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PROFESSIONAL WOMEN’S GROUP OF NORTHERN 

ARIZONA, INC BYLAWS 

ARTICLE I NAME 
 

The corporation shall be known as Professional Women’s Group of Northern Arizona, 

Inc., hereafter known as PWGNAZ.  PWGNAZ is located in Cottonwood, Yavapai County, 

Arizona. Address of register is #419 989 S Main St. Ste A, Cottonwood, AZ 86326. 

 

ARTICLE II PURPOSE  
Section 1 Mission Statement 

"The Professional Women's Group of Northern Arizona, Inc. is committed to igniting 

personal and professional growth through events focused on inspiring women through 

networking and education and providing scholarships to local worthy women." 

Section 2 Vision Statement 

“Supporting, Inspiring and Empowering Women to Action.” 

Section 3 Organization Description 

PWGNAZ shall be a non-profit corporation and shall have no stock and shall issue no 

dividends or pecuniary profits to any private individual. All earnings of PWGNAZ shall be 

used to further the purposes of the PWGNAZ. PWGNAZ is organized exclusively for 

charitable, religious, educational, and scientific purposes included for such purposes, 

the making of distributions to organizations that qualify as exempt organizations under 

Section 501(C)(3) of the Internal Revenue Code or the corresponding section of any 

future federal tax code. PWGNAZ will provide financial support/aid to support the 

women in paying for their educational or work-related training by providing 

scholarships.  When PWGNAZ Corporation sees a need, PWGNAZ will fill that need.  
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ARTICLE III CLASSIFICATION 
 

The PWGNAZ does not have a formal membership. There are no dues. However, there 

are expectations for the women who attend the luncheons. 

 

1. All are expected to maintain a professional demeanor. 

 

2. All are expected to treat each other with courtesy and respect. 

 

ARTICLE IV REVENUE 
 

Income received from sponsors and other contributions help pay for the lunches, 

meeting room, organization expenses, scholarships and charity donations. 

 

1. Voluntary contributions at the door. 

 

2. 50/50 Raffle. 

 

3. Sponsorships. 

 

4. Special event fees. 

 

5. Scholarship donations. 

 

6. Luncheon income that exceeds luncheon expenses. 
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ARTICLE V SPONSORSHIP 
 

PWGNAZ is supported by our sponsors and they are an integral part of providing funds 

to host events and build the PWGNAZ Scholarship Fund. All sponsors are recognized 

during the year at all of PWGNAZ Events.   

PWGNAZ has no limit to the number of sponsors allowed but limits sponsors to one for 

each specific field. For example: We have a bank that provides mortgages and deposit 

services. The bank has focused on deposit services and this allows for the mortgage 

company to sponsor as a mortgage service provider. 

 

Eligibility of sponsors is at the sole discretion of the PWGNAZ Board. Sponsorships are 

on a first paid, first served basis and sponsors from prior month/year are given first right 

of refusal.  Those wishing to sponsor must register each time they wish to sponsor 

unless they have prepaid or committed to pay for the year. If a sponsor represents more 

than one business they must declare one business or pay for separate sponsorships.  

Sponsorships may not be shared between companies.  Sponsorship is only recognized 

upon receipt of payment. Sponsorships will only be considered if their account is in good 

standing.  See Addendum #1 of the bylaws for Sponsorship Categories and Benefits. 

 

ARTICLE VI BOARD OF DIRECTORS / OFFICERS 
 

Section 1 Board of Directors Number of Members 

PWGNAZ shall be governed by the PWGNAZ Board.  The board shall not have more than 

eleven members. 

Section 2 Board of Directors Make Up 

The PWGNAZ Board shall consist of a Past President, President, Vice President, 

Secretary, Treasurer, Advisory members, Scholarship Committee Chair and Directors. 
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Additional committee will be chaired by a board member. The Executive Board consists 

of Past President, President, Vice President, Secretary, and Treasurer. 

Section 3 Votes per Director 

Each member of the PWGNAZ Board has one vote on issues required to be determined 

by vote.  

 Section 4 Voting 

Voting may take place in person at a Board Meeting or via email. An email vote must 

receive a unanimous vote from all board members for the motion to pass; otherwise, 

the vote must take place at a Board Meeting where motion discussion is possible.  The 

secretary will retain a copy of the email votes to be included in the meeting minutes. 

In the event of an even number of PWGNAZ Board members being present when a vote 

is required, the Past President shall abstain from voting. 

Section 5  Presiding Officer 

The President shall preside over the PWGNAZ Board and be the executive officer of the 

PWGNAZ Board.   

Section 6  Vacancy 

In the event of a PWGNAZ Board seat becoming vacant for any reason whatsoever, such 

vacancy shall be filled by action of the PWGNAZ Board, and such appointee shall serve 

or the duration of the term of the individual being replaced. This Election shall be 

determined by a simple majority vote of nominees brought by forth by the Board. 

Section 7  Director Removal 

Any PWGNAZ Board member may be removed from the Board due to unsatisfactory 

service or non-performance of duty by a two-thirds vote of the remaining members of 

the PWGNAZ Board 

Section 8  Attendance  

Each Board Member shall take an active role in the business of the Board and is 

expected to attend every meeting of the Board. 
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Section 9  Board of Directors Responsibility 

The Board shall have control and management of all PWGNAZ activities and determine 

all policies or adapt bylaws, discipline members, and generally supervise the affairs of 

PWGNAZ. 

Section 10 Meeting Schedule 

The PWGNAZ Board shall meet monthly and as needed. A majority of attendance shall 

indicate a quorum. Quorum consists of ½ of the board members plus 1. Majority vote of 

those in attendance gives effect of any action to the Board. 

Section 11  Privacy and Confidentiality 

PWGNAZ Board Members shall respect the privacy and confidentiality of the event 

attendees. The contact information that the attendees provide shall be used only for 

PWGNAZ business. At no time shall any Board Member use this information to market 

his/her own business. All new Board Members are required to read and sign the 

Confidentiality Policy.  See Addendum #3 of the bylaws for Confidentiality Policy. 

Section 12 Professional Demeanor 

Board members shall represent the organization in a professional demeanor in both 

dress and speech. 

Section 13 Conflict of Interest 

1. No member of PWGNAZ Board of Directors or Staff shall derive any personal profit 

or gain, directly or indirectly, by reason of his or her participation with PWGNAZ. 

This shall also include the member’s business or other nonprofit affiliations, family 

and/or significant other, employer, or close associates who may stand to receive a 

benefit or gain.   Each individual shall disclose to the Board Chair any personal 

interests which he or she may have in any matter pending before the organization 

and shall refrain from participation in any discussion or decision on such matter.  

In addition, any member of PWGNAZ’s Board of Directors or Staff shall refrain from 

obtaining any list of clients or donors for personal or private solicitation purposes at 

any time during the term of their affiliation.  
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2. All members of the Board of Directors shall be given this policy at the time of their 

election onto the Board of Directors. All Board Members will sign the Conflict of 

Interest. The policy will be reviewed annually by the board at a regularly scheduled 

Board Meeting or the Annual Strategic Planning Meeting. 

See Addendum #5 of the bylaws for Conflict of Interest Policy. 

Section 14 Board of Directors Duties 

 

1. President 

 

1.1. The President shall serve as the executive officer of the PWGNAZ Board and 

preside at all meetings of the Board. 

 

1.2. The President shall create and send out agendas for each PWGNAZ Board 

Meeting or designate another board member to do so. 

 

1.3. The President shall be the principal representative of PWGNAZ at all functions 

where PWGNAZ is represented 

 

1.4. The President shall perform the following tasks in relation to each luncheon: 

 

1.4.1. Coordinate with the chosen facility for all aspects of set up for each 

luncheon. 

 

1.4.2. Address the attendees at each event or assign another board member 

to do so. 

 

2. Vice-President 

 

2.1. The Vice-President shall fulfill the duties of the President whenever the 

President is unable to do so. 

 

2.2. The Vice-President shall perform duties that may be assigned by the 

President. 
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3. Secretary 

3.1. Take minutes and maintain order at each Board Meeting. 

 

3.2. Maintain the inventory of supplies needed for each luncheon. 

 

3.3. Email said minutes to all board members within 7 days of the meeting. 

 

3.4. Create and send out Board Meeting agenda at the direction of the President, if 

requested. 

 

3.5. Maintain all Books and Records in accordance with PWGNAZ Document 

Retention Policy so that files are retained as required by law and destroyed in 

a systematic manner.  

 See Addendum #4 of the bylaws for Document Retention Policy. 

 

4. Treasurer 

 

4.1. The Treasurer shall keep and maintain the finances of PWGNAZ. 

 

4.2. The Treasurer shall prepare and deliver a report of financial activity for each 

meeting of the Board and quarterly luncheon recap. 

 

4.3. The Treasurer shall pay all bills and keep record of all transactions in the 

checking account. 

 

4.4. The Treasurer shall perform the following tasks in relation to each luncheon: 

 

4.4.1. Make sure there is ample change for each luncheon. 

 

4.4.2. Count and deposit monies from each luncheon. 
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4.4.3. Create a detailed account of monies for each luncheon to be reported 

to the PWGNAZ Board. 

 

5. Past President 

 

5.1. The Past President will act as consultant to the President and provide 

constructive support to the board 

 

5.2. The Past President shall be an ex officio (voting) member of the Board. 

 

6. Board Members 

 

6.1. Luncheon tasks performed by all on a rotation basis for each luncheon as 

assigned by the President. 

 

6.2. Assist with Registration, Check In, Contributions, Door Prizes and 50/50 Raffle 

tickets sales. 

 

6.3. Act as host at luncheons. 

 

6.4. Set up prior to and clean up after the luncheons. 

 

6.5. Serve as committee Chairs. 

 

6.6. Work with other board members to ensure that operations will continue in 

their absence. 
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ARTICLE VII COMMITTEES 
Section 1 Committee Formation 

The board may create committees as needed. The President appoints all committee 

chairs from the membership of the Board. Limited term task forces may be appointed by 

the President at any time with approval by the Executive Committee; standing and 

longer-term committees shall be created with the affirmation of majority vote of the 

board. 

Section 2 Executive Committee 

Board officers serve as the members of the Executive Committee. Except for the power 

to amend the articles of incorporation and bylaws, the Executive Committee shall have 

all the powers and authority of the board of directors in the intervals between meetings 

of the board of directors and is subject to the direction and control of the full board.  

Section 3 Finance Committee 

The Treasurer is the chair of the Finance Committee, which has at minimum four 

members. The Finance Committee is responsible for developing and reviewing fiscal 

procedures and annual budget with staff and other Board members. The Board must 

approve the budget and all expenditures must be within budget. Any major change in 

the budget must be approved by the board or the Executive Committee. 

1  Audit Task Force 

The Finance Committee shall, on an annual basis, appoint an Audit Task Force 

who shall monitor the audit process. The Audit Task Force shall be chaired by a 

member of the board that does not serve on the Finance Committee and shall 

have a minimum two members from the Finance Committee in attendance. 

Section 4 Strategic Planning 

The Strategic Planning Committee shall be chaired by the President Elect of the board 

and consist of not less than 7 members. The Committee shall plan and monitor the 

implementation of the strategic plan.  A strategic planning session will be held during 
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the month of July or August to determine the next year’s direction and budget 

necessary to support the strategic plan. 

Section 5 Nominating Committee 

The Nominating Committee shall be chaired by the Past President and consist of not less 

than 5 members. Members of the Nominating Committee are not eligible for officer 

positions. The President Elect shall serve as an ex officio member of this committee. The 

committee shall be responsible for selecting a slate of directors and officers for 

consideration by the full board on an annual basis. 

Section 6 Advisory Board 

An Advisory Board may be created whose members shall be elected by the members of 

the Board of Directors annually but who shall have no duties, voting privileges, nor 

obligations for attendance at regular meetings of the Board. Advisory Board members 

may attend said meetings at the invitation of a member of the Board of Directors. 

Members of the Advisory Board shall possess the desire to serve the community and 

support the work of the PWGNAZ by providing expertise and professional knowledge. 

Members of the Advisory Board shall comply with the confidentiality policy set forth 

herein and shall sign a confidentiality agreement consistent therewith upon being voted 

onto and accepting appointment to the Advisory Board. 

 

Section 7 Special Committees  

The PWGNAZ Board shall determine the number and purpose of all special and standing 

committees necessary to the achievement of the objectives and purposes of PWGNAZ. 

Each committee shall report directly to the PWGNAZ Board for the period that the 

committee exists.  

1. Committee issues that would require the approval of the board are: 

 

1.1. Expenditure of money. 

 

1.2. Decision on catering for an event. 
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2. Issues that conflict with these bylaws. 

 

3. Every Committee shall have at least one current board member to serve as a liaison 

between the committee and the board and serve as Committee chair in order to 

ensure that Committee decisions are in line with the organizational goals. 

 

4. Each board member is expected to serve on one or more committee(s). 

 

5. See Addendum #2 of the bylaws for Standing and Special committees. 

 

ARTICLE VIII COUNTERTERRORISM AND DUE DILIGENCE 

POLICY 
In furtherance of its exemption by contributions to other organizations, domestic or 

foreign, Professional Women’s Group of Northern Arizona shall stipulate how the funds 

will be used and shall require the recipient to provide the Corporation with detailed 

records and financial proof of how the funds were utilized. 

Although adherence and compliance with the US Department of the Treasury’s 

publication the “Voluntary Best Practice for US. Based Charities” is not mandatory, the 

Corporation willfully and voluntarily recognizes these guidelines and suggestions to 

reduce, develop, reevaluate and strengthen a risk-based approach to guard against the 

threat of diversion of charitable funds or exploitation of charitable activity by terrorist 

organizations and their support networks. 

Professional Women’s Group of Northern Arizona shall also recognize the federal 

guidelines, suggestion, laws and limitation set forth by preexisting U.S. legal 

requirements related to combating terrorist financing, which include, but are not limited 

to, various sanctions programs administered by the Office of Foreign Assets Control 

(OFAC) in regard to its foreign activities. 
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ARTICLE IX ELECTION PROCEDURE 
Section 1 Succession  

Succession of top officers shall be President to Past President and Vice President to 

President. The Past President’s support of the current President reduces the possibility 

of an ineffective president. All the other positions can be filled by existing PWG Board 

members if they so choose.  

Section 2  Election Process: 

1. PWGNAZ Board shall meet in late September to discuss nominations of officer(s) 

and explore the desires of existing board to fill those positions.  

 

2. If there are any remaining office(s) that will be open for the coming year, a 

committee will be formed to make nominations.  

 

2.1. This committee may contain members not on the board. 

 

2.2. The Past President of the Board will chair this committee. 

 

2.3. Potential nominees must have served on at least one committee. 

 

2.4. Potential nominees must have demonstrated commitment to PWGNAZ for at 

least 9 months in order to be eligible to hold office. 

 

3. Nominations shall be due back to the PWGNAZ Board by the end of October. 

 

4. The PWGNAZ Board will meet in the first week of November to review 

nominations received and vote to fill the vacant office(s). 

 

5. New Officers shall be inducted during the January meeting. 

Section 3 Term Limits 

There shall be no term limit to being on the PWGNAZ Board. Each Office shall have no 

Term Limits. 



 

Revised and approved by the Board of Directors on October, 3, 2018. 

Section 4 Office eligibility 

To be eligible for office, a person must commit to at least one year of service. 

Section 5 Vacancy 

In the case of a vacancy in the office of President, the Vice President shall succeed to 

that office until the current term expires. In the case of vacancies in any other office, 

volunteers will be solicited from the PWGNAZ Board first. Any remaining open office(s) 

will be put out to the Nominating Committee. 

ARTICLE X BYLAWS 
The PWGNAZ Board shall have the power to make such bylaws as may seem expedient, 

but such bylaws shall be subject to repeal or amendment by any meeting of the 

PWGNAZ Board, where a quorum is present, by a three/fourths majority vote. 

ARTICLE XI AMENDMENTS 
These Bylaws may be amended at any regular or special meeting of the PWGNAZ Board, 

where a quorum is present, by a three/fourths majority vote. 

ARTICLE XII DISSOLUTION 
After fulfillment of the requirements of the law on dissolution or after discontinuance of 

business and payment of debts, any surplus shall be transferred as a gift to a worthy 

501(c)(3) organization or cause upon unanimous vote of the PWGNAZ Board. 

ARTICLE XII INDEMNIFICATION 
The Professional Women’s Group of Northern Arizona, Inc. shall, to the full extent 

permitted by law, indemnify any Board Member against expenses including attorney’s 

fees, judgments, fines and amounts paid in settlement reasonable incurred in the 

defense of any action, suit or proceeding, civil or criminal, in which they are made a 

party by reason of being or having been a member of the Board, except in matters in 

which it is finally adjudged in such action, suit or proceeding that they are liable for 

negligence or willful misconduct in the performance of their corporate duties. 
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ARTICLE XIV HANDLING DISPUTES 
The PWGNAZ Board has final determination on any dispute brought before the Board by 

any attendee of our events. 

Board members in dispute shall accept binding arbitration by the Past President, with no 

further recourse. 
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BYLAWS ADDENDUMS 

Addendum #1  ARTICLE I SPONSORSHIP CATEGORIES 

AND BENEFITS  
Section 1    Categories 

 

Premium Sponsorship Levels 

Premium Sponsorships level are cash only basis and cannot be combined with in-kind 

sponsorship contributions. Payment is due by 1st of December the previous year. 

1. Platinum Sponsor - $1,500+ per year.  

  

2. Gold Sponsor - $1,000+ per year.  

  

3. Silver Sponsor - $800+ per year.  

  

Standard Sponsorship Levels 

1. Empowering Sponsor – $360 for the year. 

Payment due by 1st of December the previous year. 

 

2. Inspiring Sponsor – $400 for 4 sponsored luncheons. 

Payment due by 1st of the month of the quarterly event. 

 

3. Supporting Sponsor - $125 per single luncheon sponsored.  

Payment due by 1st of month of the event. 

 

4. In-kind sponsorships  

Accepted with documentation of a description of the in-kind services and the value 

of said services.  Cannot be used for Silver, Gold and Platinum Sponsorships 
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Section 2   Benefits 

 

1. All Yearly Sponsors’ logos will appear on prominently displayed boards or banners 

at the PWGNAZ functions.  Sponsors must commit to and pay for their sponsorship 

by the 1st of December the previous year. This allows PWGNAZ time to create all 

marketing materials and banners for the new year.  

 

2. All Yearly Sponsors’ businesses will be mentioned in flyers and marketing material, 

as space allows. 

 

3. All Yearly Sponsors’ will be recognized and thanked at the PWGNAZ Quarterly 

luncheons. 

 

4. All Yearly Sponsors’ may place advertising material (brochure, promo item, card, 

etc.) in "Goodie" bags for all attendees at the luncheon, Goodie Bag Promo Fee of 

$20 is waived for Sponsors in good standing.  

 

5. All Yearly Sponsors’ businesses will be featured on the PWGNAZ website Sponsor 

Page with a link directly to the Sponsor’s business website, if available.  

 

6. Single event sponsors will be noted on all correspondence for the sponsored event.  

 

7. All Yearly Sponsors’ logos will appear on prominently displayed boards or banners 

at the PWGNAZ functions where the banners are used. 

 

8. Sponsors will be given the opportunity to promote his/her business at the events as 

time allows. They will be recognized by their sponsorship level. The order of 

recognitions will be Platinum, Gold, Silver, Onetime event sponsor, Empowering, 

Inspiring, Supporting, In-kind. 

 

9. Each Sponsor will receive one free lunch at the Quarterly Luncheons. 

 

10. Opportunity to speak about your business at the quarterly luncheons as follows: 
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a) Premium Platinum:  Sponsors will be introduced as a Platinum Sponsor and 

allowed to speak for two minutes about their business at the Quarterly 

Luncheons.  

 

b) Premium Gold:  Sponsors will be introduced as a Gold Sponsor and allowed to 

speak for ninety seconds about their business at the Quarterly Luncheons. 

 

c) Premium Silver:  Sponsors will be introduced as a Silver Sponsor and allowed to 

speak for sixty seconds about their business at the Quarterly Luncheons. 

 

d) Standard Empowering, Inspiring, In-kind: Sponsors will be introduced and 

allowed to speak for thirty seconds about their business at the Quarterly 

Luncheons. 

 

11. Radio advertising opportunity: 

 

a) Premium Platinum:  Sponsors will be mentioned in the radio advertising for 

quarterly luncheons and special events. 

 

b) All other sponsors will only be mention based on special contributions or 

extenuating circumstances, as determined by the Board of Directors. 

 

 

12. Sponsorship yearly banners and yearly organization material will list sponsors in 

order of their sponsorship categories: Platinum, Gold, Silver, Empowering and 

Inspiring with the following formats: 

 

a) Premium Platinum:  Top of yearly banners and yearly organization material. 

Platinum sponsors’ logos will be four times larger than normal sponsorship 

logos and will appear below the PWG Logo. Sponsorship amount will 

determine position, otherwise equal sponsorship will be listed in alphabetical 

order. 
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b) Premium Gold:  Falls below the Platinum level sponsors on yearly banners and 

yearly organization material. Gold sponsors’ logos will be three times larger 

than normal sponsorship logos and will appear below the Platinum sponsors’ 

logos. Sponsorship amount will determine position, otherwise equal 

sponsorship will be listed in alphabetical order. 

 

c) Premium Silver:  Falls below the Gold level sponsors on yearly banners and 

yearly organization material. Silver sponsors’ logos will be two times larger 

than normal sponsorship logos and will appear below the Gold sponsors’ 

logos. Sponsorship amount will determine position, otherwise equal 

sponsorship will be listed in alphabetical order. 

 

e) Empowering, Inspiring, In-kind: Falls below the premium level sponsors on 

yearly banners and yearly organization material. Category of Platinum will 

show above these logos. Size of one normal sponsorship logo. Sponsors will be 

arranged by their category and will be laid out at the designer’s discretion. 
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Addendum #2  ARTICLE I STANDING COMMITTEES 

 

Scholarship Committee 

 

Special Event Committee, i.e. Making a Difference Award Luncheon  

 

Speaker / Event Planning Committee 

 

Newsletter / Social Media Committee  

 

Sponsorship Committee 

 

Door Prize Committee 

 

Social Media Committee 

 

PWGNAZ PM Event Planning Committee 
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Addendum #3  ARTICLE I CONFIDENTIALITY POLICY 
 

It is the policy of Professional Women’s Group of Northern Arizona, Inc. that board 
members and employees of Professional Women’s Group of Northern Arizona, Inc. will 
not disclose confidential information belonging to, or obtained through their affiliation 
with Professional Women’s Group of Northern Arizona, Inc. to any person, including their 
relatives, friends, and business and professional associates, unless Professional Women’s 
Group of Northern Arizona, Inc. has authorized disclosure. This policy is not intended to 
prevent disclosure where disclosure is required by law.  
 
Board members, volunteers and employees are cautioned to demonstrate 
professionalism, good judgment, and care to avoid unauthorized or inadvertent 
disclosures of confidential information and should, for example, refrain from leaving 
confidential information contained in documents or on computer screens in plain view. 
Upon separation of employment and at the end of a board member’s term, he or she 
shall return all documents, papers, and other materials, that may contain confidential 
information. Failure to adhere to this policy will result in discipline, up to and including 
separation of employment or service with Professional Women’s Group of Northern 
Arizona, Inc. 
 
I agree to treat as confidential all information about businesses or individuals who 
interact with Professional Women’s Group of Northern Arizona, Inc. and not use this 
information for my own personal purposes. 
 
 
_________________________________________ Date _______________  
Signature of Board Member 
 
 
__________________________________________  
Printed Name of Board Member 
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Addendum #4  ARTICLE I DOCUMENTATON RETENTION 

POLICY 
 

A Document Retention Policy will help make sure that you keep files as required by law 

and destroy them in a systematic manner. 

 

Document Retention Policy 

Accounts payable ledgers and schedules 10 years 

Accounts receivable ledgers and schedules 10 years 

Audit reports of accountants Permanently 

Bank statements 3 years 

Capital stock and bond records: ledgers, transfer payments, stubs 

showing issues, record of interest coupon, options, etc. 

Permanently 

Cash books Permanently 

Checks (canceled, with exception below) 10 years 

Checks (canceled, for important payments, i.e., taxes, purchase of 

property, special contracts, etc. [checks should be filed with the papers 

pertaining to the underlying transaction]) 

Permanently 

Contracts and leases (expired) 10 years 

Contracts and leases still in effect Permanently 

Correspondence, general 2 years 

Correspondence (legal and important matters) Permanently 

Depreciation schedules Permanently 
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Duplicate deposit slips 3 years 

Employee personnel records (after termination) 7 years 

Employment applications 3 years 

Expense analyses and expense distribution schedules (includes 

allowance and reimbursement of employees, officers, etc., for travel 

and other expenses 

10 years 

Financial statements (end-of-year) Permanently 

General ledgers and end-of-year statements Permanently 

Insurance policies (expired) 3 years 

Insurance records, current accident reports, claims, policies, etc. Permanently 

Internal reports, miscellaneous 3 years 

Inventories of products, materials, supplies 10 years 

Invoices to customers 10 years 

Invoices from vendors 10 years 

Journals Permanently 

Minute books of Board of Directors, including bylaws and Articles of 

Incorporation 

Permanently 

Payroll records and summaries, including payments to pensioners 10 years 

Purchase orders 3 years 

Sales records 10 years 

Scrap and salvage records 10 years 

Subsidiary ledgers 10 years 
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Tax returns and worksheets, revenue agents’ reports, and other 

documents relating to determination of tax liability 

Permanently 

Time sheets and cards 10 years 

Voucher register and schedules 10 years 
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Addendum #5  ARTICLE I CONFLICT OF INTEREST POLICY 
 

No member of Professional Women’s Group of Northern Arizona, Inc. Board of 

Directors or Staff shall derive any personal profit or gain, directly or indirectly, by reason 

of his or her participation with Professional Women’s Group of Northern Arizona, Inc. 

This shall also include the member’s business or other nonprofit affiliations, family 

and/or significant other, employer, or close associates who may stand to receive a 

benefit or gain.   Each individual shall disclose to the Board Chair any personal interests 

which he or she may have in any matter pending before the organization and shall 

refrain from participation in any discussion or decision on such matter.  

In addition, any member of Professional Women’s Group of Northern Arizona, Inc.’s 

Board of Directors or Staff shall refrain from obtaining any list of clients or donors for 

personal or private solicitation purposes at any time during the term of their affiliation.  

We understand that the purposes of this policy are to protect the integrity of 

Professional Women’s Group of Northern Arizona, Inc. and the organization’s decision-

making process as well as to enable our constituencies to have confidence in the 

integrity, intentions and actions of the officers, staff, board members and volunteers.  

To that end, we understand that this policy is not meant to supplement good judgment 

and all constituents should respect its spirit as well as its wording. 

In witness whereof, the undersigned has hereunto signed as of the date herein shown 

below. 

_________________________________________ Date _______________  
Signature of Board Member 
 
 
__________________________________________  
Printed Name of Board Member 
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Addendum #6  ARTICLE I WHISTLEBLOWER POLICY 
 

Professional Women’s Group of Northern Arizona, Inc. requires directors, officers, 

volunteers 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 

Professional Women’s Group of Northern Arizona, Inc., we must practice honesty and 

integrity in fulfilling our responsibilities and comply with all applicable laws and 

regulations. 

Reporting Responsibility 

This Whistleblower Policy is intended to encourage and enable employees and others to 

raise serious concerns internally so that Professional Women’s Group of Northern 

Arizona, Inc. can address and correct inappropriate conduct and actions. It is the 

responsibility of all board members, officers, employees and volunteers to report 

concerns about violations of Professional Women’s Group of Northern Arizona, Inc.’s 

code of ethics or suspected violations of law or regulations that govern Professional 

Women’s Group of Northern Arizona, Inc.’s operations. 

No Retaliation 

It is contrary to the values of Professional Women’s Group of Northern Arizona, Inc. for 

anyone to retaliate against any board member, officer, employee or volunteer who in 

good faith reports an ethics violation, or a suspected violation of law, such as a 

complaint of discrimination, or suspected fraud, or suspected violation of any regulation 

governing the operations of Professional Women’s Group of Northern Arizona, Inc. 

Anyone who retaliates against someone who has reported a violation in good faith is 

subject to discipline up to and including termination of employment or position. 
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Reporting Procedure 

Professional Women’s Group of Northern Arizona, Inc. has an open-door policy and 

suggests that employees and volunteers share their questions, concerns, suggestions or 

complaints with the Board of Directors’ Compliance Officer. If you are not comfortable 

speaking with the Compliance Officer or you are not satisfied with the Compliance 

Officer’s response, you are encouraged request an audience with the Board of Directors’ 

Executive Committee. Reported complaints or concerns about suspected ethical and 

legal violations should be recorded by Professional Women’s Group of Northern 

Arizona, Inc.’s Board of Directors Compliance Officer who has the responsibility to 

investigate all reported complaints. Employees or volunteers with concerns or 

complaints may also submit their concerns in writing directly to the Board of Directors’ 

Executive Committee. 

Compliance Officer  

The Professional Women’s Group of Northern Arizona, Inc.’s Board of Directors’ 

Compliance Officer is responsible for ensuring that all complaints about unethical or 

illegal conduct are investigated and resolved. The Compliance Officer will advise the 

Board of Directors’ Executive Committee of all complaints and their resolution and will 

report at least annually to the Chair of the Finance Committee/Audit Committee on 

compliance activity relating to accounting or alleged financial improprieties. 

 

The Professional Women’s Group of Northern Arizona, Inc.’s Compliance Officer is a 

Board member who holds the position as elected by the Board of Directors. The 

Compliance Office can be contacted via email at compliance.officer@pwgaz.org 

Accounting and Auditing Matters 

The Professional Women’s Group of Northern Arizona, Inc.’s Compliance Officer shall 

immediately notify the Audit Committee/Finance Committee of any concerns or 

complaint regarding corporate accounting practices, internal controls or auditing and 

work with the committee until the matter is resolved. 
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Acting in Good Faith 

Anyone filing a written complaint concerning a violation or suspected violation must be 

acting in good faith and have reasonable grounds for believing the information disclosed 

indicates a violation. 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. 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 Professional Women’s Group of Northern Arizona, Inc.’s Compliance Officer will 

notify the person who submitted a complaint and acknowledge receipt of the reported 

violation or suspected violation. All reports will be promptly investigated and 

appropriate corrective action will be taken if warranted by the investigation. 

 


