committee expressing interest in a review 
and potential change to the Governance Principles regarding membership of 
standing committee which would expand the roles of non-board community 
members on standing committees to have voice and vote.    

Bishop Ennis Tait gave an explanation of the situation in the Community 
Engagement Committee where low board member attendance was delaying 
progress. The committee has priority and time sensitive action items which it 
cannot vote on due to lack of a quorum. Since several non-CPP Board 
community committee members had excellent attendance, he thought they 
could be given voting rights which would also show them that their expertise is 
valued and could help solve the quorum matter. Since the committee was 
working on their charter, it seemed a good time to ask about these changes. 

Micah Kamrass stated that after speaking with CPP legal counsel allowing non-
board committee members to vote causes governance issues based upon the 
manner in which the CPP board was set up by the trusted entity.   Questions 
arise about the fiduciary role of non-board members as well as equal 
representation by each of the three nominating organizations.  

After discussion of the attendance issues, Micah Kamrass suggested that the 
appropriate actions would be: 

1. Add a 5th board member if there is interest by another board member
in serving on the Community Engagement Committee.

2. Explore using Doodle Polls and rescheduling meetings to a time such
as an evening that might be better for those with irregular attendance.
Any member that cannot attend meeting regularly should consider
removing themselves from the committee.

3. If three board members are present, then a quorum is present.

All members agreed upon the suggestions.  Deborah Allsop said the committee 
will respond in writing to Bishop Ennis Tait which would convey the status 
response to the committee’s inquiry.  The committee expressed appreciation to 
Bishop Tait for taking the time to attend the Governance Committee and clarify 
the concerns which were expressed in the email which he sent on behalf of the 
committee. 
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3. Review of Annual Governance Task Calendar with discussion on:

Evaluation process of the CEO has been completed by Father Graham and 

Deborah.  There will be a meeting with Chara to obtain her feedback and her 

comments along with the final evaluation and will be presented to the board on 

November 17, 2020 in an executive session. 

A CPP Board Self Evaluation should be done early next year and should be 

discussed at the January 2021 meeting. 

The Conflicts of Interest forms for the board are nearly completed. Chara 

presented the name of one board member who has not completed the Conflict of 

Interest form as of October 29, 2020.  Deborah Allsop said she will personally 

contact him about the form after that it will be a staff responsibility to ensure that 

the form is received before the end of the 2020. 

Orientation of the new board member at the request of Chara Fisher Jackson 

needs a member of the Governance Committee to provide a half hour peer 

orientation. Task Calendar needs to be done after the meeting dates are chosen.  

Deborah Allsop said she will work Chara Fisher Jackson on the completion of the 

task calendar and board member orientation. 

3.1 Debrief on process of nomination of board chair person and officers 

Micah Kamrass asked if it is necessary to have balance between the nominating 

parties anymore or it is possible to choose the three best people from across the 

board to fill the spots in the future.  This is a matter that we should consider in 

2021 moving toward the discussion of renegotiating the 2017 Master Agreement. 

Chara Fisher Jackson agreed that this is a good issue to discuss when the 

review of the 2022 Master Agreement come up in the near future. 

3.2 Update on the development of the committee charters 

 Finance Committee is on track to have their charter completed by

November.

 Community Engagement is working on the communication and messaging

goals for activities including heightened education and education outside

of the classroom.

 Governance Committee Charter draft is completed with the references to

the governance principles noted.

1. Edit is requested by Marcia Futel on the first page under Key

Responsibilities the word “cote” should be changed to “vote”.
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ACTION: A motion to approve the Governance Committee Charter with edits was 
made by Micah Kamrass and seconded by Marcia Futel.  The motion was 
unanimously approved. 

3.3 2021 Meeting Dates 

Changes requested: 

1. Cancel April meeting.

2. Add a meeting on March 4th to allow discussion on the completed

Finance and Community Engagement charters.

3. September meeting needs a missing day added. September 2, 2020 is

the correct date.

4. Cancel the July 29th meeting.

4. Executive Director Update- Chara Fisher Jackson

1. New board member orientation has been completed.  The half hour

peer review new member orientation needs a volunteer from the

governance committee.

2. Staff will complete the Conflict of Interest form as well in November.

5. Adjourn

A motion to adjourn was made by Micah Kamrass and seconded by Terri 

England. 

Future Governance Committee Meetings: 
January 7, 2020 
April 4, 2020 
June 3, 2020 
August 19, 2020 
September 2, 2020 
November 2, 2020 

Submitted by Tanya Del Valle, Senior Administrative Assistant 

Cincinnati Preschool Promise 



Review of Annual Task Calendar



Agenda Item #2

JAN FEB MARCH APRIL MAY JUNE JULY AUG SEPT OCT NOV DEC
Board education / professional 

 
X X X X X X

Preparation of board for CEO 
  

X X X X

Advise nominating organization(s) of 
needed manager skills X X X X X

Board self-evaluation X X X X X X

Annual review of disclosure / conflict-of-
 

X X X

Annual Meeting preparation
September 21, 2021 X X X X X X

Nomination of board chairman 
 

X X X X x

Orientation of new board members X X

CPP Policy and Advocacy X X X

Annual review of governance principles X X X

Development of annual 
governance calendar X X

Updated 12/28/20

2. Action step 2 here
3. Action step 3 here

3. Action step 3 here

Review Orientation Agenda & Documents
Present Principles to new Managers- orientation session
3. Action step 3 here

1. Action step 1 here
2. Action step 2 here
3. Action step 3 here

2. Submit nominees to UWGC for ratification following Annual Meeting

1. Action step 1 here
2. Action step 2 here
3. Action step 3 here

1. Discussion of Task Calendar

3. Collection, review and feedback given in October to Committeee

1. Recommend committee charters
2. Action step 2 here
3. Action step 3 here

1. Prepare slate of executive officers

1. Preparation first quarter
2. Implementation second quarter
3. Action step 3 here

1. Review in July/August
2. Final instrument sent with Board pre-reads in September

2. Action step 2 here
3. Action step 3 here

1. Complete skills matrix & faciltiate board disucssion
2. Action step 2 here
3. Action step 3 here

CPP Governance Committee Task Calendar

1. Identify Board education topics
2. Action step 2 here
3. Action step 3 here

1. Recommend CEO Evaluation Tool to
    



Cincinnati Preschool Promise 
Board Retreat Agenda – Thursday, August 23, 2018 

Objectives – board members will: 

• Expand their personal relationships with one another

• Deepen their connection and support of the organization

• Understand their role in supporting success for the organization

 Time Activity Notes 

2:00 – 2:15 Opening & Introduction 
Flexing our strengths: 

• Share one strength you bring to your role as a CPP board
member and one strength you hope to see flexed in our work
together as a board.

2:15 – 3:00 
A Look Back – 
Highlights of the Past 
Year 

Board Members will: 

• Generate a list of key events and milestones from the last year

• In pairs, share which event/milestone is most meaningful
(connecting it to CPP vision & mission)

• Full Group Discussion: board’s role re: those milestones

3:00 – 3:30 
Board Self-Evaluation & 
Implications for Our 
Work  

Small group review and discussion of self-assessment results: 

• What stands out to you from these results?

• What are the implications for the board’s role?

• What does this suggest about priorities for the coming year?

Full group debrief re: the above questions 

3:30 – 3:50 
Looking Forward – 
What is Required of 
Us? 

Final Debrief: 

• Given the priorities identified from the self-evaluation and
insights from the milestones activity, what is required of this
board in the coming year?

o What mindsets will be required for 1) your role, and 2)
how you will operate together?

o What actions must you take?

3:50 – 4:00 
Closing & 
Commitments 

“Check-Out” Question: 

• Based on today’s conversation, what are you personally
committing to as a CPP board member to ensure success with
our work in the coming year?



CREATIVITY
 ∗ Clever
 ∗ Inventive
 ∗ Comes up with 
unique ideas

CURIOSITY
 ∗ Open to new ideas
 ∗ Explores
 ∗ Asks questions

JUDGMENT
 ∗ Critical thinker
 ∗ Open-minded
 ∗ Thinks things 
through

LOVE OF   
LEARNING

 ∗ Enjoys building 
knowledge & skills
 ∗ Looks for new 
things to learn

PERSPECTIVE
 ∗ Wise
 ∗ Gives good advice
 ∗ Sees the big picture

FORGIVENESS
 ∗ Doesn’t hold 
grudges
 ∗ Gives second 
chances
 ∗ Accepts others’ 
faults

HUMILITY
 ∗ Humble
 ∗ Focuses on others
 ∗ Lets actions speak 
for themselves

PRUDENCE
 ∗ Careful
 ∗ Practical
 ∗ Plans ahead

SELF-CONTROL
 ∗ Disciplined
 ∗ Manages feelings  
and actions

LOVE
 ∗ Loving
 ∗ Compassionate
 ∗ Relationships are 
important

SOCIAL 
INTELLIGENCE
 ∗ Strong relationships
 ∗ Understands  
others’ thoughts  
and emotions

KINDNESS
 ∗ Nice
 ∗ Caring
 ∗ Generous

TEAMWORK
 ∗ Loyal
 ∗ Team player
 ∗ Responsible to 
group

FAIRNESS
 ∗ Cares about what’s 
right
 ∗ Treats others fairly
 ∗ Respects others

LEADERSHIP
 ∗ Encourages others
 ∗ Organizes groups
 ∗ Sets good example

BRAVERY
 ∗ Valor
 ∗ Accepts challenge
 ∗ Speaks up for   
what’s right

PERSEVERANCE
 ∗Hard worker

 ∗Completes tasks

 ∗Overcomes 
barriers

HONESTY
 ∗ Truthful
 ∗ Genuine
 ∗ Owns up to his/her 
own behavior

ZEST
 ∗ Active
 ∗ Enthused
 ∗ Energized

APPRECIATION 
OF BEAUTY & 
EXCELLENCE
 ∗ Awe
 ∗ Wonder
 ∗ Shows admiration

 
GRATITUDE

 ∗ Thankful
 ∗ Feels blessed
 ∗ Shows appreciation

HOPE

 ∗ Positive outlook

 ∗ Expects the best

 ∗ Excited about the 
future

HUMOR
 ∗ Playful
 ∗ Brings smiles to 
others
 ∗ Sees the funny side 
of things

SENSE OF 
MEANING

 ∗ Sense of purpose
 ∗ Strong beliefs
 ∗ Searches for 
meaning
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For more information and materials, contact Mayerson Academy: info@mayersonacademy.org | 513.475.4101 | Cincinnati, Ohio



Be your very best, every day.

Cincinnati 

Preschool 

Promise

Board of Managers 

Self-Assessment 

Summary

August 2018



Be your very best, every day.

Self-Assessment Summary (1 of 3)

N = 11

Three Highest-Rated Categories

Area Category Rating

Part II. Enablers of Board 

Effectiveness - Leadership and 

Processes

22. Quality of leadership relationship with CEO/ key staff: Board leadership has an effective 

working relationship with the CEO and key staff.

3.36

Section II. Enablers of Board 

Effectiveness - Composition

21. Diversity on the board: Board understands types of diversity needed for organization and the 

value of diversity; current diversity on the board adequately reflects the diversity needed.

3.27

Part I. Core Responsibilities - Shape 

the Vision & Mission

1. Common understanding of mission: All board members share a common understanding of the 

mission that has been stress tested through discussion.

3.18

Three Lowest-Rated Categories

Area Category Rating

Section II. Enablers of Board 

Effectiveness - Composition

19. Understanding of board composition needed to meet organizational goals: Systematic process 

for identifying needed board skills driven by strategic plan; gaps are understood and agreed to by 

the entire board; most new board members seem to “fit our needs well.”

1.73

Part I. Core Responsibilities - Monitor 

Performance and Ensure 

Accountability

16. Process for obtaining and using feedback from stakeholders: Board has formal process in place 

(e.g., stakeholder committee) to obtain feedback from stakeholders without filters by the staff; 

board ensures that the results from the stakeholder feedback are used to inform strategy and 

resource allocation.

1.82

Section II. Enablers of Board 

Effectiveness - Composition

20. Process and criteria for recruitment: Formal process with clear evaluative criteria in place; 

whole board reaches out to potential members from a wide range sources; recruitment process is 

continuous and with multi-year horizon; new members are seen as great additions to the board.

1.82



Be your very best, every day.

Self-Assessment Summary (2 of 3)

N = 11

Strongest Area Weakest Area

Part II. Enablers of Board Effectiveness - Leadership and 
Processes

Part I. Core Responsibilities - Improve Board Performance

Category Rating Category Rating

22. Quality of leadership relationship with CEO/ key 

staff: Board leadership has an effective working 

relationship with the CEO and key staff.

3.36 17. Goal setting for the board as a follow-on to 

strategic planning: Board translates the strategic 

plan for the organization into a set of concrete 

goals for the board and board committees, 

including timelines and required staff support.

2.36

23. Effective meeting processes: Meetings start and 

end on time and time is managed to ensure board 

discussion on all important topics; minimal ‘show 

and tell’ by the CEO/staff; most time dedicated to 

board discussion and debate on important issues. 

Board members feel involved and their 

contributions valued.

2.91 18. Evaluation of board performance against 

goals: Board evaluates its performance against the 

goals and uses the lessons learned to develop 

plans to improve board effectiveness.

2.00

4. Fun and Passion: Board interactions are 

productive and enjoyable; good mixture of work 

and fun activities including effective efforts to 

connect board members to the mission (e.g., site 

visits); board members hate to miss meetings.

3.00 n/a n/a

AVERAGE 3.09 AVERAGE 2.18



Be your very best, every day.

Self-Assessment Summary (3 of 3)

Order of Priorities

Priority Rating 
(out of 3 where 1= low and 3 = high)

1. Resolving key strategic or policy issues 2.91

2. Developing the financial resources needed to support the strategy 2.82

3. Building/enhancing reputation of organization with key 
stakeholders/community

2.64

4. (tie)Assessing performance against mission and key program priorities 2.36

4. (tie) Clarifying the organization’s mission or vision 2.36

6. Overseeing financial performance and ensuring adequate risk 
management

2.27

7. Providing expertise or access to support organizational priorities 2.09

8. Improving board performance 1.91

9. Developing (or replacing) the CEO 1.64

N = 11



Board Retreat Summary



Board Retreat 

Summary Report 

August 23, 2018 
Cincinnati Preschool Promise 

This report has been produced by Mayerson Academy to summarize the Cincinnati Preschool Promise 

(CPP) Board Retreat, a two-hour reflection and strategy session initiated by CPP leadership to deepen 

board member relationships, commitment to the organization and understanding of their role in 

promoting success for the organization.  
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Board Retreat 
Summary 
Report August 
23, 2018 
Cincinnati Preschool Promise 

BACKGROUND 

Cincinnati Preschool Promise (CPP) is expanding access to 

quality preschool in Cincinnati for families that need it the 

most.  As CPP moves into its second full year of operation, 

the board of managers identified an important moment for 

assessing progress, creating more alignment and 

strategically defining its ongoing work. 

To this end, the CPP leadership and the Board of Managers 

engaged Mayerson Academy (MA) to facilitate a board 

retreat designed to ensure that all board members: 

1. Expand their personal relationships with one
another.

2. Deepen their connection and support of the
organization.

3. Understand their role in supporting success for the
organization.

The summary that follows includes an overview of the 

retreat session, key outcomes from the conversation and 

potential next steps for the work.   

Cincinnati 
Preschool 
Promise 
Mission 
The Cincinnati Preschool 

Promise makes it 

possible for families to 

have equitable access to 

high quality, culturally 

competent preschool in 

public and private 

settings within the 

Cincinnati Public School 

district boundary. 
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RETREAT OVERVIEW 

Prior to the retreat session, board members completed a board self-assessment survey to 

capture key insights about board performance and priorities. The survey was derived from 

McKinsey & Company’s model for board self-evaluation and included space for board members 

to rate their performance in 8 key areas, write comments to provide more detail and context for 

their ratings, and order a list of potential priorities for the coming 1-2 years. Mayerson Academy 

staff created a summary report of the self-assessment and it was shared with all board members 

for review prior to the session. 

The two-hour in-person retreat was designed to help participants build deeper relationships 

with one another, strengthen their commitment to the organization and clarify their role in 

support of the organization. To accomplish this, the following agenda was assembled: 

I. Opening and Introduction  
II. A Look Back – Highlights of the Past Year 
III. Board Self-Evaluation and Implications 
IV. Looking Forward – What is Required of Us? 
V. Closing and Commitments 

Outcomes and notes from each of these portions of the retreat are included in the next section. 

 

SESSION OUTCOMES 

Opening and Introduction 

After reviewing the agenda and outcomes for the session, the MA facilitator introduced the 

framework of 24 VIA character strengths and asked each board member to share 1) a strength 

that he/she brings to the work as a CPP board member, and 2) a strength that the CPP board 

needs to “flex” in the coming year to maximize performance. Board member responses are listed 

in the table below. 
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Table 1. Board Member Strengths  

Board Member A strength he/she brings to the board 
A strength the board can 

“flex” in the coming year 

Dr. O’dell Owens Sense of Meaning Prudence 

Toilynn O’Neal Creativity Fairness 

Terri C. England Justice Love of Learning 

Dr. Kimya Moyo Appreciation of Beauty & Excellence Prudence 

Deborah Mariner Allsop Hope Humor 

Father Michael Graham Sense of Meaning Social Intelligence 

John E. Pepper Sense of Meaning Leadership 

Laura Sanregret Love of Learning Perspective 

Sallie Westheimer Perspective Social Intelligence 

Micah E. Kamrass Curiosity Creativity 

Christine Fisher Judgment Bravery 

Gary Lindgren Perseverance Perspective 
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A Look Back – Highlights of the Past Year 

Following the opening reflection about strengths, board members were asked to consider the 

key milestones of CPP’s work over the previous year. Board members shared these reflections 

using the online platform Mentimeter, which allows participants to submit responses virtually 

using their smartphones and then organizes and displays responses on a video screen.  Board 

member responses are included below: 
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Next, board members met in pairs to discuss 1) which of the milestones stood out as the most 

important, and 2) the CPP board’s specific role in the success of those milestones.  Following 

paired conversations, participants took turns sharing their most important milestone and the 

board’s role.  After all members shared, the group identified key insights about the board’s role 

to carry forward into the work for the coming year. Notes from the conversation and the board’s 

insights are included in the table below. 

 

Table 2. CPP Milestones and Board Role 

Milestones From the Past Year The Board’s Role 

Serving 1,000+ students (mentioned 3 times) 

• Board members pushed with urgency 

• Board members valued & supported CPP 
staff 

• We “took the plunge” 

Hiring an E.D. 
• Focused on the right skillsets and 

experience for success 

Assembling a solid board 
• Prioritized the selection of passionate 

people 

Putting systems and infrastructure in place 

(e.g. evaluation, bills, staff, etc.) 
• Board members stayed focused on the 

mission 

Engagement of the board – “assemble the 

machine” 
See row above 

Strengthening working relationships among 

three entities  
• The board is the “glue” that holds these 

relationships together 

Staffing and pushing the mission • Due diligence of the board 

Building trust among board members • Kept a shared focus on the mission 

Building collaborative relationships with CPS 

and community providers 
• Board stayed focused on the “human” 

side of the work – families and children 

 

Insights for the coming year: 

• The board needs to transition to a more strategic role vs. operational role 

• Deep involvement (operations, etc.) was necessary to get the work off the ground – can now 
make a transition to a strategic role 
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• Need to take greater care for board culture 

• Need to focus more on global interests and the big picture 

 

Board Self-Evaluation and Implications 

Board members then received the complete results from the board self-assessment and broke 

into groups to discuss the results.  Each group was asked to identify the top three priorities from 

the self-assessment to focus on for the year ahead.  Following group discussions, each group 

shared their top three priorities with the full group.  Then, after additional discussion about the 

proposed priorities, each board member voted for their top three choices from the full list using 

“dot” stickers.  The table below lists all potential priorities shared during the discussion as well as 

the number of votes each priority received.   

 

Table 3. Priorities and Number of Votes 

Priority Area                                                                                           

(category number from self-assessment included where applicable) 
Number of Votes 

Board understanding of needed access and influence 0 

Board Composition 5 

Clear performance measures 9 

Key strategic focus of the board 4 

Financial resources 3 

Common understanding of the vision 6 

Enhancing the organization’s reputation in the community 10 

Risk-taking (bold strategies) – e.g. wage parity, quality assessment, 

summer coverage, etc. 
9 
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Looking Forward – What is Required of Us? 

Finally, board members identified potential next steps for each of the top three priorities from 

the self-assessment discussion. These next steps will be taken up in future board conversations, 

meetings and committee assignments. Notes from this discussion are included in the table 

below:  

 

Table 4. Selected Priorities and Next Steps 

Priority Next steps for CPP board 

Enhancing the organization’s reputation in 

the community 

 

• Need to use our measures to “tell the 
story” of the work and the vision 

• Full board conversation + work in the 
community engagement committee 
 

Clear performance measures 

 

• Continue working on the OGSM 
(Objectives, goals, strategies and 
measures) document 

• Work will take place with the full board  
 

Risk-taking (bold strategies) – e.g. wage 

parity, quality assessment, summer 

coverage, etc. 

• Move initial ideas to an action plan 

• Get in the habit of asking ourselves, 
“How can we be bold?”   

 

 

SUMMARY AND NEXT STEPS 

The following next steps are recommended: 

• Given the time restraints for this initial conversation, the board will need to revisit the 
selected priorities to ensure there is a clear plan of action and ownership for next steps. 

• The conversation uncovered several insights that will require further discussion and 
exploration – these topics may be addressed in a future board or committee meeting. 

• While participants landed on three top priorities from the self-assessment review and 
discussion, there are several other priorities that seem valuable for the board’s success 
(specifically those listed in Table 3).  Those priorities should be picked up by board 
members through future conversations with the full board or in committees. 
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ABOUT MAYERSON ACADEMY 

At Mayerson Academy, we deploy strengths-based approaches for shifting culture in schools, 

organizations and communities. For more than two decades, Mayerson Academy has been 

deeply committed to inspiring successful outcomes for learners of all ages through creative, 

customized services and learning experiences. We’ve made it our mission to celebrate strengths 

and inspire people to reach their greatest potential—one organization, one team and one 

person at a time. 

As forward-thinking learning services experts, we are pioneering innovative solutions designed 

to deliver results. Ultimately our goal is to inspire everyone we reach to be at their best every 

day and to help others do the same. We love tackling new challenges and wherever we work, 

our partners can be confident that our positive learning experiences will support their own 

unique vision for success. 

Contact: 

Joe Moorman, Senior Director of Organizational and Community Development 

moorman.joe@mayersonacademy.org 

513.475.4124 
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MEMORANDUM 

TO: CPP Executive Committee 
FROM: Jacob W. Purcell 
DATE: December 16, 2020 

RE:  Nonprofit Best Practices Refresh and Board Education: Review of CPP’s Governance, 
Structure, and Goals. 

PURPOSE OF THIS MEMO 

Passage of the November 2020 Levy marked a new chapter for CPP.  In the last four years of 

vigorously pursuing quality preschool expansion and access, CPP has experienced many positive 

changes.  Over the past few years, CPP has experienced a new Executive Director, a new Board 

Chair, and new Board Members.  This next phase represents a great opportunity to comply with 

non-profit best practices by conducting a summary and discussion of the organization’s structure, 

governance, and goals.  This Memo is not intended to cover every aspect of CPP, but rather to 

provide high-level guidance for discussion and – if needed – realignment to achieve CPP’s goals.  

This Memo is intended to provide a fresh look at the organization and to provide new members of 

the CPP community with necessary information. 

[Memorandum Continues on Next Page] 
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EXECUTIVE SUMMARY 

 

1. Overview of Governing and Operational Documents.  Page 3 

• This Section describes the hierarchy and purpose of CPP’s primary governing and 

operational documents. 

• Specifically, the governing documents describe the Board’s composition and authority. 

 

2. What are the goals of CPP?  Page 6 

• CPP was created to achieve two goals: (i) increase the number of quality preschool 

seats in the CPS School District, and (ii) expand access to those seats.   

• These goals were created by the entities that helped create CPP and ultimately executed 

the Master Agreement, which established CPP’s Tuition Assistance and Quality 

Improvement Programs.  

 

3. Master Agreement. Page 7 

• The Master Agreement describes how Preschool Levy funds will be allocated between 

CPS and CPP and how CPP will use those funds for quality preschool access and 

expansion. 

• The Master Agreement will expire on June 30, 2022. 

• CPP and interested parties will begin discussing an extension next month. 

 

4. Other Governance Considerations.  Page 8 

a. Voting Rights for Non-Managers 

• Providing Non-Managers the right to vote is not recommended. 

• Granting voting rights may create de facto Managers. 

• Creating additional Managers runs contrary to CPP’s governing documents. 

b. Authority over Day-to-Day Activities and Operations 

• The Board is generally responsible for high-level policy making and reviewing 

the performance of the Executive Director. 

• The Executive Director has been granted the authority to operate the “day-to-

day” activities and operations of CPP.  
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Memorandum 

 
I. OVERVIEW OF GOVERNING AND OPERATIONAL DOCUMENTS.  

Cincinnati Preschool Promise, LLC (“CPP”) is an Ohio non-profit limited liability company.  

The sole Member of CPP is the United Way of Greater Cincinnati (“United Way”).  Like other 

organizations – both for-profit and non-profit – CPP’s governance structure and operations are 

defined in a series of documents.  CPP’s governance documents are, in order of seniority: the 

Articles of Organization, Operating Agreement, Governance Principles, and Committee Charters.  

CPP’s primary operational documents are: the Master Agreement for Preschool Expansion, the 

United Way Services Agreement, and the Tuition Assistance and Quality Improvement Manuals. 

These documents are described in detail below. 

a. Governing Documents.  The following governing documents, in order of precedence, 

describe how CPP is structured and how the Board of Managers will govern: 

i. Articles of Organization1: CPP was formed on September 28, 2016, by filing 

the Articles of Organization with the Ohio Secretary of State (the “Articles”).  

The Articles serve three functions:  Establishing CPP as a limited liability 

company; publicly declaring the name of the organization2; and broadly 

establishing CPP’s non-profit purpose: “The company is organized and shall be 

operated exclusively for public, charitable, and/or educational purposes…” 

ii. Operating Agreement3: The Operating Agreement, dated March 2, 2017, was 

entered into by CPP and its sole Member4, the United Way.  In the Operating 

Agreement, the United Way delegates nearly all decision-making authority over 

CPP’s operations to a fifteen-person Board of Managers, and grants the Board 

the power to further delegate that authority to committees:  

                                                       
1 Articles of Organization are sometimes alternatively referred to as a non-profit’s “Charter”. 
2 When filed in 2016, the Articles originally named CPP the “Cincinnati PEO LLC”.  On December 1, 2016, the 
Articles were amended to change the name to “Cincinnati Preschool Program”. Finally, on March 16, 2017, the 
Articles were amended to change the name to “Cincinnati Preschool Promise”. 
3 Operating Agreements for limited liability companies are the equivalent of “Bylaws” for corporations. 
4 A Member of a limited liability company is identical to a shareholder of a corporation.  The term “owner” is 
sometimes used in the for-profit context but is generally not an applicable term for non-profits.   
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1. Delegation of Authority: “The Managers shall have full and exclusive 

power to manage and control the business and affairs of [CPP]”. 

(Section 9(a)). 

2. Appointment of Managers: “The initial number of Managers of [CPP] 

shall be Fifteen (15), Five (5) of which shall be nominated by the 

[United Way], Five (5) of which shall be nominated by [Promise 

Forward], and Five (5) of which shall be nominated by Cincinnati Public 

Schools”.  (Section 9(a)(i)). 

3. Committees: “The Managers … may designate any one or more of its 

number to serve on an Executive Committee or on such other committee 

or committees as the Managers may from time to time constitute… The 

Managers may delegate to any such committee any of the authority of 

the Managers ... other than filling vacancies among the Managers.” 

(9(h)). 

iii. Governance Principles:  After being granted broad authority to control CPP’s 

affairs, the Board of Managers adopted the “Board Governance Principles”.  

The Operating Agreement only functions to delegate the United Way’s 

governance authority to the Board of Mangers – the Governance Principles state 

in detail how the Board of Managers has decided to exercise that authority.  The 

Governance Principles set forth Manager qualification standards, establish a 

code of ethics and procedures for conflict disclosures, describe expectations of 

Manager behavior, set Manager terms, establish Board Committees, require 

periodic and annual meetings, etc.  The Governance Principles have been 

updated periodically by a vote of the Managers. 

iv. Committee Charters: Each Board Committee should establish a Committee 

Charter, which sets forth the mission, responsibility, and structure of the 

Committee.  A Committee’s power and authority is limited to that which is 

granted by the Governance Principles, as approved by the Board of Managers.  

Each Committee’s charge and authority is stated in the Governance Principles.  

Accordingly, all Committee actions and its Charter must be within its scope of 
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delegation and will be subject to and superseded by all other governance 

documents described above. 

b. Operational Documents.  These documents describe the mission and goals of CPP, 

and how CPP will operate to achieve those goals: 

i. Master Agreement for Preschool Expansion:  The Master Agreement was 

entered into in March of 2017, by CPP, the United Way, and the CPS Board of 

Education.  At a high level, the Master Agreement describes the shared goal of 

these parties – to expand the number of, and access to, quality preschool seats 

in the CPS School District – and broadly defines how the parties will work 

together to achieve that goal.  This Agreement describes how Preschool Levy 

funds will be allocated between CPS and CPP, establishes CPP’s Tuition 

Assistance and Quality Improvement initiatives, and describes how CPP will 

use the Preschool Levy Funds to implement those initiatives and achieve their 

shared goal. Finally, this Agreement requires the United Way to perform certain 

services for CPP, in its role as the trusted entity for CPP. The result of that 

requirement is the United Way Services Agreement, described below.  

ii. United Way Services Agreement:  Section 2.D. of the Master Agreement 

requires United Way to provide executive management, financial, and 

administrative support, including HR, advocacy, and fundraising, to CPP in 

exchange for an annual waivable fee of $200,000.  CPP and the United Way 

executed this Agreement to describe this relationship in greater detail. 

iii. Tuition Assistance and Quality Improvement Manuals:  These Manuals were 

created by CPP to provide detailed guidelines on how the Tuition Assistance 

and Quality Improvement initiatives will be implemented. These documents are 

updated from time to time in response to changes in actual practice and policies. 
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II. WHAT ARE THE GOALS OF CPP?. 

Beginning in 2012, in response to limited progress in kindergarten readiness rates, a group 

of community leaders created the Cincinnati Preschool Alliance.  CPS, the Cincinnati Preschool 

Alliance, and the Business Community came together to provide an overview of the impact of 

preschool and how best to improve it in Cincinnati.  This research was produced by the RAND 

Corporation.  RAND’S research discovered two primary issues suppressing kindergarten readiness 

rates in Cincinnati: family income and a lack of quality preschool seats.  RAND discovered that as 

of 2016, nearly 67% of the 9,150 three- and four-year-old children living in Cincinnati live in 

families with incomes of less than 200% of the Federal Poverty Level. RAND also discovered a 

“substantial quality gap” in Cincinnati’s preschool programs.  

CPP was created to spearhead those two issues and was charged with two corresponding 

goals: (1) increase the number of quality preschool seats in the CPS School District, and (2) expand 

access to those seats.  CPP, CPS, and the United Way drafted and signed the Master Agreement 

to define each entity’s role in achieving those goals.  Specifically, the Master Agreement requires 

CPP to add 1,000 New Community Provider Preschool Seats by August 1, 2021. 
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III. THE MASTER AGREEMENT. 

a. General Overview: The Master Agreement describes how Preschool Levy funds 

will be allocated between CPS and CPP and how CPP will use those funds for quality preschool 

access and expansion.  CPP’s Tuition Assistance and Quality Improvement Programs were created 

by the Master Agreement.  The Agreement sets forth guidelines for how CPP will operate these 

programs.  For instance, the Agreement provides a funding formula5 for Tuition Assistance and 

requires CPP to add 1,000 New Community Provider Preschool Seats by August 1, 2021.  

  

b. Term and Applicability of the Master Agreement:  

 
The Master Agreement will expire on June 30, 2022, unless the Agreement is extended by 

CPP, CPS, and United Way.  The Master Agreement was designed to address the allocation and 

use of Preschool Levy Funds received under the Issue 44 Levy passed on November 8, 2016.  In 

anticipation of the $48 Million CPS Emergency Levy passed on November 2020, CPS and CPP 

included language in “A Resolution Declaring A Shared Vision and Plan for Preschool Expansion” 

which makes clear the parties will work together to discuss the extension of and amendments to 

the Master Agreement, and that CPS will continue to allocate the new Preschool Levy funds to 

CPP consistent with past practices until the Master Agreement is extended. Accordingly, 

beginning in 2021, CPP will begin these discussions with CPS, the United Way, and Promise 

Forward.  

   

  

                                                       
5 ((Cost of Quality Education per Pupil times Provider Rating Percentage times Income Adjuster times Hours Per 
Day times Days Per Week) divided by 9 months) minus monthly amount of other available subsidies and assistance. 
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IV. OTHER GOVERNANCE CONSIDERATIONS. 

 Non-profit best practices require a periodic review of an organization’s governance structure 

and a clear understanding of roles within the organization.  The Governance Committee was 

recently asked to consider allowing non-Manager community members (“Non-Managers”) the 

right to vote at committee meetings.  The first part of this Section addresses that issue.  The second 

part of this Section provides a general overview of the roles and expectations of the Board and its 

executives.  

a. Voting Rights for Non-Managers:  The Governance Committee recommended 

not to allow Non-Managers the right to vote.  As this Section details, giving Non-Managers voting 

rights is not recommended for multiple reasons. Doing so could be viewed as adding de-facto 

Managers to the Board, which is outside of the Board’s authority, is inconsistent with the Master 

Agreement and Operating Agreement, and creates issues of fiduciary duties and fairness to 

providers not serving on the committee. 

i. De Facto Board Membership:  Ohio nonprofit law states that a Board may 

delegate authority to a committee, and the act of a committee acting within the 

scope of such delegation will be deemed the act of the Board.6  Accordingly, 

the vote of a Non-Manager acting within a committee would likely constitute 

the act of the whole Board. This could be viewed as a de facto increase in the 

number of Managers beyond the 15 established in CPP’s governing documents. 

ii. Equal Representation Clause: CPP’s Operating Agreement establishes a 15-

person Board of Managers, and provides CPP, CPS, and the United Way equal 

appointment and representation power on the Board.  The Master Agreement 

contemplates this as well.  Providing voting rights to Non-Managers could be 

viewed as expanding the Board beyond 15 Managers and circumventing the 

equal representation clause.  The Operating Agreement only gives the Board 

the power to fill vacancies on the Board (subject to the equal representation 

clause) but does not provide the Board the power to increase its size.  Increasing 

                                                       
6 RC 1702.33(A),(F): “Each committee … shall serve at the pleasure of the directors [and] shall be subject to the 
control and direction of the directors.” “An act or authorization of an act by any committee … within the authority 
delegated to it shall be as effective for all purposes as the act or authorization of the directors.” 



2 
 

the number of Managers may only be accomplished by amending the Operating 

Agreement, which would require the written consent of United Way and a 

majority vote of the Board of Managers.  

iii. Fiduciary Duties and Fairness to the Community: Providing Non-Managers 

a vote will subject those individuals to the same level of fiduciary duties as the 

Board of Managers. Non-profit recommended best practices would require 

informing those individuals of their fiduciary duties, subjecting them to the 

Governance Principles, and informing them of other Board policies.  

Additionally, granting voting rights to certain providers and not others may lead 

to questions of fairness. Providers with voting rights would be making decisions 

over their own interests and over the interests of other providers in the 

community that were not given a right to vote. 

  

b. Authority Over Day-to-Day Activities and Operations:  United Way, as the sole 

Member of CPP, delegated operational authority to CPP’s Board of Managers.  The Board of 

Managers further delegated certain portions of that authority to its various committees and 

executive employees – particularly, the Executive Director.   

All CPP employees, including the Executive Director, are subject to the direction and 

control of the Managers.  However, as is common practice in nearly all organizations, the Board 

of Managers delegated to the Executive Director the authority and responsibility to run “CPP’s 

day-to-day operations, … execute Board-authorized policies, maintain working relationships with 

relevant community organizations and all partners listed in the Master Agreement, execute and 

ensure fulfillment of contracts, seek to understand significant developments within the industry, 

supervise other staff members, and perform all other duties as assigned.”7  In other words, the 

Board of Managers has empowered the Executive Director to run CPP’s operations within the 

boundaries set by the Board.  The Board is responsible for setting broad policy initiatives to 

achieve the goals of the organization and overseeing the Executive Director’s performance of those 

initiatives.  As a practical matter, Executive Directors are generally provided with the authority to 

exercise reasonable business judgement to take actions that he or she believes is in the best interests 

of the organization. 

                                                       
7 Section 15 of the Governance Principles.  
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Agenda Item #4 

CINCINNATI PRESCHOOL PROMISE 
DOCUMENT RETENTION AND DESTRUCTION POLICY 

Initially Adopted: ____________________ 

I. Purpose

This policy provides for the systematic review, retention and destruction of documents received or created 
by Cincinnati Preschool Promise, LLC (“CPP”). 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 comply with non-profit best practices, to prevent accidental 
or innocent destruction of records, and to facilitate CPP’s operations by promoting efficiency and freeing 
up valuable storage space.  

II. Document Retention

CPP follows the document retention procedures outlined on the Document Retention Schedule attached 
hereto as Exhibit A. Documents that are not listed but are substantially similar to those listed in the schedule 
will be retained for the appropriate length of time.   

III. Electronic Documents and Records

Electronic documents will be retained for an equivalent period of time as similar paper documents. 
Therefore, any electronic files, including records of donations made online, that fall into one of the 
document types on the attached schedule will be maintained for the appropriate amount of time and stored 
locally on CPP equipment or on a CPP managed cloud storage system. If a user has sufficient reason to 
keep an email message, the message should be retained on CPP’s managed cloud system and/or moved to 
an “archive” computer file folder. Backup and recovery methods will be tested on a regular basis. 

IV. Emergency Planning

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

V. Document Destruction

The Executive Director of CPP is responsible for the ongoing process of identifying its records which have 
met the required retention period and overseeing their destruction. Destruction of sensitive paper files, such 
as financial and personnel-related documents, will be accomplished by shredding.  Electronic files should 
be deleted from all CPP equipment and from CPP’s managed cloud storage system. 

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.  

VI. Compliance

The Executive Director of CPP will periodically review these procedures with legal counsel to ensure that 



  

they are in compliance with new or revised regulations and recommended best practices.  



  

EXHIBIT A 
DOCUMENT RETENTION SCHEDULE 

 
          
Category of Records 

 
Description of Records 

 
Retention Period      

Accounting & Finance     Account reconciliations & depreciation 
schedules 

  7 years 
     

Accounting & Finance     Accounts payable - check registers, 
expense reports, vouchers/invoices, petty 
cash records, purchase orders & other 
similar documents 

  7 years 

     

Accounting & Finance     Audit/Form 990 workpapers, engagement 
letter, report drafts, etc. 

  7 years 
     

Accounting & Finance     Audited financial statements & 
management letter 

  Permanent 
     

Accounting & Finance     Bank statements and reconciliations   7 years      

Accounting & Finance   
 

Budget - Operating & Capital 
 

7 years      

Accounting & Finance     Cancelled (cleared) checks   7 years      

Accounting & Finance   
 

Cancelled remote deposit checks 
 

7 years      

Accounting & Finance   
 

Cash flow projections and related 
documents 

 
2 years 

     

Accounting & Finance     Financial statements (Statement of 
Financial Position and Statement of 
Activities) year-end 

  Permanent 

     

Accounting & Finance   
 

Financial statements (Statement of 
Financial Position and Statement of 
Activities) interim 

 
3 years 

     

Accounting & Finance     Form 990 & Form 1023   Permanent      

Accounting & Finance   
 

General ledger/month-to-date 
 

3 years      

Accounting & Finance   
 

General ledger/year-to-date 
 

Permanent      

Accounting & Finance 
 

Non-government grants/loans & other 
government related programs  

 
Requirements of grant or 
7 years from end of grant      

Accounting & Finance   
 

Journal entries (payroll, general, etc.) 
 

7 years 



  

     

Accounting & Finance   
 

Journal entries (receipts, including deposit 
tickets) 

 
7 years 

     

Accounting & Finance     Payroll - W-2's    Permanent 
          
Accounting & Finance     Payroll registers   Permanent      

Accounting & Finance     Payroll supporting documentation - time 
sheets, withholding (W-4) statements, 
transmittals & other similar documents 

  7 years 

     
Accounting & Finance     Payroll tax filings - 941, worker's 

compensation, state, local, unemployment, 
etc. 

  7 years 

     
Accounting & Finance   

 
Pledges receivable - campaign reports, 
pledge/designation cards, adjustments 

 
5 years 

     

All Team 
 

Correspondence: business critical  
 

5 years.  This period may 
be increased or 
shortened depending 
upon importance to daily 
business activities.       

All Team 
 

Minutes - All other volunteer committee 
and cabinet meetings  

 
7 years 

     

All Team 
 

Requests for proposal, proposals received, 
and related documentation that supports 
vendor selection 

 
7 years or most recent 

     
Benefits 

 
Agency benefits bills 

 
7 years      

Benefits 
 

COBRA records 
 

3 years      

Benefits 
 

Health/Dental Insurance 
 

7 years      

Benefits 
 

Long-term disability insurance - policies, 
claims, enrollment cards & terminations 

 
Permanent 

Benefits 
 

Pension records - active, terminated 
vested, terminated non-vested, retiree, & 
beneficiary records (e.g., names, 
addresses, SSNs, periods of employment 
(including breaks in service), eligibility 
information, continuous service, credited 
service, pay, etc. 

 
Permanent 

     

Benefits 
 

Pension records - enrollment & 
beneficiary cards active & terms 

 
Permanent 

     



  

Community Impact 
(Finance) 

 
Agency compliance - GuideStar 
counterterrorism compliance & charity 
status verifications 

 
10 years   

     

Community Impact 
(Finance) 

 
Agency Audit Review Process: AARC 
Review, Forms, IRS Form 990s, Audits & 
other financial reportings 

 
10 years   

     

Community Impact 
(Finance) 

 
Agency Allocation Confirmations & 
Reconciliations: requests for agency 
allocation confirmations and monthly 
agency allocation reconciliations 

 
10 years 

     

Community Impact 
 

Community investment plan (annual 
funding recommendation book) 

 
Permanent 

     

Community Impact 
 

Community investments - call for 
investment, letter of intent, request for 
proposal, funding proposal from agencies, 
etc. 

 
10 years   

     

Community Impact 
 

FEMA/EFSP - applications, audits, 
reports, allocations, etc. 

 
10 years   

Corporate Finance 
 

Articles of incorporation, corporate by-
laws, registrations to do business & any 
amendments to the foregoing 

 
Permanent 

     

Corporate Finance   Contracts   7 years from expiration      

Corporate Finance 
 

Deeds, easements, mortgages & other 
documents relating to real property 

 
Permanent 

     

Corporate Finance 
 

Insurance policies, endorsements thereto 
and related correspondence from insurers 
or insurance brokers 

 
7 years from expiration 

     

Corporate Finance 
 

Notes, leases, and loans 
 

7 years from expiration      

Corporate Finance   Tax-exemption application and IRS tax-
exempt determination letter (501c3) 

  Permanent 
     

Executive Leadership   Minutes – Complete Board and 
Committee meetings 

  Permanent 

Executive Leadership 
 

UWGC Code of Regulations, Governance 
Principles, etc. 

 
Permanent 

     

Human Resources   Applicant records to include applications, 
resumes, job advertisements and 
employment tests 

  1 year 

     



  

Human Resources   Background investigations   6 years after termination 
          
Human Resources   Complaint investigations   6 years after termination 
          
Human Resources   Counseling notes/disciplinary notes   6 years after termination 
          
Human Resources   Drug test results   6 years after termination 
          
Human Resources   Educational reimbursement documents   6 years after termination      

Human Resources 
 

EEO-1 reports 
 

3 years      

Human Resources   Employment correspondence   6 years after termination      

Human Resources 
 

FMLA documents 
 

3 years      

Human Resources 
 

I-9 forms 
 

The later of 3 years from 
date of hire or 1 year 
after termination      

Human Resources 
 

OSHA forms 
 

5 years      

Human Resources   Performance appraisals   6 years after termination      

Human Resources 
 

Personnel records on current employees 
 

Ongoing      

Human Resources   Personnel records on terminated 
employees 

  20 years after 
termination      

Human Resources 
 

Reports of exposure to hazardous 
substances/radiation 

 
30 years 

     

Human Resources 
 

Training history records 
 

6 years after termination      

Legal 
 

Consent decrees, administrative decrees, 
final orders, judgments & settlement 
agreements 

 
Permanent 

     

Legal 
 

Notice or demand letters 
 

6 years       

Legal 
 

Notices of violations/citations/complaints 
 

6 years      

Legal   Records that relate to ongoing or 
threatened litigation or other proceedings 

  Permanent 
     

Legal 
 

Requests for information 
 

3 years after matter fully 
resolved      



  

Marketing 
 

Annual reports 
 

Permanent - 5 copies of 
each      

Marketing 
 

Brochures, newsletters, invitations, etc. 
 

Permanent - 5 copies of 
each      

Marketing 
 

Media coverage - TV,  radio, clippings, 
and press releases 

 
Permanent 

     

Marketing 
 

Releases, authorizations and/or 
permission-granting documents 

 
Permanent 

     

Marketing 
 

Videos - campaign local, campaign 
national and other 

 
Permanent 

     

Property, Safety & 
Security   

 
Emergency situations/investigations (fire, 
theft, etc.) 

 
6 years 

     

Property, Safety & 
Security   

 
Inspections (building, elevator, fire alarm, 
sprinkler, ansul extinguisher, etc.) 

 
7 years after expiration 

     

Property, Safety & 
Security   

 
Maintenance repair records 

 
3 years 

     

Resource Development 
 

Agency capital campaign requests and 
responses 

 
Permanent 

     

Resource Development 
 

Agency supplemental fundraising requests 
and responses 

 
Permanent 

     

Resource Development 
 

Company and individual campaign 
commitment communications 

 
5 years  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Adjourn

Future Governance Meetings
March 4, 2021
June 3, 2021

August 19, 2021
September 2, 2021
November 2, 2021
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