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MEETING MINUTES  

ARK OF REFUGE, INC A California Not-for-Profit Corporation 

C4530257, 83-4721056 

TYPE: TELPHONIC CONFERENCE / VIDEO CONFERENCE / IN – PERSON / EMAIL  

Any New Resolutions BY VOTE : Y / N  

AGENDA 

10:00 AM  

1. Check – Ins / Introductions ……………………………………………………….……….. All Members 

2. Induction of NEW CEO………………..…………………………………………………….. Leslie West 

3. 2023 Proof of Authority Form…………………………………………………..……….......Leslie West 

4. Separation of Duties Review and Adoption………………………………………………...Leslie West  

5. 2023 Programmatic Mnager Promotions (Text)……….……………………….. …… 

ADOPTION OF MEETING MINUTES 

We, the undersigned, are all of the directors or incorporators of this corporation, and we consent to, and 
hereby do, adopt the foregoing minutes and associated documents as part of the administrative documents 
that operate this corporation.  

ADOPTED AND APPROVED by the Board of Directors on this 08nd day of  February 2023. 

        Paul Robertson, President, Executive Officer 
  
  Charles Adams, Vice President 
  
  Vanessa Oliver, Treasurer & Acting Secretary 
  
  Doris Davis,  Voting Board Member 
  
  Leslie West, Voting Member, Financial Officer 
  
  Edward Levingston, Voting Member 
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of the changes to be affected thereby shall be given to each director within the time and the manner 
provided for the giving of notice of meetings of directors. 

 

ARTICLE XIII. AMENDMENTS 

Section 1. Separation of Duties 

A key element in a system of internal control is the separation of duties. Adequate separation of duties 
helps reduce the risk of theft or mismanagement of Grant Subaward funds. Members of the same family 
or household (e.g., spouse, partner, parent, sibling, child, etc.) are considered one person for the purposes 
of separation of duties. Adequate internal control provides that no one person may perform more than one 
accounting duty. As of date, the following persons are assigned to the following controls. 

DUTY ASSIGNED PERSON ASSIGNED TITLE INI. 

1 
 

Receiving and depositing cash 
Vanessa Oliver 

Treasurer & Acting 
Secretary 

 

2 Authorizing cash 
disbursements, 

Edward Levingston Secretary 
 

3 Preparing checks, auditing 
schedules, and hours worked. 

Part-Time Employee 
24/7 On-Call 
Dispatcher 

N/A 

4 Attaching electronic 
signatures or operating a 
check signing machine*, 

Charles Adams Vice President 
 

5 Comparing machine-signed 
checks with authorizations 
and supporting documents (or 
signing checks manually after 
personally comparing them 
with authorizations and 
supporting documents) *, 

Paul Robertson 
President and 
Executive Officer 

 

6 Preparing or initiating 
invoices 

Leslie West Financial Officer 
 

7 Reconciling bank statements 
and posting to the general 
ledger*. 

A Certified Public Accountant, Assistant or Agency 
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AMENDMENT OF BYLAWS 

We, the undersigned, agree to amend the 15th page of the official bylaws to change the separation of 
duties and title. We are all the initial directors or incorporators of this corporation, and we consent to, and 
hereby do, adopt the foregoing. 

ADOPTED AND APPROVED by the Board of Directors on this 16th day of  February 2023. 

        Paul Robertson, President, Executive Officer 
  
  Charles Adams, Vice President 
  
 Vanessa Oliver, Treasurer & Acting Secretary 
  
 Leslie West, Voting Member, Financial Officer,  
  
 Doris Davis, Voting Member 
  
  Edward Levingston, Voting Member 
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PROOF OF AUTHORITY 

ARK OF REFUGE, INC A California Not-for-Profit Corporation 

C4530257, 83-4721056 

 

The Governing Board for The Ark of Refuge Inc HEREBY appoints: 
 
1. Name: Leslie West Title: Chief Financial Officer; 
 
2. Name: Edward Levingston Title: Programmatic Manager 
 
3. Name: Vanessa Oliver Title: Treasurer 
 
; as the authorized signatory of The Ark of Refuge Inc. They are authorized to enter into Grant 
Subaward Agreements for the California Office of Emergency Services:  
 

o American Rescue Plan Unit (Grant # 21 01 1393) :  
o XD Domestic Violence Housing First (Grant # 22 01 1393)  AND;  
o the Unserved/Underserved Victim Advocacy & Outreach Program (Grant # 22-01-1393)  

 
with the Grant Subaward performance period of 01/01/2023 – 12/31/2023 

*** This Authorization also applies to all applicable amendments, modifications and re-filings. 

 

        Paul Robertson, President, Executive Officer 
  
  Charles Adams, Vice President 
  
 Vanessa Oliver, Treasurer & Acting Secretary 
  
 Leslie West, Voting Member, Financial Officer,  
  
 Doris Davis, Voting Member 
  
  Edward Levingston, Voting Member 
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