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CONFLICT OF INTEREST POLICY

(Revised 4/13/2026)
Article |
Purpose
The purpose of this Conflict of Interest Policy (this “Policy”) is to (1) protect the interests of
LITERACY COLLIER, (the “Corporation”), a tax-exempt organization, when it is contemplating
entering into a transaction or arrangement that might benefit the private interest of a director,
officer or Key Person or might result in a possible excess benefit transaction; (2) provide our

definition of a conflict and (3) guide board members in how to declare and deal with potential
and real Conflict of Interest situations.

This Policy is intended to supplement, but not replace, any applicable state and federal laws
governing conflicts of interest applicable to not-for-profit, charitable organizations in Florida.
This Policy applies to all directors, officers and Key Persons of the Corporation.

Article Il

Definitions

1. Affiliate

An Affiliate includes any entity controlled by or in control of Literacy Collier.

2. Board

The Literacy Collier’s Board of Directors shall be the “Board” under this Policy

3. Covered Personnel

The directors, officers and Key Persons shall be “Covered Personnel” under this Policy.

4. Conflict of Interest



A Conflict of Interest may exist whenever an individual owes a duty to more than one person or
organization, or when an individual’s personal interests or concerns are potentially inconsistent
with, or divergent from, the interests of Literacy Collier.

5. Family

Family of a person includes his or her spouse or domestic partner, ancestors, brothers and
sisters, children, grandchildren, great-grandchildren, and spouses or domestic partners of
brothers, sisters, children, grandchildren and great-grandchildren.

6. Financial Interest

A person has a Financial Interest if the person has, directly or indirectly, through business,
investment, or Family:

a. An ownership or beneficial interest in any corporation or limited liability company of 35% or
more or more than 5% in a partnership or professional corporation with which the Literacy
Collier has a transaction or arrangement or with which the Literacy Collier is negotiating a
transaction or arrangement, or

b. Any compensation arrangement from which a person receives a financial benefit or other
form of remuneration or incentive based upon a transaction or arrangement involving the
Literacy Collier. Compensation includes direct and indirect remuneration as well as gifts or
favors that are not insubstantial.

7. Interested Person

Any Covered Personnel who has a direct or indirect Financial Interest or other personal interest
in a transaction or other arrangement involving Literacy Collier is an interested person.

8. Key Person

A Key Person means any person, other than an officer or trustee, whether or not an employee
of Literacy Collier, who is in a position to exercise substantial influence over the affairs of
Literacy Collier, including, but not limited to, any person who: (i) has responsibilities, or
exercises powers or influence over Literacy Collier as a whole similar to the responsibilities,
powers, or influence of directors and officers; (ii) manages Literacy Collier, or a segment of
Literacy Collier that represents a substantial portion of the activities, assets, income or
expenses of the corporation; or (iii} alone or with others controls or determines a substantial
portion of the Corporation’s capital expenditures or operating budget.

9. Related Party

A Related Party includes: (1) any trustee, director, officer, or Key Person of Literacy Collier or



any Affiliate; (2) Family of any individual described in clause (1) of this definition; or (3) any
entity in which any individual described in clause (1) or (2) of this definition has a thirty-five
percent or greater ownership or beneficial interest in or, in the case of a partnership or
professional corporation, a direct or indirect ownership interest in excess of five percent.

10. Related Party Transaction

A Related Party Transaction includes any transaction, agreement or any other arrangement in
which a Related Party has a Financial Interest and in which Literacy Collier or an Affiliate is a
participant; provided that, if (1) the transaction or the Related Party’s Financial Interest in the
transaction is de minimis, or (2) the transaction is of a type the Board or boards of similar
organizations would not customarily review in the ordinary course of business and the
transaction is available to others on the same or similar terms, then the transaction is not a
Related Party Transaction. A transaction, agreement or other arrangement otherwise meeting
the requirements for a Related Party Transaction is a Related Party Transaction even if the
Board determines that a Conflict of Interest does not exist.

Article Il
Procedures
1. Duty to Disclose

In addition to the annual statements set forth in Article VI of this Policy, in connection with any
actual or possible Conflict of Interest or any potential Related Party Transaction, an Interested
Person must disclose the existence of the Financial Interest, or other personal interest that may
give rise to a Conflict of Interest, and be given the opportunity to disclose all material facts to
the directors and members of committees with Board delegated powers considering the
proposed transaction or arrangement. The disclosure shall be made to the Board.

2. Procedures for Addressing the Conflict of Interest

After disclosure of the Financial Interest or other personal interest and all material facts, the
Board shall determine if a Conflict of Interest exists in accordance with the following:

a. An Interested Person may make a presentation regarding the arrangement or transaction
involving the possible Conflict of Interest to the Board. After exercising due diligence, the Board
shall determine by a majority vote of the disinterested members whether a Conflict of Interest
exists. If the Board determines that a Conflict of Interest does exist, then the Interested Person
is prohibited from attempting to improperly influence any deliberation or voting related to the
transaction or arrangement involving the Conflict of Interest. Further, the Interested Person
must leave a meeting during the discussion of, and the vote on, any such transaction or
arrangement. If the Board determines that a Conflict of Interest does not exist, then the
Interested Person may participate in any discussion or vote related to such transaction or



arrangement; provided that if the transaction or arrangement constitutes a Related Party
Transaction then it must be approved in accordance with the procedures set forth in the
Section of this Policy entitled “Related Party Transactions”.

b. If the Board determines that a Conflict of Interest does exist, then it shall also make a
determination as to whether the transaction or arrangement involving the Conflict of Interest is
in Literacy Collier’s best interest, for its own benefit, and whether it is fair and reasonable. In
conformity with the above determination the Board shall determine whether it should approve
the transaction or arrangement; provided that if the transaction or arrangement involving a
possible Conflict of Interest constitutes a Related Party Transaction then it must be approved in
accordance with the procedures set forth in the Section of this Policy entitled “Related Party
Transactions”.

3. Related Party Transactions

a. Any Covered Personnel with any interest in a Related Party Transaction shall make a good
faith disclosure of all material facts related to such interest to the Board. The Board shall review
all the material facts related to the proposed Related Party Transaction and request any
additional information that it deems necessary to complete such review.

b. The Board shall first review the Proposed Related Party Transaction to determine whether
the Related Party’s Financial Interest in the transaction or arrangement is substantial (which
shall

be determined in accordance with any guidance issued by the Office of the Florida Attorney
General). If the Board determines that the Related Party’s Financial Interest in the proposed
Related Party Transaction is not substantial, then it may approve the proposed Related Party
Transaction if it determines that the transaction is fair, reasonable and in the best interests of
Literacy Colier. If the Board determines that the Related Party’s Financial Interest in the
proposed Related Party Transaction is substantial, then it shall undertake the review set forth in
Article 11l Section 3.c. of this Policy.

c. For any proposed Related Party Transaction in which a Related Party’s Financial Interest is
substantial, the Board shall consider alternative transactions to the proposed Related Party
Transaction to the extent any alternative transactions are available. Following its review of the
proposed Related Party Transaction and any available alternative transactions, if a majority of
disinterested members of the Board determines that the proposed Related Party Transaction is
fair, reasonable and in the best interests of Literacy Collier, then it may authorize the proposed
Related Party Transaction. The Board shall document in the minutes of the meeting at which
such determination is made, the basis for its determination that the proposed Related Party
Transaction is fair, reasonable and in the best interests of Literacy Collier and any alternative
transactions that were considered when making this determination. Literacy Collier shall not
enter into a Related Party Transaction unless it is approved in accordance with this Policy.

d. At the time of any deliberation or decision by the Board concerning the authorization of a
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proposed Related Party Transaction, the Interested Person shall not be present at the meeting,
and such Interested Person shall not attempt to improperly influence any deliberations or
voting regarding the Related Party Transaction; provided that the Board may request the
Interested Person to provide information regarding the Related Party Transaction prior to the
commencement of deliberations or voting thereon. Any Related Party Transaction that is
approved without complying with the procedure set forth in this section shall be void.

5. Avoidance of the Appearance of Conflict of Interest

Because Literacy Collier relies upon directors who are actively engaged in the community, it is
not unusual for its directors to be on the volunteer governing boards of not for profit
organizations with which Literacy Collier may undertake transactions. In such cases, the
director must disclose the relationship, may present any relevant information, but must leave
the room for discussion and voting upon that particular transaction.

6. Violations of the Conflicts of Interest Policy

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

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

Article IV
Records of Proceedings
The minutes of the Board and all committees with board delegated powers shall contain:

a. The names of the persons who disclosed or otherwise were found to have a Financial Interest
or other personal interest in connection with an actual or possible Conflict of Interest, the
nature of the Financial Interest or personal interest, any action taken to determine whether a
Conflict of Interest was present, and the Board’s or committee’s decision as to whether a
Conflict of Interest in fact existed.

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



Article V
Compensation

With respect to any member of the Board or any committee who receives compensation,
directly or indirectly, from Literacy Collier for services (a) such person shall not participate in
any deliberations or voting related to such person’s compensation; and (b) notwithstanding the
same, such person shall not be prohibited from participating in any board or committee
activities regarding the compensation of other individuals.

Article VI
Annual Statements

Prior to a person’s initial election and annually thereafter, each director shall sign a statement:
(1) whereby such person identifies, to the best of such person’s knowledge, any entity of which
such person is an officer, director, trustee, member, owner, or employee and with which
Literacy Collier has a relationship, and any transaction in which the Corporation is a participant
and in which the person might have a conflicting interest; and (2) which affirms such person:

a. Has received a copy of this Policy,

b. Has read and understands this Policy,

c. Has agreed to comply with this Policy, and

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

Article VII
Periodic Reviews

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

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

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



Article VIII
Use of Outside Experts
When conducting the periodic reviews as provided for in Article VI, the Literacy Collier may,

but need not, use outside advisors. If outside experts are used, their use shall not relieve the
Board of its responsibility for ensuring periodic reviews are conducted.

Ppuedn X Fer.

Francis Fee, Literacy Collier Board of Directors Chair

Approved by the Board of Directors on: ___ 4/13/26
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RECORDS MANAGEMENT POLICY

1. Purpose

The purpose of this Records Management Policy* is to ensure that all records of Literacy Collier

(LC), a Florida nonprofit corporation, are:
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Maintained in compliance with applicable federal and Florida laws
Available for audits, reporting, and public transparency where required
Protected from unauthorized access, loss, or destruction

Retained and disposed of in a consistent and lawful manner

2. Scope

This policy applies to:

All board members, employees, contractors, and volunteers

“Records” include, but are not limited to, recorded materials in any format, which are created,
received or maintained in connection with LC’s business activities and serve as evidence of LC’s

policies, obligations, significant decisions, operations, or business activities.

3. Retention Schedule

The following table identifies many, but not all, Records that may relate to LC’s business.
Included with each category is a brief description of the Records along with a time for each

Record’s retention.

Record Category Brief Description Official Retention
Accounting Records Financial records related to charitable | 7 years after filing of a
donation made to LC and given tax return —
contributions by LC to supported disposal subject to
charities; bank reconciliations, approval of the Tax

investment reconciliations, accounting| Advisors
reports and other supplemental
schedules

*Any questions regarding this Policy should be directed to Literacy Collier legal counsel.



Annual Financial Audited financial statements 15 years
Reports

Corporate Governance | Board and Board Committee minutes | Indefinite
and official organizational records.

Fundraising and Records documenting office support | 7 years after filing of a
Solicitations work, fundraising, and solicitation. given tax return —
disposal subject to
approval of the Tax
Advisors

Grant Administration | Administration of donations made by | While Active + 10 years
LC to other organizations — including thereafter
applications and agreements.

Legal Matters Legal files relating to deals, estate While Active + 10 years
matters, and other supporting thereafter
documents.

License Agreements Agreements relating to the use of While Active + 10 years

trademarks and operating standards. | thereafter

Tax Returns and Tax returns and supporting Indefinite

Workpapers workpapers

Policies and Policies, procedures, and manuals While Active + 10 years
Procedures governing programs and matching thereafter

grant administration

4, Storage and Security

e Physical Records

o Stored in secure, access-controlled environments

o Protected from environmental damage (fire, flood, humidity)
e Electronic Records

o Stored on secure, backed-up systems

o Use encryption for sensitive data

o Cloud providers must meet industry security standards
e Access Control

o Role-based access

o Confidential data restricted (donor, employee, client records)

5. Email and Electronic Communications

e Emails related to organizational business are official records.
e Must be retained according to the retention schedule
e Staff should avoid using personal email for nonprofit business

6. Donor Privacy and Data Protection

e Donor information must be kept confidential

*Any questions regarding this Policy should be directed to Literacy Collier legal counsel.



e Do not sell or share donor lists without consent
¢ Comply with applicable data protection and fundraising regulations

7. Legal Holds

¢ In case of litigation, audit, or investigation:
o Immediate suspension of record destruction
o All staff must preserve relevant records

8. Record Disposition

e Destruction Procedures
e Records may only be destroyed after their retention period expires.

9. Approved methods

e Shredding (paper)
e Secure digital deletion
e Documentation
¢ Maintain a destruction log including:
o Record type
o Date
o Method
o Authorizing person

10. Disaster Recovery and Vital Records
Given Florida’s risk of hurricanes and flooding:

¢ Identify and prioritize vital records
e Maintain offsite or cloud backups
e Develop and test a disaster recovery plan

11. Policy Review and Approval

e Reviewed annually
e Approved by Board of Directors

/Z/ﬂ«m)‘l X 2‘4’—

Francis Fee, Literacy Collier Board of Directors Chair

Approved by the Board of Directors on: ___ 4/13/26

*Any questions regarding this Policy should be directed to Literacy Collier legal counsel.
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WHISTLEBLOWER PROTECTION POLICY

General
LITERACY COLLIER Code of Ethics and Conduct (“Code”) requires directors, officers, and

employees to observe high standards of business and personal ethics in the conduct of their
duties and responsibilities. As employees and representatives of the organization, we must
practice honesty and integrity in fulfilling our responsibilities and comply with all applicable
laws and regulations.

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

No Retaliation
No director, officer, or employee who in good faith reports a violation of the Code shall suffer

harassment, retaliation, or adverse employment consequence. An employee who retaliates
against someone who has reported a violation in good faith is subject to discipline up to and
including termination of employment. This Whistleblower Policy is intended to encourage and
enable employees and others to raise serious concerns within the organization prior to seeking
resolution outside the organization.

Reporting Violations

The Code addresses the organization’s open-door policy and suggests that employees share
their questions, concerns, suggestions, or complaints with someone who can address them
properly. In most cases, an employee’s supervisor is in the best position to address an area of
concern. However, if you are not comfortable speaking with your supervisor or you are not
satisfied with your supervisor’s response, you are encouraged to speak directly with the
Executive Director. Should the concern involve the Executive Director in a way that makes an
employee reluctant to discuss it with that person, the employee may contact the Chair of the
Board of Directors for consideration by the Executive Committee. Supervisors are required to
report suspected violations of the Code of Conduct in writing to the organization’s Chair of the
Board of Directors, who has specific and exclusive responsibility to investigate all reported
violations. For suspected fraud, or when you are not satisfied or uncomfortable with following



the organization’s open-door policy, individuals should contact the organization’s Executive
Director or Chair of the Board of Directors.

Compliance Officer
The organization’s Executive Director is responsible for investigating and resolving all reported

complaints and allegations concerning violations of the Code. The Executive Director shall
advise the Chair of the Board of Directors of all complaints and their resolution and will report
immediately to the Treasurer and Chair of the Board of Directors on compliance activity relating
to accounting or alleged financial improprieties.

Accounting and Auditing Matters
The Board Treasurer shall address all reported concerns or complaints regarding corporate

accounting practices, internal controls, or auditing. The Executive Director shall immediately
notify the Treasurer of any such complaint and work with the Treasurer until the matter is
resolved.

Acting in Good Faith
Anyone filing a complaint concerning a violation or suspected violation of the Code must be

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

Confidentiality
Violations or suspected violations may be submitted on a confidential basis by the complainant

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

Handling of Reported Violations
The Executive Director will notify the sender and acknowledge receipt of the reported violation

or suspected violation within 2 business days. All reports will be promptly investigated and
appropriate corrective action will be taken if warranted by the investigation.

Aaniy X L.

Francis X. Fee, Chair, Literacy Collier Board of Directors

Approved by the Board of Directors on: 4/13/26
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