
Cortland County Community Action Program Board of Directors Meeting 
April 23, 2020 

Meeting Agenda 
 

I. Call to Order 
 

II. Motion for Approval April 2020 minutes 
 
 

III. Standing Committee Reports 
 
a. Finance/Audit Committee 

i. Resolution 20-14 HS/EHS COLA 
ii. Resolution 20-15 HS/EHS Quality Improvement 

iii. Resolution 20-16 Bank Accounts Signatory 
iv. Resolution 20-17 CSBG Discretionary 2020-21 

 
b. Board Development Committee – Committee did not meet 

 
c. Program Planning and Evaluation Committee– Committee did not meet 

 
d. Executive Committee– Committee did not meet 

 
IV. Executive Director Report 

 
V. Program Director Reports 

a. Consumer Directed Services 
b. Energy Services 
c. Family Development 
d. Head Start/Early Head Start 
e. Human Resources 

 
VI. Head Start Policy Council Update 

 
VII. Old Business 
 
VIII. New Business 
 
IX. Adjournment 



Cortland County Community Action Program, Inc. 
February 27, 2020 
Meeting Agenda 

 
       I       Meeting called to order at 12:04 p.m. 

  
In attendance:  Larry Woolheater, Helen Spaulding, Ella DiIorio, Shelley Warnow, Doug Bentley, 
Lynne Sypher, Jeanette Dippo, Billie MacNabb, Sarah Beshers, Liz Haskins (joined by phone) 
Excused:  Penny Prignon, Patty Schapp 
 

II. Motion for Approval of the January 23, 2020 Meeting Minutes made by Doug Bentley; 
seconded by Ella Dilorio.  Motion carried. 

III. Standing Committee Reports 

 Executive Committee – no meeting 

Finance and Audit Committees: 
 

Bettina Lipphardt joined via phone to share information on the 2019 fiscal audit.  Her 
presentation was shared with the board and she is available to contact with any questions.  
The agency is working on the RFO for the CDPAP intermediary contracts, due next week.   
 
Reviewed the refunding grant for the 2020/2021 HE/EHS refunding grant.  This is the 
second year of the contract, the funding is level and there are no classroom changes at 
this time.  We anticipate that there will be amendments to the budget for COLA and 
Quality Improvement funding at a later time. 
 
The committee approved a proposal for salary adjustments for Energy Services 
Department staff for the contract closing 3/31/2020.  This will be discussed in Executive 
Session.   
 
CAPCO received approval of the 19.20 CSBG contract.  We also received approval from the 
Alliance for Economic Inclusion 2nd round funding for $277,000 for 3 years for Pathways to 
Health Careers and $679,000 for 4 years in collaboration with the YWCA for training 
opportunities for the Child Development Associate. 
 
There being no further discussion, motion to receive and file financial statements made by 
Helen Spaulding; seconded by Jeannette Dippo. 

 
 Resolution: 
 
 20 – 07- Motion to approve the Head Start/Early Head Start Refunding Application 

made by Helen Spaulding; seconded by Lynne Sypher.  Motion carried. 
 

Board Development Committee: 
 
 The committee met with Mary Beth Mathey and is recommending she be approved to 



replace the private sector seat vacated by Maria Manning.  The Head Start Policy Council 
has identified Regina Diorio to replace the seat vacated by Amber VanDee’s resignation.  
Unfortunately, Ellen Carter has had to resign due to other commitments, the committee 
is looking for a replacement for a low-income sector seat. 

 

Resolutions: 
 

 20 – 08– Motion to accept the resignation of Ellen Carter as a Consumer Sector 
Representative made by Larry Woolheater; seconded by Jeanette Dippo. Motion carried. 

 20 – 09– Motion to accept the appointment of Mary Beth Mathey as a Private Sector 
Representative to the CAPCO Board of Directors made by Helen Spaulding; seconded by 
Ella Dilorio. Motion carried. 

 20 – 10 – Motion to accept the appointment of Regiona DiOrio as the Policy Council 
Representative to the board made by Larry Woolheater; seconded by Lynne Sypher. 
Motion carried. 

 
 P& E Committee:  
  
 The committee reviewed the HS/EHS reports. 

 
The RFP for Universal Pre-Kindergarten was discussed and approved.  We will be seeking 
12 additional slots from the YMCA.    The committee reviewed and approved the changes 
to the HS/EHS Selection Criteria.  Discussed Economic Inclusion funding and our proposal 
as well as the proposal we were approved for in collaboration with the YWCA.  The 
Opportunity Community is still going well.  The City has approved purchasing Parker school 
from the school district.  The District will put the referendum to a vote on March 31st.  The 
task force is working to educate the voters and encourage them to approve the measure.  
Eden, Lindy and Martha are working on the RFO to continue to be a lead Fiscal 
Intermediary for CDPAP as well as looking into subcontracting in the event we are not 
approved. 

 
Resolutions: 

 
 20 – 11 – Motion to accept the changes to the HS/EHS Selection Criteria made by Ella 

Dilorio; seconded by Billie MacNabb. Motion carried. 
 20 – 12 – Motion to acceptance the UPK Proposal for the City of Cortland School 

District made by Lynne Sypher; seconded by Ella Dilorio. 
 

IV. Executive Director Report – monthly report shared with the Board 
 

V. Program Director Reports – all reports shared with Board 
o WIC 
o Family Development 
o Energy Services-waiting for new contract package.  Current budget ends 3/31. 
o Head Start 
o CDPAP-RFO due next week, email went out with petitions, please consider signing.  

Reimbursements have already been reduced. 
o HR 
 



VI. Head Start Policy Council Update - None

VII. Old Business - None

VIII. New Business - None

IX. Motion to go into Executive Session for the purpose of discussing personnel issues made 
at 12:35 p.m. Doug Bentley; seconded by Helen Spaulding, motion carried.
Board discussed the Regional Correspondence of non-compliance from the Nov. 20, 
2019 incident in the Learning Adventures HS Classroom and considered 
recommendation re: salary adjustments for Energy Services staff.   Resolution:

 20 – 13 – Motion made to accept the proposed salary changes for Energy Services/WAP 
Staff made by Larry Woolheater; seconded by Sarah Beshers.  Motion carried.

X. There being no further business, motion for adjournment from Executive Session made by 
Larry Woolheater; seconded by Doug Bentley.  Meeting adjourned at 12:55.

XI. Resumed regular Board meeting.  No further business, meeting adjourned. 



Finance Committee        4/21/2020 
 
Meeting called to order at 10:00 a.m. (via Zoom meeting).  Members present:  Shelley Warnow, 
Helen Spaulding, Sarah Beshers, Penny Prignon.  Excused:  Ella DiIorio.  Staff:  Martha Allen, 
Greg Richards, Lindy Glennon. 
 
Committee reviewed the monthly finance report as presented by Martha Allen (see attached). 
 
AGENCY 
Accounts Payable and Accounts Receivable are current with the exception of Medicaid 
receivables. We will present the 2020 Proposed Budgets for Administration, CDS and Total 
Agency in May. 
 
Consumer Directed Services 
CDPAP billing submitted for payment through the payroll ending February 28, 2020. Billing has 
been submitted for one provider through March 31, 2020. Merwin and Nicki are working on all 
the billing, and plan to be current with all submissions for payroll ending 3/27/2020 by the end of 
this week. We have not received any feedback on our RFO submission for the CDPAP Fiscal 
Intermediary contract. 
 
EARLY CHILDHOOD DEVELOPMENT 
We received on March 13th COLA and Quality Improvement Funds in the amounts of $56,821 
COLA and $79,552 Quality Improvement. Please find attached for your review/approval the 
Proposal for the COLA and Quality Improvement Funds. 
HSES announced on April 16th the “Summer 2020 Program Supplement” application is 
available. This is in response to classrooms being closed and efforts to make sure HS children 
are ready for transition to Kindergarten in Fall, 2020. The Application is due May 15, 2020. 
HS/EHS staff are working on the proposal now. Looking to submit a proposal for up to 6 weeks 
of classroom programming during the summer. 
 
ENERGY SERVICES 
Per guidance from HCR, given the challenges of COVID response, Energy Services is requesting 
an extension to spend the 2019-2020 WAP program. Currently we are $18k underspent. The 
Department Of Energy (DOE) at the federal level has approved the 2020 WAP State Plan 
meaning HCR can prepare the contract packages for 2020-21 (April 1, 2020). We have not yet 
received the 2020 refunding package. 
 
FAMILY DEVELOPMENT DEPARTMENT 
On April 16th we received notice of $50,000 in CSBG discretionary funds to be used for COVID- 
19 Pandemic related services, 2020 Census Hard-to-Count assistance, and/or Back-to-School 
related readiness; or any combination thereof. These funds must be fully expended by September 
30, 2020. We are working on the Discretionary Budget due May 6th. We will also need to do an 
amendment to the current contract as there was an increase per the budget that was finally passed 
December 2019. And, we are still waiting to learn the amount CAPCO will receive through the 
CARES Act for COVID response. 
 



WIC 
The 19.20WIC Contract is currently forecasting no surplus/loss. 
 
Committee reviewed the financials for period ending 2/29/2020.  Motion to receive and file 
made by Shelley Warnow, 2nd Helen Spaulding.  Motion carried. 
 
Committee reviewed proposed budget for HS/EHS COLA.  Funding available in the amount of 
$56,821.  All staff will receive a 2% increase.  Additional increases for education staff as we 
continue to address those salary levels.  (See attached for detail).  Motion to approve made by 
Helen Spaulding, 2nd Sarah Beshers.  Motion carried. 
 
Committee reviewed proposal for Quality Improvement funding in the amount of $79,552.  
Proposal is to address issues of trauma and trauma informed care in the classrooms, working 
with children and staff and families.  Proposal is to have a 3rd person in each 3 yo room and to 
create a new position, Behavioral Specialist, to address challenging behaviors, train, support and 
educate staff and families.  This will give us an opportunity to more intentionally respond to and 
build resources for trauma informed work.  Motion to approve made by Sarah Beshers, 2nd Penny 
Prignon.  Motion carried.  
 
Lindy shared information re: increased CSBG funding to address COVID.  CAPCO will receive 
additional funding as part of the $1 billion for CSBG in the CARES Act.  We do not know what 
that amount will be yet, but, are beginning discussions about how it can be used.  We were also 
just notified that we will received an additional $50,000 in the current CSBG grant to be used by 
COVID responses, Census work and back to School.  Brandy is working on a budget for that.  It 
is due May 5.  Sarah Beshers shared information about availability of SUNY Cortland students 
needing to complete field work that could be available if needed for any of the responses we are 
working to identify.   
 
Committee discussed other resources/responses re: COVID.  CAPCO did not apply for the 
Payroll Protection Program support as all of our contracts have provided guidance that we are to 
continue business as usual, including paying staff to work remotely.  It did not seem necessary or 
in good practice to apply for these resources.  This was a very limited pot of money and there are 
many other entities in our community that really needed the resources to stay in business.  There 
will be additional funding available for small businesses in the next stimulus package.  We will 
continue to evaluate our needs and, if needed, will discuss applying for resources at a later time. 
 
Lindy shared information with the committee that effective immediately (4/21/2020) Eden 
Harrington-Hall has resigned from her position as CDS Director.  Eden was one of 2 CAPCO 
staff approved to sign checks.  Recommendation made to remove her from the Bank signatory 
card and approve Greg Richards, HR Director as signatory.  Motion to approve made by Helen 
Spaulding, 2nd Shelley Warnow.  Motion carried. 



FINANCE COMMITTEE REPORT 
 SUMMARY Of February 2020 FINANCIAL STATEMENTS 

PRESENTED BY Martha Allen 
April 20, 2020 

AGENCY 
Accounts Payable and Accounts Receivable are current with the exception of Medicaid receivables.  We 
will present the 2020 Proposed Budgets for Administration, CDS and Total Agency in May. 

Consumer Directed Services 
CDPAP billing submitted for payment through the payroll ending February 28, 2020.  Billing has been 
submitted for one provider through March 31, 2020.  Merwin and Nicki are working on all the billing, 
and plan to be current with all submissions for payroll ending 3/27/2020 by the end of this week.    

  We have not received any feedback on our RFO submission for the CDPAP Fiscal Intermediary    
  contract. 

EARLY CHILDHOOD DEVELOPMENT 
  We received on March 13th COLA and Quality Improvement Funds in the amounts of $56,821 COLA   
  and $79,552 Quality Improvement.  Please find attached for your review/approval the Proposal for the  
  COLA and Quality Improvement Funds. 

HSES announced on April 16th the “Summer 2020 Program Supplement” application is available.  This 
is in response to classrooms being closed and efforts to make sure HS children are ready for transition 
to Kindergarten in Fall, 2020.  The Application is due May 15, 2020.  HS/EHS staff are working on the 
proposal now.  Looking to submit a proposal for up to 6 weeks of classroom programming during the 
summer.   

ENERGY SERVICES DEPARTMENT 
Per guidance from HCR, given the challenges of COVID response, Energy Services is requesting an 
extension to spend the 2019-2020 WAP program.  Currently we are $18k underspent. 

The Department Of Energy (DOE) at the federal level has approved the 2020 WAP State Plan meaning 
HCR can prepare the contract packages for 2020-21 (April 1, 2020).  We have not yet received the 2020 
refunding package. 

FAMILY DEVELOPMENT DEPARTMENT 
  On April 16th we received notice of $50,000 in CSBG discretionary funds to be used for COVID- 
  19  Pandemic related services, 2020 Census Hard-to-Count assistance, and/or Back-to-School  
  related readiness; or any combination thereof.  These funds must be fully expended by September  
  30, 2020.  We are working on the Discretionary Budget due May 6th.   We will also need to do an  
  amendment to the current contract as there was an increase per the budget that was finally passed  
  December 2019.  And, we are still waiting to learn the amount CAPCO will receive through the  
  CARES Act for COVID response.   

WIC 
The 19.20WIC Contract is currently forecasting no surplus/loss. 



ITEM/REPORT DUE DATE FILED
Subsidiary ledgers in balance for the month? N/A yes
Bank accounts have been reconciled through? N/A Jan-20
Accounts receivable over 90 days past due N/A yes - Medicaid
Accounts payable over 90 days past due N/A none
NYS Sales and Use Tax Filing 3/21/2020
FT-500  Application for Refund of Sales Tax Paid on Petroleum Products Annually
Coporate Tax Returns - IRS 990 & CHAR 500 (auto-approved 6 months extension) 10/15/2020
Coporate Tax Returns - IRS 5500 (Retirement)  (auto-approved 6 month extension) 10/15/2020
Quarterly payroll tax returns filed by complete payroll qtrly yes
US Dept of Labor - Bureau of Labor Statistics - Multiple Worksite (MWR) qtrly 1/31/2020
Form 1099's 1/31/2020 1/31/2020
EO 38 Filing 6/30/2020

 CSBG 2019 ‐2020 py
 20% Expenditure report
45% Expenditure report
70% Expenditure report
 1st QTR  Program/Fiscal Attestation Forms 1/31/2020 1/31/2020
2nd QTR  Program/Fiscal Attestation Forms 4/30/2020
3rd Qtr  Program/Fiscal Attestation Forms 7/31/2020
4th Qtr  Program/Fiscal Attestation Forms 10/31/2020

MWBE Reports
3rd qtr   (Oct-Dec) 1/10/2020 1/10/2020
4th QTR  (Jan-Mar) 4/10/2020
1st qtr  MWBE Reports  (Apr-Jun) 7/10/2020
2nd qtr  MWBE Reports  (Jul-Sep) 10/10/2020
  Unaudited Financial Statements 3/31/2020

Energy Services

WAP 19‐20 PY
Monthly Voucher to Energy Services for presentation to DHCR 10th of month 4/17/2020
1st qtr MWBE Reports (April-June) 7/10/2019 7/8/2019
2nd qtr   MWBE Reports (July-September) 10/10/2019 10/10/2019
3rd qtr  MWBE Reports (October-December) 1/10/2020 1/10/2020
4th qtr  MWBE Reports (January-March) 4/10/2020
 Unaudited Financial Statements - 19.20WAP 5/31/2020

Head Start & Early Head Start 
Quarterly Form 425:  Enter in Payment Management System (PMS)

1ST QTR (January - March) 4/30/2019 4/4/2019
2ND QTR (April-June) 7/30/2019 7/22/2019
3RD QTR (July-September) 10/30/2019 10/25/2019
4TH QTR (October-December) 1/30/2020 1/30/2020

Form 425 due: Upload to GRANT SOLUTIONS - 19-20 py
semi-annual  (June-November) 1/30/2020 1/30/2020
annual (June-May) 7/30/2020
final  (June-May) 10/30/2020

WIC 19‐20py
Monthly Voucher  (due 45 days after month end) November 1/15/2020
MWBE Reports

1st qtr MWBE Reports (January-March) 4/10/2020
2nd qtr   MWBE Reports (April to June) 7/10/2020
3rd qtr  MWBE Reports (July to September) 10/10/2020
4th qtr  MWBE Reports (October to December) 1/10/2020 1/10/2020
Final Voucher 11/15/2020

CORTLAND COUNTY COMMUNITY ACTION PROGRAM, INC.

FINANCE DIRECTOR MONTHLY CHECKLIST

FOR THE MONTH FEBRUARY 2020

Submitted by Martha Allen on April 21, 2020

Program Reports



CAPCO

Balance Sheet

2/29/2020 1/31/2020 12/31/2019 11/30/2019 10/31/2019

ASSETS

     CURRENT ASSETS

$724,830 $1,140,211 $1,381,763 $1,171,129 $1,178,060           Cash

$825,253 $459,671 $269,157 $525,551 $459,090           Grants Receivable

          Accounts Receivable

ACCOUNTS RECEIVABLE $813,652 $1,146,329 $1,414,262 $1,244,111 $1,091,105 

Less: ALLOWANCE FOR DOUBTFUL ACCOUNTS $334,439 $334,439 $334,439 $334,439 $334,439 

MEDICAID VARIANCE RECEIVABLE $0 $0 $0 $0 $0 

OTHER RECEIVABLES $0 $0 $0 $0 $0 

OTHER RECEIVABLES $645 $588 $565 $514 $468 

$479,858 $812,478 $1,080,388 $910,186 $757,134           Net Accounts Receivable

$94,419 $83,137 $87,521 ($8,506) $6,957           Prepaid Expenses

$2,124,360 $2,495,497 $2,818,829 $2,598,359 $2,401,241      TOTAL CURRENT ASSETS

     PROPERTY AND EQUIPMENT

$791,316 $797,249 $798,505 $773,607 $767,454                Vehicles, furniture and equipment

$1,186,732 $1,186,732 $1,186,732 $1,186,732 $1,186,732                Building

$1,978,048 $1,983,981 $1,985,237 $1,960,339 $1,954,186           NET PROPERTY AND EQUIPMENT AT COST

($1,161,351) ($1,161,351) ($1,161,351) ($1,111,496) ($1,111,496)          Less Accumulated Depreciation

$816,697 $822,630 $823,886 $848,843 $842,690      TOTAL PROPERTY AND EQUIPMENT

$2,941,057 $3,318,127 $3,642,715 $3,447,202 $3,243,932 TOTAL ASSETS

LIABILITIES AND NET ASSETS

          CURRENT LIABILITIES

$6,333 $6,503 $75,122 $71,091 $12,637                Accounts Payable

$249,289 $108,514 $315,311 $40,712 $38,862                Payroll taxes and Accruals

$4,070 $4,070 ($3,268) $3,169 $3,919                Other Current Liabilities

$126,367 $127,332 $73,944 $1,652 $33,680                Defered Income

$386,059 $246,418 $461,110 $116,624 $89,099           Total CURRENT LIABILITIES

$207,804 $208,611 $209,415 $236,129 $236,944           LONG-TERM DEBT

$593,863 $455,029 $670,525 $352,753 $326,043      TOTAL LIABILITIES

$2,347,194 $2,863,098 $2,972,190 $3,094,449 $2,917,888      NET ASSETS

$2,941,057 $3,318,127 $3,642,715 $3,447,202 $3,243,932 Total LIABILITIES AND NET ASSETS



CAPCO4/20/2020

Aged Accounts Payable Report

Vendor Name current 31-60 61-90 over 90 Net Due

AT&T MOBILITY
$201.19 $0.00 $0.00 $0.00 $201.19 

BADJAD PROPERTY MANAGEMENT,LLC
$7,385.00 $0.00 $0.00 $0.00 $7,385.00 

BRANDY STRAUF
$144.24 $0.00 $0.00 $0.00 $144.24 

CORTLAND CITY SCHOOL DISTRICT
$1,400.00 $0.00 $0.00 $0.00 $1,400.00 

D. YAMAN PROPERTIES LLC.
$1,862.00 $0.00 $0.00 $0.00 $1,862.00 

ELM TREE REALTY, LLC
$1,450.00 $0.00 $0.00 $0.00 $1,450.00 

FOOD BANK OF CENTRAL NEW YORK
$694.10 $0.00 $0.00 $0.00 $694.10 

HEP SALES
$0.00 $0.00 $0.00 $5.31 $5.31 

INTERFLEX PAYMENTS, LLC
$389.75 $0.00 $0.00 $0.00 $389.75 

JOHNSTON PAPER CORPORTATION
$971.92 $0.00 $0.00 $0.00 $971.92 

M&T BANK
$2,978.39 $0.00 $0.00 $0.00 $2,978.39 

M&T BANK
$1,613.49 $0.00 $0.00 $0.00 $1,613.49 

M&W MINI STORAGE
$99.00 $0.00 $0.00 $0.00 $99.00 

MCGRAW SCHOOL DISTRICT
$400.00 $0.00 $0.00 $0.00 $400.00 

MICHAEL J SWEENEY
$64.00 $0.00 $0.00 $0.00 $64.00 

NATIONAL GRID
$2,258.57 $0.00 $0.00 $0.00 $2,258.57 

NISSAN MOTOR ACCEPTANCE CORPORATION
$5,264.27 $0.00 $0.00 $0.00 $5,264.27 

NYSEG
$1,985.99 $0.00 $0.00 $0.00 $1,985.99 

PAYCHEX, INC.
$0.00 $74.25 $0.00 $0.00 $74.25 

PLAN FIRST COMPUTER SERVICES
$150.00 $0.00 $0.00 $0.00 $150.00 

TALLMADGE TIRE
$94.96 $0.00 $0.00 $0.00 $94.96 

TOPS MARKETS LLC
$0.00 $176.40 $0.00 $0.00 $176.40 

UNITED WAY
$73.00 $0.00 $0.00 $0.00 $73.00 

VERIZON WIRELESS
$164.48 $0.00 $0.00 $0.00 $164.48 

YMCA
$2,838.68 $0.00 $0.00 $0.00 $2,838.68 

YWCA LEARNING ADVENTURE
$750.00 $0.00 $0.00 $0.00 $750.00 

GRAND TOTALS:

A total of 26 vendor(s) listed

$33,233.03 $250.65 $5.31 $33,488.99 $0.00 



CAPCO

Income Statement

1/1/20-12/31/20 CAPCO ADMINISTRATION

 2020 Budget not final, submit to Board in May

BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOTAL BUDGET  2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020

 1/1/2020 
2/29/2020

 1/1/2020 
2/29/2020

ADM - ADMINISTRATIVE CHARGES
EXPENSES
     PERSONNEL
          SALARIES/WAGES
SALARY/WAGE EXPENSE 0 36,358 0 58,709
NEW ACCRUED BENEFIT TIME 0 2,926 0 4,865

          Total SALARIES/WAGES 0 0 39,283 0 63,574

          FRINGES
FICA EXPENSE 0 2,716 0 4,385
UNEMPLOYMENT INSURANCE EXPENSE 0 794 0 1,283
WORKERS COMP EXPENSE 0 34 0 64
DISABILITY INSURANCE EXPENSE 0 38 0 77
GROUP INSURANCE EXPENSE 0 1,863 0 3,726
401-K EXPENSE 0 1,023 0 1,626
Fringes on Accrued Leave Earned 0 410 0 681

          Total FRINGES 0 0 6,878 0 11,841

     Total PERSONNEL 0 0 46,161 0 75,415

     OTHER THAN PERSONNEL
PROGRAM MATERIALS 0 0 0 0
PROGRAM SUPPLIES 0 0 0 142
OFFICE SUPPLIES 0 631 0 1,803
FOOD & FOOD SUPPLIES 0 69 0 121
COMMERCIAL INSURANCE 0 998 0 1,997
PARKING LOT RENTAL 0 0 0 0
POSTAGE 0 56 0 113
DUPLICATING & PRINTING 0 90 0 262
INTERNET SERVICE 0 136 0 136
TELEPHONE 0 68 0 135
Computer & Software Expense 0 32 0 56
MEETING EXPENSE 0 2,986 0 5,424
CONFERENCE EXPENSE 0 175 0 175
TRAINING & TECHNICAL AST 0 0 0 0
STAFF RECOG. 0 0 0 0
Staff Development 0 40 0 40
LOCAL TRAVEL 0 0 0 0
OUT OF TOWN TRAVEL 0 0 0 48
DUES & SUBSCRIPTIONS 0 0 0 389
PERMITS, FEES, & RENTALS 0 0 0 0
ADVERTISING 0 0 0 0
BUILDING ALLOCATION 0 2,071 0 3,443

     Total OTHER THAN PERSONNEL 0 0 7,352 0 14,284

     CONTRACTUAL
CONTRACTUAL SERVICES-OTHER 0 7,715 0 7,715

     Total CONTRACTUAL 0 0 7,715 0 7,715

     ADMINISTRATION
FINANCIAL AUDIT 0 0 0 0
PAYROLL PROCESSING 0 337 0 495
EAP SERVICES 0 873 0 1,747
EQUIPMENT DEPRECIATION 0 0
ADMINISTRATIVE ALLOCATION 0 -62,492 0 -99,709

     Total ADMINISTRATION 0 0 -61,282 0 -97,468

Total EXPENSES 0 0 -54 0 -54

NET SURPLUS/(DEFICIT) 0 0 -54 0 54

ADM-FEB-2020



CAPCO

Income Statement

1/1/20-12/31/20 CAPCO FACILITY

 2020 Budget not final, submit to Board in May

ACTUAL YTD ACTUAL

LINE ITEM TOT BUDGET BUDGET  2/1/2020 
2/29/2020 YTD BUDGET  1/1/2020 

2/29/2020

EXPENSES
     PERSONNEL
          SALARIES/WAGES
SALARY/WAGE EXPENSE 0 433 0 695

          Total SALARIES/WAGES 0 0 433 0 695

          FRINGES
FICA EXPENSE 0 31 0 49
UNEMPLOYMENT INSURANCE EXPENSE 0 9 0 15
WORKERS COMP EXPENSE 0 0 0 1
GROUP INSURANCE EXPENSE 0 0
401-K EXPENSE 0 13 0 21

          Total FRINGES 0 0 53 0 86

     Total PERSONNEL 0 0 486 0 781

     OTHER THAN PERSONNEL
OFFICE SUPPLIES 0 50 0 90
COMMERCIAL INSURANCE 0 846 0 1,691
OFFICE UTILITIES 0 2,332 0 4,890
JANITORIAL MAINTENANCE 0 390 0 643
BUILDING MAINTENANCE 0 3,576 0 5,363
TRASH REMOVAL 0 0 0 186
LOCAL TRAVEL 0 1 0 1
BUILDING ALLOCATION 0 -11,177 0 -18,585

     Total OTHER THAN PERSONNEL 0 0 -3,982 0 -5,720

     CONTRACTUAL
CONTRACTUAL SERVICES-OTHER 0 0 0 0

     Total CONTRACTUAL 0 0 0 0 0

Total EXPENSES 0 0 (3,496) 0 (4,939)

NET SURPLUS/(DEFICIT) 0 0 3,496 0 4,939

BLDG-FEB-2020



CAPCO

Income Statement

1/1/20-12/31/20 CDPAP-MEDICAID

 2020 Budget not final, submit to Board in May

ACTUAL YTD ACTUAL

LINE ITEM TOT 
BUDGET BUDGET  2/1/2020 

2/29/2020 YTD BUDGET  1/1/2020 
2/29/2020

MEDICAID - MEDICAID    

REVENUE

     OTHER REVENUE
MEDICAID REVENUE 0 478,494 0 646,605
OTHER INCOME 0 0 0 0

     Total OTHER REVENUE 0 0 478,494 0 646,605

Total REVENUE 0 0 478,494 0 646,605

EXPENSES
     PERSONNEL
          SALARIES/WAGES
SALARY/WAGE EXPENSE 0 323,630 0 448,439
NEW ACCRUED BENEFIT TIME 0 830 0 1,380

          Total SALARIES/WAGES 0 0 324,461 0 449,819

          FRINGES
FICA EXPENSE 0 24,664 0 34,058
UNEMPLOYMENT INSURANCE EXPENSE 0 7,071 0 11,667
WORKERS COMP EXPENSE 0 6,943 0 15,371
DISABILITY INSURANCE EXPENSE 0 1,202 0 2,246
GROUP INSURANCE EXPENSE 0 5,315 0 10,631
401-K EXPENSE 0 3,434 0 4,727
Fringes on Accrued Leave Earned 0 116 0 193

          Total FRINGES 0 0 48,746 0 78,893

     Total PERSONNEL 0 0 373,207 0 528,712

     OTHER THAN PERSONNEL
PROGRAM MATERIALS 0 0
OFFICE SUPPLIES 0 0 0 0
PARKING LOT RENTAL 0 8 0 17
POSTAGE 0 389 0 643
DUPLICATING & PRINTING 0 92 0 92
INTERNET SERVICE 0 19 0 39
TELEPHONE 0 2 0 3
Computer & Software Expense 0 0
CONFERENCE EXPENSE 0 0
TRAINING & TECHNICAL AST 0 0
Staff Development 0 0
LOCAL TRAVEL 0 3,278 0 4,956
OUT OF TOWN TRAVEL 0 0
STAFF IMMUNIZATIONS 0 183 0 336
DUES & SUBSCRIPTIONS 0 201 0 201
BACKGROUND CHECKS 0 0 0 424
PERMITS, FEES, & RENTALS 0 1,174 0 2,026
ADVERTISING 0 0 0 0
BUILDING ALLOCATION 0 431 0 716

     Total OTHER THAN PERSONNEL 0 0 5,777 0 9,452

     CONTRACTUAL
CONTRACTUAL SERVICES-OTHER 0 0 201 0 201

     Total INKIND 0 0 201 0 201

     ADMINISTRATION
FINANCIAL AUDIT 0 1,455 0 1,455
PAYROLL PROCESSING 0 1,726 0 6,279
ADMINISTRATIVE ALLOCATION 0 26,029 0 41,674

     Total ADMINISTRATION 0 0 29,211 0 49,408

Total EXPENSES 0 0 408,396 0 587,772

NET SURPLUS/(DEFICIT) 0 0 70,099 0 58,833

MEDICAID-FEB-2020



CAPCO

Income Statement

6/1/19-5/31/20 ECD GRANTS

BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOTAL 
BUDGET

 2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020  2/29/2020 2/29/2020 FORECAST TOTAL 

CONTRACT REMAINING

HSP - Head Start

REVENUE

     GRANT REVENUE
GRANT REVENUE 1,669,133 139,094 183,861 1,251,850 1,122,339 546,794 1,669,133 0

TOTAL GRANT REVENUE 1,669,133 139,094 183,861 1,251,850 1,122,339 546,794 1,669,133 0

     OTHER REVENUE
SPECIAL NEEDS SERVICE REIMBURSEMENT 0 0 2,153 0 4,306 0 4,306 -4,306
OTHER INCOME 0 0 1,959 0 8,084 0 8,084 -8,084
CASH DONATIONS 0 0 0 0 90 0 90 -90
INKIND DONATIONS 550,937 45,911 0 413,203 109,006 141,931 250,937 300,000

TOTAL OTHER REVENUE 550,937 45,911 4,112 413,203 121,486 141,931 263,417 287,520

Total REVENUE 2,220,070 185,006 187,973 1,665,053 1,243,825 688,725 1,932,551 287,520

EXPENSES
     PERSONELL

          WAGES/SALARIES

SALARY/WAGE EXPENSE 1,125,480 93,790 133,100 844,110 742,035 349,505 1,091,541 33,940
NEW ACCRUED BENEFIT TIME 30,153 2,513 4,080 22,615 27,505 12,241 39,746 -9,593

          Total WAGES/SALARIES 1,155,633 96,303 137,181 866,725 769,540 361,746 1,131,286 24,347

          FRINGES
FICA EXPENSE 85,845 7,154 9,752 64,384 54,596 25,609 80,205 5,640
UNEMPLOYMENT INSURANCE EXPENSE 24,519 2,043 2,961 18,389 16,495 7,637 24,132 387
WORKERS COMP EXPENSE 10,076 840 962 7,557 7,595 2,526 10,121 -45
DISABILITY INSURANCE EXPENSE 2,832 236 289 2,124 2,660 172 2,832 0
GROUP INSURANCE EXPENSE 120,814 10,068 8,990 90,610 79,742 26,971 106,713 14,101
401-K EXPENSE 30,598 2,550 2,440 22,948 13,984 6,406 20,390 10,207
Fringes on Accrued Leave Earned 3,211 268 571 2,408 3,851 1,714 5,564 -2,353

          Total FRINGES 277,894 23,158 25,965 208,421 178,924 71,034 249,957 27,937

     Total PERSONELL 1,433,528 119,461 163,146 1,075,146 948,464 432,780 1,381,244 52,284

     MATERIALS
PROGRAM MATERIALS 0 0 0 0 991 0 991 -991
PROGRAM SUPPLIES 7,339 612 296 5,504 4,604 9,744 14,348 -7,009
MEDICAL SUPPLIES 1,500 125 1,125 1,500 1,500 0
DISABILITY SUPPLIES 1,000 83 0 750 141 859 1,000 0
EDUCATIONAL SUPPLIES 7,500 625 612 5,625 7,255 245 7,500 0

     Total MATERIALS 17,339 1,445 908 13,004 12,991 12,348 25,339 -8,000

     OTHER THAN PERSONELL
FOOD & FOOD SUPPLIES 23,500 1,958 2,951 17,625 22,358 19,175 41,532 -18,032
SPEECH SERVICES 1,000 83 0 750 987 13 1,000 0
DENTAL SERVICES 500 42 375 0 0 500
MENTAL HEALTH SERVICES 0 0 0 0
PARENT SERVICES 2,500 208 13 1,875 411 39 451 2,049
FAMILY EMPOWERMENT 0 0 0 0 0 0
CHILD ACCIDENT INSURANCE 652 54 45 489 471 136 607 45
VEHICLE INSURANCE 2,600 217 188 1,950 1,517 564 2,082 518
VEHICLE MAINTENANCE 1,500 125 21 1,125 632 868 1,500 0
VEHICLE FUEL 3,000 250 64 2,250 520 191 711 2,289
VEHICLE REGISTRATION 200 17 0 150 38 162 200 0
INTERNET SERVICE 1,500 125 296 1,125 2,589 887 3,475 -1,975

ECD-FEB-2020_policy council HSP



BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOTAL 
BUDGET

 2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020  2/29/2020 2/29/2020 FORECAST TOTAL 

CONTRACT REMAINING

HSP - Head Start
CENTER TELEPHONE 1,500 125 100 1,125 794 301 1,095 405
Computer & Software Expense 5,000 417 3,761 3,750 4,846 1,615 6,461 -1,461
MEETING EXPENSE 0 0 0 0 108 0 108 -108
CONFERENCE EXPENSE 1,000 83 750 0 0 0 1,000
TRAINING & TECHNICAL AST 1,000 83 315 750 3,814 0 3,814 -2,814
TEACHER TRAININGS 3,000 250 0 2,250 144 0 144 2,856
Staff Development 500 42 375 0 500 500 0
LOCAL TRAVEL 3,000 250 62 2,250 554 0 554 2,446
OUT OF TOWN TRAVEL 1,000 83 0 750 541 459 1,000 0
POLICY COUNCIL EXPENSE 1,000 83 33 750 658 98 755 245
STAFF IMMUNIZATIONS 500 42 84 375 303 251 554 -54
DUES & SUBSCRIPTIONS 10,000 833 592 7,500 8,991 1,776 10,767 -767
BACKGROUND CHECKS 1,200 100 56 900 877 167 1,044 156
PERMITS, FEES, & RENTALS 3,000 250 0 2,250 3,263 1,088 4,351 -1,351
EQUIPMENT MAINTENANCE 500 42 375 0 0 500

     Total OTHER THAN PERSONELL 69,152 5,763 8,580 51,864 54,415 28,291 82,706 -13,554

     CONTRACTUAL
CONTRACTUAL SERVICES-OTHER 9,000 750 239 6,750 2,970 990 3,960 5,040

     Total CONTRACTUAL 9,000 750 239 6,750 2,970 990 3,960 5,040

     INKIND
VOLUNTEERS/INTERNS 0 0 0 24,380 24,380 -24,380
VOLUNTEERS-PROFESSIONALS 93,319 7,777 69,989 26,698 135,120 161,818 -68,499
INKIND DONATIONS 194,152 16,179 145,614 3,063 0 3,063 191,089
INKIND TRANSPORTATION 229,930 19,161 172,448 28,140 0 28,140 201,790
INKIND DONATED SPACE 33,536 2,795 25,152 26,725 6,811 33,536 0

     Total INKIND 550,937 45,911 413,203 109,006 141,931 250,937 300,000

     SPACE
PROGRAM RENT 62,194 5,183 7,215 46,646 50,384 21,646 72,030 -9,836
PROGRAM UTILITIES 2,200 183 193 1,650 1,836 612 2,448 -248
SMAIN BLG ALLOCATION 35,000 2,917 2,577 26,250 34,005 13,335 47,339 -12,339

     Total Space 99,394 8,283 9,986 74,546 86,225 35,593 121,818 -22,423

     ADMINISTRATION
OFFICE SUPPLIES 4,560 380 71 3,420 2,769 3,291 6,060 -1,500
COMMERCIAL INSURANCE 2,160 180 35 1,620 1,652 508 2,160 0
PARKING LOT RENTAL 200 17 12 150 382 35 416 -216
JANITORIAL MAINTENANCE 3,000 250 0 2,250 1,244 1,756 3,000 0
BUILDING MAINTENANCE 0 0 0 16 0 16 -16
FINANCIAL AUDIT 5,400 450 778 4,050 4,496 904 5,400 0
PAYROLL PROCESSING 4,500 375 644 3,375 5,952 1,984 7,936 -3,436
POSTAGE 1,200 100 95 900 617 2,083 2,700 -1,500
DUPLICATING & PRINTING 5,000 417 434 3,750 3,454 3,046 6,500 -1,500
TELEPHONE 1,200 100 12 900 57 36 93 1,107
ADVERTISING 1,500 125 181 1,125 1,325 175 1,500 0
OTHER EXPENDITURES 0 0 0 12,480 12,480 -12,480
BUILDING DEPRECIATION 0 0 0 3,666 2,618 6,284 -6,284
BUILDING ALLOCATION 12,000 1,000 701 9,000 4,806 7,194 12,000 0

     Total ADMINISTRATION 40,720 3,393 2,962 30,540 30,435 36,112 66,547 -25,827

Total EXPENSES 2,220,070 185,006 185,820 1,665,053 1,244,505 688,045 1,932,550 287,520

NET SURPLUS/(DEFICIT) 0 0 2,153 0 -680 680 0 0

ECD-FEB-2020_policy council HSP



CAPCO

Income Statement

6/1/19-5/31/20 ECD GRANTS

BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOTAL 
BUDGET

 2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020  2/29/2020 2/29/2020 FORECAST TOTAL 

CONTRACT REMAINING

TTA - HEAD START TRAINING & TECH ASST

REVENUE

     GRANT REVENUE
GRANT REVENUE 22,400 1,867 36 16,800 18,084 4,317 22,400 0

TOTAL GRANT REVENUE 22,400 1,867 36 16,800 18,084 4,317 22,400 0

Total REVENUE 22,400 1,867 36 16,800 18,084 4,317 22,400 0

EXPENSES
     MATERIALS
PROGRAM SUPPLIES 2,000 167 0 1,500 0 2,000 2,000 0

     Total MATERIALS 2,000 167 0 1,500 0 2,000 2,000 0

     OTHER THAN PERSONELL
MEETING EXPENSE 0 0 0 0 0 0 0 0
CONFERENCE EXPENSE 0 0 0 0 3,518 0 3,518 -3,518
TRAINING & TECHNICAL AST 3,000 250 0 2,250 5,777 0 5,777 -2,777
OUT OF TOWN TRAVEL 11,500 958 36 8,625 8,788 0 8,788 2,712

     Total OTHER THAN PERSONELL 14,500 1,208 36 10,875 18,084 0 18,084 -3,584

     CONTRACTUAL
CONTRACTUAL SERVICES-OTHER 5,900 492 0 4,425 0 2,317 2,317 3,584

     Total CONTRACTUAL 5,900 492 0 4,425 0 2,317 2,317 3,584

Total EXPENSES 22,400 1,867 36 16,800 18,084 4,317 22,400 0

NET SURPLUS/(DEFICIT) 0 0 0 0 0 0 0 0

ECD-FEB-2020_policy council TTA



CAPCO

Income Statement

6/1/19-5/31/20 ECD GRANTS   

BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOTAL 
BUDGET

 2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020  2/29/2020 2/29/2020 FORECAST TOTAL 

CONTRACT REMAINING

EHS - Early Head Start

REVENUE

     GRANT REVENUE
GRANT REVENUE 968,994 80,749 107,088 726,745 728,525 240,469 968,994 0

TOTAL GRANT REVENUE 968,994 80,749 107,088 726,745 728,525 240,469 968,994 0

     OTHER REVENUE
OTHER INCOME 0 0 0 0 0 0 0 0
INKIND DONATIONS 170,920 14,243 128,190 63,534 107,386 170,920 0

TOTAL OTHER REVENUE 170,920 14,243 0 128,190 63,534 107,386 170,920 0

Total REVENUE 1,139,914 94,993 107,088 854,935 792,059 347,855 1,139,914 0

EXPENSES
     PERSONELL
          WAGES/SALARIES
SALARY/WAGE EXPENSE 579,134 48,261 73,469 434,351 454,751 151,523 606,274 -27,140
NEW ACCRUED BENEFIT TIME 39,419 3,285 4,720 29,564 31,791 10,226 42,017 -2,597

          Total WAGES/SALARIES 618,554 51,546 78,189 463,915 486,542 161,749 648,291 -29,737

          FRINGES
FICA EXPENSE 46,400 3,867 5,345 34,800 32,917 11,023 43,940 2,460
UNEMPLOYMENT INSURANCE EXPENSE 13,253 1,104 1,649 9,940 10,199 3,311 13,510 -257
WORKERS COMP EXPENSE 5,446 454 501 4,085 5,382 1,034 6,416 -970
DISABILITY INSURANCE EXPENSE 1,582 132 135 1,187 1,242 340 1,582 0
GROUP INSURANCE EXPENSE 112,350 9,363 4,588 84,263 49,437 13,763 63,201 49,150
401-K EXPENSE 16,114 1,343 1,531 12,085 9,306 3,158 12,465 3,649
Fringes on Accrued Leave Earned 4,198 350 661 3,149 4,451 1,421 5,872 -1,674

          Total FRINGES 199,343 16,612 14,411 149,507 112,935 34,050 146,985 52,358

     Total PERSONELL 817,896 68,158 92,599 613,422 599,476 195,799 795,276 22,621

     MATERIALS
PROGRAM MATERIALS 0 0 0 0 291 0 291 -291
PROGRAM SUPPLIES 7,834 653 439 5,876 11,251 500 11,751 -3,917
MEDICAL SUPPLIES 750 63 563 750 750 0
DISABILITY SUPPLIES 500 42 0 375 50 450 500 0
EDUCATIONAL SUPPLIES 3,000 250 113 2,250 2,651 349 3,000 0

     Total MATERIALS 12,084 1,007 552 9,063 14,243 2,049 16,293 -4,209

     OTHER THAN PERSONELL
FOOD & FOOD SUPPLIES 17,000 1,417 1,383 12,750 16,247 7,509 23,756 -6,756
SPEECH SERVICES 250 21 188 0 0 250
DENTAL SERVICES 250 21 188 0 0 250
MENTAL HEALTH SERVICES 0 0 0 0 0 0
PARENT SERVICES 750 63 0 563 124 124 248 502
FAMILY EMPOWERMENT 0 0 0 0 0 0
CHILD ACCIDENT INSURANCE 230 19 16 173 165 48 213 17
VEHICLE INSURANCE 2,600 217 257 1,950 2,091 771 2,862 -262
VEHICLE MAINTENANCE 1,000 83 21 750 944 500 1,444 -444
VEHICLE FUEL 3,000 250 50 2,250 494 150 645 2,355
VEHICLE REGISTRATION 200 17 0 150 14 150 164 36
INTERNET SERVICE 4,332 361 269 3,249 2,403 808 3,211 1,121
CENTER TELEPHONE 1,200 100 222 900 1,898 665 2,563 -1,363
Computer & Software Expense 2,000 167 1,321 1,500 1,689 1,311 3,000 -1,000

ECD-FEB-2020_policy council EHS



BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOTAL 
BUDGET

 2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020  2/29/2020 2/29/2020 FORECAST TOTAL 

CONTRACT REMAINING

EHS - Early Head Start
CONFERENCE EXPENSE 500 42 0 375 36 0 36 464
TRAINING & TECHNICAL AST 750 63 180 563 1,492 0 1,492 -742
TEACHER TRAININGS 750 63 125 563 144 0 144 606
Staff Development 0 0 0 0 0 0
LOCAL TRAVEL 1,200 100 31 900 171 57 228 972
OUT OF TOWN TRAVEL 500 42 0 375 219 281 500 0
POLICY COUNCIL EXPENSE 500 42 0 375 157 157 314 186
STAFF IMMUNIZATIONS 250 21 29 188 67 0 67 183
DUES & SUBSCRIPTIONS 3,000 250 208 2,250 3,691 624 4,315 -1,315
BACKGROUND CHECKS 750 63 19 563 173 0 173 577
PERMITS, FEES, & RENTALS 3,500 292 0 2,625 3,853 0 3,853 -353
EQUIPMENT MAINTENANCE 100 8 75 0 0 100

     Total OTHER THAN PERSONELL 44,612 3,718 4,132 33,459 36,074 13,155 49,228 -4,616

     CONTRACTUAL
CONTRACTUAL SERVICES-OTHER 5,000 417 490 3,750 5,606 1,469 7,075 -2,075

     Total CONTRACTUAL 5,000 417 490 3,750 5,606 1,469 7,075 -2,075

     INKIND
VOLUNTEERS/INTERNS 0 0 0 8,557 0 8,557 -8,557
VOLUNTEERS-PROFESSIONALS 126,678 10,557 95,009 18,531 92,436 110,967 15,711
INKIND DONATIONS 1,642 137 1,232 8,796 8,796 -7,154
INKIND DONATED SPACE 42,600 3,550 31,950 27,650 14,950 42,600 0

     Total INKIND 170,920 14,243 0 128,190 63,534 107,386 170,920 0

     SPACE
PROGRAM RENT 46,645 3,887 3,887 34,983 33,533 11,661 45,195 1,450
PROGRAM UTILITIES 7,000 583 3,549 5,250 13,996 4,665 18,662 -11,662
SMAIN BLG ALLOCATION 15,500 1,292 319 11,625 4,350 2,450 6,800 8,700

     Total SPACE 69,145 5,762 7,755 51,858 51,880 18,777 70,656 -1,512

     ADMINISTRATION
OFFICE SUPPLIES 2,000 167 23 1,500 967 1,033 2,000 0
COMMERCIAL INSURANCE 537 45 122 403 1,314 365 1,678 -1,141
PARKING LOT RENTAL 70 6 4 53 29 12 42 29
JANITORIAL MAINTENANCE 3,000 250 246 2,250 3,634 1,000 4,634 -1,634
BUILDING MAINTENANCE 0 72 0 1,935 0 1,935 -1,935
TRASH REMOVAL 1,400 117 -35 1,050 790 263 1,054 346
FINANCIAL AUDIT 3,200 267 456 2,400 2,639 561 3,200 0
PAYROLL PROCESSING 2,300 192 244 1,725 2,507 836 3,343 -1,043
POSTAGE 500 42 7 375 203 1,797 2,000 -1,500
DUPLICATING & PRINTING 2,000 167 156 1,500 1,293 2,207 3,500 -1,500
TELEPHONE 1,000 83 2 750 8 5 13 987
ADVERTISING 250 21 0 188 333 0 333 -83
BUILDING DEPRECIATION 0 0 0 0 2,549 1,593 4,142 -4,142
BUILDING ALLOCATION 4,000 333 263 3,000 1,804 789 2,593 1,407

     Total ADMINISTRATION 20,257 1,688 1,560 15,193 20,005 10,461 30,466 -10,209

Total EXPENSES 1,139,914 94,993 107,088 854,936 790,818 349,096 1,139,914 0

NET SURPLUS/(DEFICIT) 0 0 0 0 1,241 -1,241 0 0

ECD-FEB-2020_policy council EHS



CAPCO

Income Statement

6/1/19-5/31/20 ECD GRANTS

BUDGET ACTUAL YTD BUDGET YTD 
ACTUAL

LINE ITEM TOTAL 
BUDGET

 2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020  2/29/2020 2/29/2020 FORECAST TOTAL 

CONTRACT REMAINING

ETA - EARLY HS TRAINING & TECH. ASST

REVENUE

     GRANT REVENUE
GRANT REVENUE 24,000 2,000 5,139 18,000 13,459 10,541 24,000 0

TOTAL GRANT REVENUE 24,000 2,000 5,139 18,000 13,459 10,541 24,000 0

Total REVENUE 24,000 2,000 5,139 18,000 13,459 10,541 24,000 0

EXPENSES
     MATERIALS
PROGRAM SUPPLIES 1,800 150 0 1,350 0 1,800 1,800 0

     Total MATERIALS 1,800 150 0 1,350 0 1,800 1,800 0

     OTHER THAN PERSONELL
MEETING EXPENSE 0 0 0 0 0 0 0 0
CONFERENCE EXPENSE 0 0 1,009 0 2,547 0 2,547 -2,547
TRAINING & TECHNICAL AST 4,600 383 150 3,450 2,075 2,525 4,600 0
OUT OF TOWN TRAVEL 13,300 1,108 3,980 9,975 8,838 1,916 10,753 2,547

     Total OTHER THAN PERSONELL 17,900 1,492 5,139 13,425 13,459 4,441 17,900 0

     CONTRACTUAL
CONTRACTUAL SERVICES-OTHER 4,300 358 0 3,225 0 4,300 4,300 0

     Total CONTRACTUAL 4,300 358 0 3,225 0 4,300 4,300 0

Total EXPENSES 24,000 2,000 5,139 18,000 13,459 10,541 24,000 0

NET SURPLUS/(DEFICIT) 0 0 0 0 0 0 0 0

ECD-FEB-2020_policy council ETA



CAPCO

Income Statement

6/1/19-5/31/20 ECD GRANTS

BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOTAL 
BUDGET

 2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020  2/29/2020 2/29/2020 FORECAST TOTAL 

CONTRACT REMAINING

MAG - Management and General
REVENUE
     GRANT REVENUE
GRANT REVENUE 202,901 16,908 21,085 152,176 123,757 79,144 202,901 0

TOTAL GRANT REVENUE 202,901 16,908 21,085 152,176 123,757 79,144 202,901 0

Total REVENUE 202,901 16,908 21,085 152,176 123,757 79,144 202,901 0

     ADMINISTRATION
ADMINISTRATIVE ALLOCATION 202,901 16,908 21,085 152,176 123,862 79,039 202,901 0

     Total ADMINISTRATION 202,901 16,908 21,085 152,176 123,862 79,039 202,901 0

Total EXPENSES 202,901 16,908 21,085 152,176 123,862 79,039 202,901 0

NET SURPLUS/(DEFICIT) 0 0 0 0 -105 105 0 0

ECD-FEB-2020_policy council MAG



CAPCO

Income Statement

6/1/19-5/31/20 ECD GRANTS

BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOTAL 
BUDGET

 2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020  2/29/2020 2/29/2020 FORECAST TOTAL 

CONTRACT REMAINING

UPK - Universal Pre-K
REVENUE
     GRANT REVENUE
GRANT REVENUE 211,200 17,600 0 158,400 120,780 80,520 201,300 9,900

TOTAL GRANT REVENUE 211,200 17,600 0 158,400 120,780 80,520 201,300 9,900

     OTHER REVENUE    
SERVICE FEES 0 0 9,716 0 39,681 17,834 57,515 -57,515
SALARY REIMBURSEMENTS 37,000 3,083 0 27,750 0 0 37,000
OTHER INCOME 0 1,276 1,276 -1,276

TOTAL OTHER REVENUE 37,000 3,083 9,716 27,750 40,957 17,834 57,515 -20,515

Total REVENUE 248,200 20,683 9,716 186,150 161,737 98,354 258,815 -10,615

EXPENSES
     PERSONELL
          WAGES/SALARIES
SALARY/WAGE EXPENSE 140,726 11,727 32,642 105,544 107,287 42,751 150,038 -9,312
NEW ACCRUED BENEFIT TIME 2,781 232 333 2,086 2,205 2,164 4,368 -1,587

          Total WAGES/SALARIES 143,507 11,959 32,975 107,630 109,492 44,914 154,406 -10,899

          FRINGES
FICA EXPENSE 10,914 910 2,458 8,186 8,007 3,270 11,277 -363
UNEMPLOYMENT INSURANCE EXPENSE 3,117 260 713 2,338 2,285 934 3,219 -102
WORKERS COMP EXPENSE 1,281 107 209 961 775 547 1,322 -41
DISABILITY INSURANCE EXPENSE 333 28 76 249 268 65 333 0
GROUP INSURANCE EXPENSE 9,270 773 1,078 6,953 8,005 3,233 11,238 -1,968
401-K EXPENSE 3,674 306 467 2,756 1,914 1,116 3,030 644
Fringes on Accrued Leave Earned 296 25 47 222 309 297 606 -309

          Total FRINGES 28,886 2,407 5,047 21,664 21,562 9,463 31,025 -2,139

     Total PERSONELL 172,393 14,366 38,022 129,295 131,054 54,377 185,431 -13,039

MATERIALS
PROGRAM SUPPLIES 7,500 625 688 5,625 696 2,065 2,761 4,739
EDUCATIONAL SUPPLIES 0 0 0 0 776 0 776 -776

     Total MATERIALS 7,500 625 688 5,625 1,473 2,065 3,537 3,963

     OTHER THAN PERSONELL
FOOD & FOOD SUPPLIES 0 0 0 0 0 0 0 0
INTERNET SERVICE 30 3 4 23 31 12 43 -13
CENTER TELEPHONE 0 0 8 0 55 25 80 -80
CONFERENCE EXPENSE 0 0 0 0 2,436 2,436 -2,436
TRAINING & TECHNICAL AST 400 33 0 300 0 0 0 400
TEACHER TRAININGS 2,000 167 0 1,500 0 0 0 2,000
Staff Development 0 0 0 0 0 0 0 0
CONFERENCE EXPENSE 0 0 0 0 0 0 0 0
LOCAL TRAVEL 1,000 83 39 750 59 116 176 824
Out of Town Travel 2,000 167 2,406 1,500 2,653 2,653 -653
DUES & SUBSCRIPTIONS 1,100 92 0 825 1,276 1,276 -176

     Total OTHER THAN PERSONELL 6,530 544 2,457 4,898 6,511 152 6,663 -133

     CONTRACTUAL
CONTRACTUAL SERVICES-OTHER 0 0 0 0 0 0 0 0

     Total CONTRACTUAL 0 0 0 0 0 0 0 0

     SPACE
PROGRAM RENT 18,964 1,580 2,030 14,223 17,138 6,089 23,227 -4,263
SMAIN BLG ALLOCATION 0 0 57 0 1,287 172 1,459 -1,459

     Total SPACE 18,964 1,580 2,087 14,223 18,425 6,261 24,686 -5,722

     ADMINISTRATION
COMMERCIAL INSURANCE 489 41 5 367 308 181 489 0
PARKING LOT RENTAL 25 2 1 19 6 19 25 0
FINANCIAL AUDIT 700 58 98 525 614 86 700 0
PAYROLL PROCESSING 450 38 59 338 397 53 450 0
TELEPHONE 100 8 0 75 2 98 100 0
ADVERTISING 0 0 0 0 0 0
BUILDING DEPRECIATION 0 0 0 0 485 303 788 -788
ADMINISTRATIVE ALLOCATION 16,036 1,336 2,943 12,027 9,752 3,927 13,678 2,357
BUILDING ALLOCATION 1,000 83 48 750 327 673 1,000 0

     Total ADMINISTRATION 18,800 1,567 3,154 14,100 11,892 5,339 17,231 1,569

Total EXPENSES 224,187 18,682 46,408 168,140 169,354 68,195 237,549 -13,362

NET SURPLUS/(DEFICIT) 24,013 2,001 -36,691 18,010 -7,617 30,159 21,266 2,747

ECD-FEB-2020_policy council UPK



CAPCO

Income Statement
4/1/19 to 3/31/20 WAP  

AMENDED BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOTAL 
BUDGET

 2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020 2/29/2020 2/29/2020 FORECAST TOTAL 

CONTRACT REMAINING

19.20WAP - 2019-2020 WAP

REVENUE

     GRANTS
GRANT REVENUE 400,000 33,333 59,130 366,667 353,886 27,556 381,442 18,558

     Total Grants 400,000 33,333 59,130 366,667 353,886 27,556 381,442 18,558

Total Revenue 400,000 33,333 59,130 366,667 353,886 27,556 381,442 18,558

EXPENSES
     Materials

PROGRAM MATERIALS 44,828 3,736 6,446 41,092 42,997 1,831 44,828 0
SUBCONTRACT MATERIALS 500 42 1,625 458 1,625 700 2,325 -1,825

               Total 45,328 3,777 8,071 41,551 44,622 2,531 47,153 -1,825

     Total 45,328 3,777 8,071 41,551 44,622 2,531 47,153 -1,825

     Personnel
          Agency Labor
               Agency Salaries
SALARY/WAGE EXPENSE 174,264 14,522 32,760 159,742 155,542 11,909 167,451 6,813
NEW ACCRUED BENEFIT TIME 13,258 1,105 1,682 12,153 12,003 1,255 13,258 0

               Total Agency Salaries 187,522 15,627 34,442 171,895 167,544 13,164 180,709 6,813

               Fringes
FICA EXPENSE 14,280 1,190 2,413 13,090 11,722 898 12,620 1,660
UNEMPLOYMENT INSURANCE EXPENSE 4,079 340 736 3,739 3,644 279 3,924 155
WORKERS COMP EXPENSE 20,573 1,714 1,214 18,859 6,960 533 7,493 13,080
DISABILITY INSURANCE EXPENSE 383 32 28 351 311 72 383 0
GROUP INSURANCE EXPENSE 26,497 2,208 2,294 24,289 22,485 2,294 24,779 1,718
401-K EXPENSE 5,600 467 917 5,133 3,926 301 4,226 1,374
Fringes on Accrued Leave Earned 1,310 109 236 1,201 1,680 176 1,856 -546

               Total Fringes 72,722 6,060 7,838 66,662 50,729 4,552 55,281 17,442

          Total Agency Labor 260,244 21,687 42,280 238,557 218,274 17,716 235,990 24,255

          Subcontracted Labor
SUBCONTRACT LABOR 1,000 83 -225 917 1,061 1,061 -61

          Total Subcontracted Labor 1,000 83 -225 917 1,061 0 1,061 -61

     Total Personnel 261,244 21,770 42,055 239,474 219,335 17,716 237,051 24,194

     Program Support
PROGRAM SUPPLIES 2,200 183 361 2,017 1,255 0 1,255 945
OFFICE SUPPLIES 1,800 150 0 1,650 507 206 713 1,087
VEHICLE INSURANCE 2,988 249 208 2,739 2,228 208 2,436 552
VEHICLE MAINTENANCE 2,350 196 0 2,154 11,349 208 11,557 -9,207
VEHICLE FUEL 3,800 317 558 3,483 3,349 594 3,943 -143
VEHICLE REGISTRATION 350 29 0 321 299 0 299 51
PROGRAM RENT 1,200 100 99 1,100 1,188 99 1,287 -87
PARKING LOT RENTAL 778 65 57 713 597 57 655 123
POSTAGE 300 25 16 275 245 51 295 5

ESD-FEB-2020 WAP



AMENDED BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOTAL 
BUDGET

 2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020 2/29/2020 2/29/2020 FORECAST TOTAL 

CONTRACT REMAINING

DUPLICATING & PRINTING 300 25 0 275 7 1 8 292
INTERNET SERVICE 360 30 24 330 258 24 281 79
TELEPHONE 1,850 154 118 1,696 1,131 92 1,223 627
Staff Development 450 38 0 413 140 0 140 310
LOCAL TRAVEL 350 29 5 321 98 0 98 252
OUT OF TOWN TRAVEL 1,450 121 111 1,329 1,886 44 1,929 -479
TOOLS EXPENSE 1,800 150 231 1,650 1,286 924 2,210 -410
DUES & SUBSCRIPTIONS 650 54 0 596 350 0 350 300
BACKGROUND CHECKS 0 0 0 0 75 0 75 -75
PERMITS, FEES, & RENTALS 80 7 0 73 250 0 250 -170
ADVERTISING 250 21 0 229 144 0 144 106
EQUIPMENT MAINTENANCE 0 0 0 0 565 0 565 -565
BUILDING ALLOCATION 11,218 935 1,043 10,283 8,097 561 8,658 2,560

     Total Program Support 34,524 2,877 2,831 31,647 35,303 3,067 38,370 -3,846

     Audit
FINANCIAL AUDIT 1,804 150 171 1,654 1,423 0 1,423 381

     Total Audit 1,804 150 171 1,654 1,423 0 1,423 381

     T & TA
TRAINING & TECHNICAL AST 4,500 375 0 4,125 4,318 1,086 5,404 -904

     Total T & TA 4,500 375 0 4,125 4,318 1,086 5,404 -904

     HEALTH AND SAFETY
HEALTH AND SAFETY WAGES 0 0 916 0 11,273 831 12,103 -12,103
HEALTH AND SAFETY 28,500 2,375 1,361 26,125 15,838 0 15,838 12,662
HEALTH & SAFETY-SUBMATERIAL 0 0 0 0 0 0 0
HEALTH & SAFETY SUBLABOR 0 0 0 0 0 0 0

     Total Health and Safety 28,500 2,375 2,278 26,125 27,111 831 27,941 559

LIABILITY INSURANCE 100 8 0 92 100 0 100 0

     Administration
PAYROLL PROCESSING 1,000 83 55 917 708 292 1,000 0
ADMINISTRATIVE ALLOCATION 23,000 1,917 3,669 21,083 20,967 2,033 23,000 0

     Total Administration 24,000 2,000 3,724 22,000 21,675 2,325 24,000 0

Total Expenses 400,000 33,333 59,130 366,667 353,886 27,556 381,442 18,558

NET SURPLUS/(DEFICIT) 0 0 0 0 0 0 0 0

ESD-FEB-2020 WAP



CAPCO

Income Statement

4/1/19 to 3/31/20 PI

BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOT BUDGET  2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020 2/29/2020 2/29/2020 FORECAST

TOTAL 
CONTRACT REMAINING

18.19PI - 2018-2019 Program Income

REVENUE

     GRANTS
Current PY Program Income 0 0 0 0 24,327 24,327 -24,327

     Total Grants 0 0 0 0 24,327 24,327 -24,327

Total Revenue 0 0 0 0 24,327 0 24,327 -24,327

EXPENSES
     Materials

PROGRAM MATERIALS 0 0 0 0 0 0 0
SUBCONTRACT MATERIALS 0 0 0 0 0 0 0

               Total 0 0 0 0 0 0 0

     Total 0 0 0 0 0 0 0

     Personnel
          Agency Labor
               Agency Salaries
SALARY/WAGE EXPENSE 0 0 0 0 0

               Total Agency Salaries 0 0 0 0 0 0 0

               Fringes
FICA EXPENSE 0 0 0 0 0 0
UNEMPLOYMENT INSURANCE EXPENSE 0 0 0 0 0 0
WORKERS COMP EXPENSE 0 0 0 0 0 0
DISABILITY INSURANCE EXPENSE 0 0 0 0 0 0
GROUP INSURANCE EXPENSE 0 0 0 0 0 0
401-K EXPENSE 0 0 0 0 0 0

257050Fringes 0 0 0 0 0 0 0

          Total Agency Labor 0 0 0 0 0 0 0

          Subcontracted Labor
SUBCONTRACT LABOR 0 0 0 0 0 0 0

          Total Subcontracted Labor 0 0 0 0 0 0 0

     Total Personnel 0 0 0 0 0 0 0

     Program Support
VEHICLE MAINTENANCE 0 0 0 0 0 0

     Total Program Support 0 0 0 0 0 0 0

     Administration
ADMINISTRATIVE ALLOCATION 0 0 0 0 0 0

     Total Administration 0 0 0 0 0 0 0

Total Expenses 0 0 0 0 0 0 0 0
NET SURPLUS/(DEFICIT) 0 0 0 0 24,327 0 24,327 -24,327

ESD-FEB-2020 PI



   

Income Statement

10/1/19-9/30/20 WIC GRANT

BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOT BUDGET  2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020  2/29/2020  2/29/2020 FORECAST TOT CONTRACT REMAINING

WIC - WOMEN, INFANTS & CHILDREN

REVENUE

     GRANTS
GRANT REVENUE 376,096 31,341 39,735 156,707 139,006 237,090 376,096 0

     Total Grants 376,096 31,341 39,735 156,707 139,006 237,090 376,096 0

     Other Revenue
PASS THROUGH FUNDS-wic VOUCHERS 925,000 77,083 385,417 925,000 925,000 0
INKIND DONATIONS 0 0 0 0 0 0

     Total Other Revenue 925,000 77,083 0 385,417 0 925,000 925,000 0

Total Revenue 1,301,096 108,425 39,735 542,123 139,006 1,162,090 1,301,096 0

EXPENSES
     Personnel
          Agency Salaries
SALARY/WAGE EXPENSE 222,465 18,539 24,820 92,694 88,167 127,123 215,290 7,175
NEW ACCRUED BENEFIT TIME 0 1,965 0 7,175 7,175 -7,175

          Total Agency Salaries 222,465 18,539 26,785 92,694 95,342 127,123 222,465 0

          Fringes
FICA EXPENSE 17,019 1,418 1,819 7,091 6,522 9,493 16,014 1,005
UNEMPLOYMENT INSURANCE EXPENSE 4,861 405 542 2,025 1,926 2,935 4,861 0
WORKERS COMP EXPENSE 1,053 88 66 439 364 689 1,053 0
DISABILITY INSURANCE EXPENSE 335 28 28 140 139 196 335 0
GROUP INSURANCE EXPENSE 33,200 2,767 2,392 13,833 7,965 25,235 33,200 0
401-K EXPENSE 5,904 492 654 2,460 2,382 3,522 5,904 0
Fringes on Accrued Leave Earned 0 275 0 1,005 1,005 -1,005

          Total Fringes 62,372 5,198 5,777 25,988 20,303 42,069 62,372 0

     Total Personnel 284,837 23,736 32,562 118,682 115,645 169,192 284,837 0

     OTPS
          Space
PROGRAM RENT 825 69 0 344 75 750 825 0
PARKING LOT RENTAL 0 50 0 199 348 547 -547
BUILDING ALLOCATION 48,549 4,046 3,298 20,229 10,684 37,318 48,002 547

          Total 49,374 4,115 3,348 20,573 10,958 38,416 49,374 0

          Program Operations
PROGRAM MATERIALS 0 0 0 0 0
PROGRAM SUPPLIES 0 0 0 0 0 0
OFFICE SUPPLIES 1,600 133 667 32 1,552 1,584 16
MEDICAL SUPPLIES 300 25 620 125 620 -320 300 0
EDUCATIONAL SUPPLIES 1,500 125 625 1,500 1,500 0
POSTAGE 1,200 100 60 500 453 747 1,200 0
DUPLICATING & PRINTING 1,000 83 16 417 37 963 1,000 0
INTERNET SERVICE 864 72 48 360 241 623 864 0
TELEPHONE 2,076 173 195 865 906 1,170 2,076 0
MEETING EXPENSE 0 0 0 16 16 -16
DUES & SUBSCRIPTIONS 350 29 146 350 0 350 0
PERMITS, FEES, & RENTALS 0 0 0 0 0
WIC VOUCHER EXPENSE 925,000 77,083 385,417 925,000 925,000 0
INKIND DONATIONS 0 0 0 0 0 0

          Total Program Operations 933,890 77,824 940 389,121 2,656 931,234 933,890 0

     Total OTPS 983,264 81,939 4,288 409,693 13,613 969,651 983,264 0

WIC-JAN-2020 WIC



BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOT BUDGET  2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020  2/29/2020  2/29/2020 FORECAST TOT CONTRACT REMAINING

WIC - WOMEN, INFANTS & CHILDREN

     Travel
VEHICLE INSURANCE 800 67 70 333 319 390 708 92
VEHICLE MAINTENANCE 0 0 0 74 74 -74
VEHICLE FUEL 200 17 0 83 36 164 200 0
VEHICLE REGISTRATION 0 0 0 0 0 0
CONFERENCE EXPENSE 0 0 0 15 15 -15
LOCAL TRAVEL 0 0 0 3 3 -3
OUT OF TOWN TRAVEL 1,550 129 0 646 390 1,160 1,550 0

     Total Travel 2,550 213 70 1,063 836 1,714 2,550 0

     Equipment
BREAST PUMPS EXPENSE 0 0 0 0 0 0 0 0

     Total Equipment 0 0 0 0 0 0 0 0

     Audit
FINANCIAL AUDIT 1,487 124 167 620 167 1,320 1,487 0

     Total Audit 1,487 124 167 620 167 1,320 1,487 0

     Other
CONTRACTUAL SERVICES-OTHER 1,050 88 438 65 985 1,050 0
Computer & Software Expense 500 42 208 31 153 184 316
TRAINING & TECHNICAL AST 0 0 0 316 316 -316
PAYROLL PROCESSING 960 80 72 400 401 559 960 0
ADVERTISING 3,200 267 75 1,333 75 3,125 3,200 0

     Total Other 5,710 476 147 2,379 888 4,822 5,710 0

     Administration
ADMINISTRATIVE ALLOCATION 23,248 1,937 2,501 9,687 7,857 15,391 23,248 0

     Total Administration 23,248 1,937 2,501 9,687 7,857 15,391 23,248 0

Total Expenses 1,301,096 108,425 39,735 542,123 139,006 1,162,090 1,301,096 0

NET SURPLUS/(DEFICIT) 0 0 0 0 0 0 0 0

WIC-JAN-2020 WIC



CAPCO

Income Statement

10/1/19-9/30/20 WIC GRANT

BUDGET ACTUAL YTD BUDGET YTD ACTUAL

LINE ITEM TOT 
BUDGET

 2/1/2020 
2/29/2020

 2/1/2020 
2/29/2020  2/29/2020  2/29/2020 FORECAST TOT 

CONTRACT REMAINING

EPC - Enhanced Peer Counseling

REVENUE

     GRANTS
GRANT REVENUE 15,712 1,309 1,391 6,547 4,437 11,275 15,712 0

     Total Grants 15,712 1,309 1,391 6,547 4,437 11,275 15,712 0

Total Revenue 15,712 1,309 1,391 6,547 4,437 11,275 15,712 0

EXPENSES
     Personnel
          Agency Salaries
SALARY/WAGE EXPENSE 12,592 1,049 1,151 5,247 3,505 9,087 12,592 0

          Total Agency Salaries 12,592 1,049 1,151 5,247 3,505 9,087 12,592 0

          Fringes
FICA EXPENSE 963 80 88 401 268 695 963 0
UNEMPLOYMENT INSURANCE EXPENSE 275 23 25 115 77 198 275 0
WORKERS COMP EXPENSE 60 5 3 25 14 46 60 0
DISABILITY INSURANCE EXPENSE 202 17 11 84 56 146 202 0

          Total Fringes 1,500 125 128 625 415 1,085 1,500 0

     Total Personnel 14,092 1,174 1,278 5,872 3,920 10,172 14,092 0

     OTPS
          Program Operations
OFFICE SUPPLIES 0 0 0 0 0 0 0 0
EDUCATIONAL SUPPLIES 0 0 0 0 0 0 0 0
DUPLICATING & PRINTING 0 0 2 0 8 0 8 -8
INTERNET SERVICE 0 0 10 0 48 -48 0 0
TELEPHONE 1,620 135 101 675 460 1,151 1,611 9

          Total Program Operations 1,620 135 113 675 517 1,103 1,620 0

     Total OTPS 1,620 135 113 675 517 1,103 1,620 0

     Travel
LOCAL TRAVEL 0 0 0 0 0 0 0 0
OUT OF TOWN TRAVEL 0 0 0 0 0 0 0 0

     Total Travel 0 0 0 0 0 0 0 0

     Other
PAYROLL PROCESSING 0 0 0 0 0 0 0 0

     Total Other 0 0 0 0 0 0 0 0

Total Expenses 15,712 1,309 1,391 6,547 4,437 11,275 15,712 0

NET SURPLUS/(DEFICIT) 0 0 0 0 0 0 0 0

WIC-JAN-2020 EPC



 
 

Resolution of the Board of Directors 
 

Of 
 

Cortland County Community Action Program, Inc. 
 

Resolution No. 20-14 
 
 

 
WHEREAS, the Cortland County Community Action Program, Inc. (CAPCO) Finance 
Committee has reviewed the proposed HS/EHS COLA in the amount of $56,821 and 
 
 
WHEREAS, the Cortland County Community Action Program, Inc. Board of Directors has 
reviewed the proposed HS/EHS COLA in the amount of $56,821, and accepts as presented,  
 
 
IT IS HEREBY RESOLVED that on April 23, 2020 the CAPCO Board of 
Directors adopts for acceptance the proposed HS/EHS COLA in the amount of $56,821. 
 
 
 
       ____________________________________ 
       Board President 
 
 
 
       ____________________________________ 
       Date 
 
 
 



GRANT 02CH010916 - PY 2020
COLA ADJUSTMENT OF 2%

PROPOSED ALLOCATION OF COLA TO 20.21 HSEHS

Funding Type Amount
Head Start COLA 35,940$      
Early Head Start COLA 20,881$      56,821$        
Head Start Quality Improvement 53,200$      
Early Head Start Quality Improvement 26,352$      79,552$        

TOTAL 136,373$    
PROPOSED WAGE CHANGES to HSEHS 20.21

Wage Fringe Wage Fringe Wage Fringe COLA FUNDS:

Personnel Costs:

33,591$          3,557$       19,819$       2,078$        13,772$        1,478$         1 All Staff/Positions 2% Increase except Substitutes.

NOTE: The funds to bring Substitutes to minimum wage on January 1st is in the current 20.21HSEHS Budget.

Additional Increase:

1,068$            113$          613$            64$             455$             49$              2 Classroom Supervisor (3 positon): Total increase 2% plus additional $0.16 or $0.21 per hour

2,340$            251$          -$            -$           2,340$          251$            3 Infant/Toddler Teachers (12 positions):  Total increase 2% plus additional  $0.10 per hour

7,508$            787$          7,508$         787$           -$              -$             4 Assistant Teachers (13 positions): Total increase is 2% plus additional $0.60 per hour

2,175$            228$          2,175$         228$           -$              -$             
5 Preschool Teachers (13 positions) Total increase is 2% plus additional $0.10 per hour

1,193$            127$          413$            43$             780$             84$              
6 Family Advocates (3 positions) Total increase is 2 % plus additional $0.20 or $0.25 per hour

195$               21$            -$            -$           195$             21$              7 Home Visitors (1 position) Total increase is 2 % plus additional $0.10 per hour

3,316$            351$          2,000$         210$           1,315$          141$            
8 The following positions received additonal increase:  Prog Support Floater, Family Engagement Asst, Special Needs Asst, 

Coach, Health Serv Coor, Mental Health Specialist

51,386$          5,435$       32,528$       3,411$        18,857$        2,024$         

56,821$     35,940$      20,881$       TOTAL COLA FUNDS

QUALITY IMPROVEMENT FUNDS:

3,960$            544$          3,960$         544$           1 Classroom Floater (2 postions) - Additional 3.75 hrs per week - sites McGraw/Smith and Randall 1&2 

15,180$          1,685$       15,180$       1,685$        2 Classroom Floater (new position) - New position would be in Johnson.  Each 3 year old room will have its own 3rd person

44,850$          13,333$     44,850$       13,333$      3 Behavioral Specialist (new position) - 

63,990$          15,562$     63,990$       15,562$      

79,552$     79,552$      TOTAL QUALITY IMPROVEMENT FUNDS

TOTAL HEADSTART EARLY HEADSTART



 
 

Resolution of the Board of Directors 
 

Of 
 

Cortland County Community Action Program, Inc. 
 

Resolution No. 20-15 
 
 

 
WHEREAS, the Cortland County Community Action Program, Inc. (CAPCO) Finance 
Committee has reviewed the proposed HS/EHS Quality Improvement proposal in the amount 
of $79,552 and 
 
 
WHEREAS, the Cortland County Community Action Program, Inc. Board of Directors has 
reviewed the proposed HS/EHS Quality Improvement proposal in the amount of $79,552, and 
accepts as presented,  
 
 
IT IS HEREBY RESOLVED that on April 23, 2020 the CAPCO Board of 
Directors adopts for acceptance the proposed HS/EHS Quality Improvement proposal in the 
amount of $79,552. 
 
 
 
       ____________________________________ 
       Board President 
 
 
 
       ____________________________________ 
       Date 
 
 
 



GRANT 02CH010916 - PY 2020
COLA ADJUSTMENT OF 2%

PROPOSED ALLOCATION OF COLA TO 20.21 HSEHS

Funding Type Amount
Head Start COLA 35,940$      
Early Head Start COLA 20,881$      56,821$        
Head Start Quality Improvement 53,200$      
Early Head Start Quality Improvement 26,352$      79,552$        

TOTAL 136,373$    
PROPOSED WAGE CHANGES to HSEHS 20.21

Wage Fringe Wage Fringe Wage Fringe COLA FUNDS:

Personnel Costs:

33,591$          3,557$       19,819$       2,078$        13,772$        1,478$         1 All Staff/Positions 2% Increase except Substitutes.

NOTE: The funds to bring Substitutes to minimum wage on January 1st is in the current 20.21HSEHS Budget.

Additional Increase:

1,068$            113$          613$            64$             455$             49$              2 Classroom Supervisor (3 positon): Total increase 2% plus additional $0.16 or $0.21 per hour

2,340$            251$          -$            -$           2,340$          251$            3 Infant/Toddler Teachers (12 positions):  Total increase 2% plus additional  $0.10 per hour

7,508$            787$          7,508$         787$           -$              -$             4 Assistant Teachers (13 positions): Total increase is 2% plus additional $0.60 per hour

2,175$            228$          2,175$         228$           -$              -$             
5 Preschool Teachers (13 positions) Total increase is 2% plus additional $0.10 per hour

1,193$            127$          413$            43$             780$             84$              
6 Family Advocates (3 positions) Total increase is 2 % plus additional $0.20 or $0.25 per hour

195$               21$            -$            -$           195$             21$              7 Home Visitors (1 position) Total increase is 2 % plus additional $0.10 per hour

3,316$            351$          2,000$         210$           1,315$          141$            
8 The following positions received additonal increase:  Prog Support Floater, Family Engagement Asst, Special Needs Asst, 

Coach, Health Serv Coor, Mental Health Specialist

51,386$          5,435$       32,528$       3,411$        18,857$        2,024$         

56,821$     35,940$      20,881$       TOTAL COLA FUNDS

QUALITY IMPROVEMENT FUNDS:

3,960$            544$          3,960$         544$           1 Classroom Floater (2 postions) - Additional 3.75 hrs per week - sites McGraw/Smith and Randall 1&2 

15,180$          1,685$       15,180$       1,685$        2 Classroom Floater (new position) - New position would be in Johnson.  Each 3 year old room will have its own 3rd person

44,850$          13,333$     44,850$       13,333$      3 Behavioral Specialist (new position) - 

63,990$          15,562$     63,990$       15,562$      

79,552$     79,552$      TOTAL QUALITY IMPROVEMENT FUNDS

TOTAL HEADSTART EARLY HEADSTART



 
 

Resolution of the Board of Directors 
 

Of 
 

Cortland County Community Action Program, Inc. 
 

Resolution No. 20-16 
 
 

 
WHEREAS, the Cortland County Community Action Program, Inc. (CAPCO) Finance 
Committee has proposed removing Eden Harrington-Hall as a signatory for CAPCO Bank 
Accounts and approving Greg Richards as a signatory for CAPCO Bank Accounts, and 
 
 
WHEREAS, the Cortland County Community Action Program, Inc. Board of Directors has 
reviewed the proposed removing Eden Harrington-Hall as a signatory for CAPCO Bank Accounts 
and approving Greg Richards as a signatory for CAPCO Bank Accounts, and accepts as presented,  
 
 
IT IS HEREBY RESOLVED that on April 23, 2020 the CAPCO Board of 
Directors adopts for acceptance removing Eden Harrington-Hall as a signatory for CAPCO Bank 
Accounts and approving Greg Richards as a signatory for CAPCO Bank Accounts. 
 
 
 
       ____________________________________ 
       Board President 
 
 
 
       ____________________________________ 
       Date 
 
 
 



 
 

Resolution of the Board of Directors 
 

Of 
 

Cortland County Community Action Program, Inc. 
 

Resolution No. 20-17 
 
 

 
 
 
WHEREAS, the Cortland County Community Action Program, Inc. Board of Directors has 
reviewed the proposed $50,000 CSBG Discretionary funding to be used to respond to COVID 
issues, Census and Back to School, and accepts as presented,  
 
 
IT IS HEREBY RESOLVED that on April 23, 2020 the CAPCO Board of 
Directors adopts for acceptance $50,000 CSBG Discretionary funding to be used to respond to 
COVID issues, Census and Back to School, 
 
 
 
       ____________________________________ 
       Board President 
 
 
 
       ____________________________________ 
       Date 
 
 
 



Executive Directors Report            April 23, 2020 
Lindy Glennon  
 
April Highlights 
 
• There are so many updates to share re: our work in response to COVID in our community.  

The Management team has identified many of those efforts in their reports and I’d like them 
to share that information.  In addition, some general updates include: 
 

• The most important thing to share is Thank You to the CAPCO management team and all 
staff.  They have all stepped up in amazing ways to respond to the community, maintain our 
work in the community, make it possible to do so remotely, be responsive to the needs of 
their staff – all while trying to take care of themselves and their own families.  The heroes are 
more evident every day.   

 
• On March 20, per directives from Gov. Cuomo and the Health Department, CAPCO closed 

our doors to the public, but, have continued to provide services in every program area.  To 
date, we are continuing to the best of our abilities, business as usual.  Everyone is working 
remotely.  WIC has continued to work in the Main Office every day since 3/20.  All WIC 
new applicants and recertifications are being done remotely.  This has been a challenge to do 
all of this over the phone, but, staff have definitely risen to the occasion.  Since March 20, we 
have had a plan to have coverage in the Main Office.  For the most part the phones have been 
live as it worked better with WIC.  We have plans in place for transferring calls to the 
appropriate departments for response.  We have added 3 additional cell lines – Emergency 
needs, CDPAP and the Literacy program to insure we could respond while working 
remotely.  Greg and Martha have consistently worked in the Main Office as it allowed them 
access to files, materials, etc. they needed for their work.  Greg has been the consistent 
person working in the front of the building with community members, people looking for 
assistance, etc.  We are so fortunate to have the staff we have at CAPCO.  I already knew 
that, but, it has been evident EVERY day through this challenge. 
 

• As it stands now, the stay at home order via Gov. Cuomo has been extended through May 15.  
We will continue to provide services remotely during this time.   
 

• I coordinated local Agencies and resources to discuss our resources and community needs to 
make sure we are coordinately efforts and making the best use of current and future resources 
that will be available in Cortland to respond to the needs/issues related to COVID.   
 

• Parker update – Given the changes happening re: COVID and the Governor’s Executive 
Orders re: staying at home, the vote for the sale of Parker from the School Board to the City 
of Cortland was postponed.  Currently, plans are for the vote to happen with the School 
Budget vote in June.  We are continuing work with Kelly Tobin and the YWCA to move the 
project forward as planned.  We are looking to get the commitment of funding from 



Assemblywoman Lifton and Speaker Heastie in writing for their support.  We have also 
identified another possible funding source in a Mother Cabrini grant.     
 

• Communication while working from so many locations has been critical.  The management 
team has been meeting twice weekly via Zoom to plan, coordinate and respond to what’s 
happening.  Each of them is meeting regularly with their staff via zoom, email, telephone for 
the same purposes.  We have been doing weekly written reports to make sure we are all 
aware of what is being done and able to share that information. 

 
• CSBG received $1 billion in the CARES Act – that will be available to address issues re: 

COVID in our communities through Community Action Agencies.  We are waiting to hear 
what the amount will be for CAPCO.  We have also received $50,000 in CSBG discretionary 
funding in the current contract to be used for COVID responses, Census work and back to 
school.  Brandy has already begun work on planning for both of those resources.  HS also has 
provided additional resources to respond to COVID concerns, summer programming and 
emergency assistance.  LIHEAP also had an increase in the CARES act – we do not know yet 
how that will impact CAPCO and Cortland.  We have received donations from individuals in 
the community.  Our community has definitely stepped up to support those that are 
struggling.   

 
 

 



Consumer Directed Services      March/April 2020 

 

CDPAP is currently providing services to 135 consumers.  Aides are continuing to provide 
supports to consumers through the COVID situation.  CAPCO is working to provide masks to 
aides.  We are also working to identify a process to provide services to new consumers.  This is a 
challenge given the requirement from DOH that aides have to have a TB test prior to beginning 
work in the CDPA program.  Currently the Health Department is not providing those clinics.  We 
are seeking approval to waive this requirement given the current circumstances, but, haven’t 
received that notification at this point. 

Eden Harrington-Hall resigned her position as CDS Director effective 4/21/2020.  Eden 
indicated that she needed to resign in an effort to address her own health concerns.  We have put 
a plan in place to insure that the CDS services will continue and there will be no negative impact 
on participants.  Merwin Greene will be the primary point of contact for the consumers.  He and 
Nicki will take responsibility for the Medicaid billing.  Right now, we are not able to provide 
rides through the Volunteer Driver Program, so Nicki is available for more hours to assist with 
the transition in the CDS program.  Greg will be the point of contact for any issues re: the Aides.   

Currently, we are providing few rides through the Volunteer Driver Program.  This is due to 
several reasons – many providers have cancelled routine appointments for patients, many 
consumers do not want to be out in public and all but 2 of the volunteer drivers have indicated 
they prefer not to drive for the program during this time.   

The RFO (Request for Offers) to be the Fiscal Intermediary of the CDPA Program in Cortland 
County was submitted on March 6, 2020.  No further word beyond receipt of the proposal has 
been received.  Given the current situation with COVID that is not surprising.   



Energy Services 
Update 

 March & April 2020 
 

 
Oh my….how our lives have changed!! 
 
Weatherization Assistance Program- PY2019 & PY2020     

• PY2019- 1 job to complete before COVID.  This contract will now be extended to 
8/31/2020 and an Amendment will be submitted to HCR. 

• PY2020- Draft budget is being worked on now, but waiting for HCR to distribute the 
contract package.  DOE has approved to make PY19-PY20 a 2 year contract and to 
increase the CPU to $7,669, which is a tremendous help.   

• Energy Services staff are being paid and continue to work on… 
o Policy and Procedures updates, manual reviews 
o Webinars and On-line courses to earn CEU credits and continue education. 
o Created a department FaceBook page - design set up 
o Making contact with clients to find out their needs and to keep in touch with 

them.   
o Van and Equipment/Tools- repairing and cleaning, sanding and painting, etc… 
o Addressing several referrals for no heat’s, no hot water, refrigerator broken, 

need of smoke detectors and other home repairs and needs. 
o Sending out applications, acceptance letters, and other general correspondence 

to keep up communications. 
o HCR- CFR voucher, PY2019 Amendment, and Budget preparation for PY2020.  
o WAP, EmPower NY, and HEAP programs-  on hold due to the COVID 

pandemic.  
         
CAPCO Building Maintenance-    

 
o Several projects have been completed over the last couple of weeks- Kid’s bathroom 

renovation, paper towel and TP dispensers fixed, heater cover sanded and repainted, 
outside faucets installed, exhaust & ceiling fans-distribution vents-motors cleaned, play 
area rugs shampooed, utility rooms cleaned, roof shingles installed, classroom painting, 
electrical repairs, plumbing work… just to name a few.  All SAFE issues have been 
completed per the audit inspection reports.   

o Ben and Kathy are cleaning top to bottom, inside and out of the following sites in 
preparation of reopening:  SMain front and back, Elm Tree, Cosimos, and North Main. 

 

WOW---we are hanging in there and making the best of the situation!! 

Hoping you and your family are all safe and healthy- if there is anything you need of us, please 
let us know.  We are here for you too!! 



Family Development Board Report       April 2020 
 
Family Development Staff have been adjusting to working remotely, though it has been a 
challenge and staff miss the connection and face-to-face support of their peers they have risen 
to the occasion and continued to provide quality service to the families we serve. Though it is 
hard to look for positives during these times, we continue to try to find the positives. We have 
found that home visit rates have increased from 68% to 81%. Adults that are finding 
themselves out of work are taking this opportunity to work on getting their High School 
Equivalency Diploma. Staff that are trying to create a new normal in working remotely have 
gone above the call of duty by making masks for families, dropping off chocolate bunnies on 
porches of children they serve and calling families just to check in during these trying times. We 
were able to have one zoom meeting with all staff and three Zoom supervisor meetings.  
 
   
Adult Education 

• 15 students in the High School Equivalency program working remotely with instructor 
• 24 students received educational materials through the mail 
• 2 students enrolled in LVCC received crossword puzzles to assists with reading goals 
• 4 students assisted with educational goals  
• 1 tutor received remote coaching session  
• 5 neighbors living in poverty have been communicating with navigators/mentors via 

phone 
• Dollar General grant final report submitted 
• Instructors working on creating lesson plans incorporating executive functioning skills 

and developing monthly themes that will provide students with personal growth 
opportunities  
 

 
Emergency Assistance 

• 3 emergency clothing 
• 7 emergency food 
• 1 emergency personal care items 
• 2 emergency baby formula 
• 1 family received emergency help with internet service 
• 4 emergency diapers  
• 1 emergency furnace repair 
• 66 Snackpacks delivered to families enrolled in our Snackpack program 
• Sorted/inkind donation of clothing for the Family Success Center  
• Assisted with food distribution/ stocking shelves at Marathon Food Pantry 
• 3 applications completed for Heartshare heating fund 
• 3 social media posts  
• 64 referrals made to other resources 

 
 
SNAP 

• 7 SNAP applications completed 
• Several phone calls about increase to SNAP benefits in March/April 
• 4 SNAP prescreens  



• 3 SNAP income change report completed 
• Assisted at Fresh Food giveaway helping 170 families representing 526 people  
• 2 social media posts to promote the program  
• 1 ad posted on The Shopper promoting the program   

 
Healthy Families 

• 25 families served in the Healthy Families Program 
•  35 children served  
• 24 case conferences completed 
• 7 families used reflective strategies to encourage positive parent/child interactions 
• 13 sessions of reflective supervision took place remotely  
• 1 new family enrolled in the program 
• 1 new mom received a pack and play providing a safe space for new baby to sleep 
• 18 social media posts engaging families  
• 22 care bags were distributed to families enrolled in the health Families program with 

educational materials, family activities, diapers and wipes 
• 2 developmental screenings were done remotely 
• 56 home visits completes-focusing on topics including  

o Child Development  
o Supports related to stress  
o Basic infant care  
o Domestic violence  
o Family relations  
o Substance abuse  
o Mental health  
o Employment & education  
o Safe sleep  

 
 



 
 

    Directors Monthly Board Report 
From: HS/EHS Management Team 
Month: April 2020 

 
I. Enrollment 

A. 2019-2020 EHS center based is currently full at 72  
B. 2019-2020 HS enrollment is currently filled at 177 of 200 slots. During closure, as per the OHS this 

is the number that will continue to be reported 
ll. Staffing 

A. Staff is actively working remotely from home to the best of their ability.  
III. Center/Office Updates/Policy Council/ Professional Development 

A.  Policy Council is receiving packets via email and regular mail.  
IV. Old Business 

A. Lindy and Bethann continue to work with other childcare programs and the Parker Task force to 
explore the future use of Parker Elementary School.  

B. March 16-20 was our Federal Monitoring review. It seemed to go very well. The first Focus Area 
review is completed remotely. Each day discussed a different topic in a functional area. Calls were 
1-2 hours in length. We were able to finish up the review, right before shut down.  

C. We submitted a $300,000 waiver for in-kind / nonfederal share match due to lack of transportation 
cost to children in our program.  

V. New Business 
A.  We are busy working on the COLA grant, Quality Improvement grant that is due May 15th 
B.  We are also starting up on a Summer School Grant via OHS and a COVID-19 grant.    

   
VI. Full enrollment initiative  

A. We are awaiting our 12 month letter on our full enrollment initiative 
B. We have been told by our regional Head Start Office that our conversion grant has been sent to 

Washington DC.  
 



Human Resources Board Report, April 2020  

 

Human Resource Director: 

• Human Resources has worked and continues to work extensively with the Executive Director 
and Agency Management Team to assist in leading efforts for CAPCO’s transition to closing to 
the public and working remotely to serve our community and Program participants during the 
current COVID-19 pandemic. This includes being proactive with monitoring legislation in both 
the federal and State legislatures prior to its enactment to ensure the transition is in compliance 
with regulatory mandates. Following the passage of all current legislation regarding COVID-19 
response and administration, Human Resources continues to spend time researching the 
regulatory nuances and implementing procedures and practices to meet these regulations while 
upholding service-delivery and Agency mission. In particular, Human Resource has led the 
efforts in implementing the employee relation components of the Families First Coronavirus 
Response Act (FFCRA) and  Coronavirus Aid, Relief, and Economic Security Act (CARES Act). 
 

• Human Resources has served as the  Administration and Management physical presence at the 
Main Office each day during the current COVID-19 physical closure to the public, checking 
messages and responding to community need physically at the office. Oversee and assist the 
front desk in answering in-coming questions and phone calls to identify where the 
calls/questions need to be directed while answering in real-time the questions that we are able 
to. 

• Human Resources has initiated an Agency-wide job description send-out to all 
Program/Department Directors for review and updates in preparation for upcoming 
Performance Evaluations. Human Resources has worked to update the Performance Evaluation 
tool for up-to-date formatting and job standards for every position to ensure the current job 
description is reflected for review for each position.  
 

• Working with the Fiscal Department, Human Resources has completed HR-portion of the 401(K) 
plan audit with our auditors, the Bonadio Group. This included working with the auditors to 
clarify any differences in their remittance calculations to our payrolls. This also included creation 
of plan confirmations for sample of employees to confirm their elections and plan balances.  
 

• Human Resources worked comprehensively with the Fiscal Director as well as the Head Start 
Director and Assistant Director on the creation of the COLA  and Quality Improvement budget 
and proposal for submittal to the our Regional Office. This process is intrictate to ensure COLA 
dollars are spread evenly amongst staff while focusing on specific-position wage development in 
response to the final scheduled increase in NYS minimum wage and overall position 
compression as a result of the minimum wage increases. The final proposal is prepared to go to 

https://www.google.com/url?sa=i&url=https://www.digitalhrtech.com/human-resource-basics/&psig=AOvVaw1EVML0sFD5SK0yEWxpTOeC&ust=1587315907395000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJipnN268ugCFQAAAAAdAAAAABAD


the full Board of Directors in the April Board and Finance Committee meetings for a submittal to 
Head Start no later than May 15, 2020. 
 
 

• Human Resources continues to play a key role in bi-weekly payroll inputs and processing, 
working with the Fiscal Department. This process becomes more intricate with staff working 
remotely with limited Administrative staff physically present during payroll processing. HR has a 
significant role in the input of new hire records for payroll. HR also plays integral role in working 
with the Program-areas to identify any issues, concerns, questions on timecards. This is seen 
more predominately in the processing of Consumer-Directed Services timesheets; HR works 
with the CDS Program to rectify timecard issues during payroll processing. Following payroll 
processing, HR is the first and main point-of-contact to resolve paycheck issues and questions, 
which is mostly seen in the Consumer-Directed Services component.\ 
 

• Human Resources continues to serve as point-of-contact for the resolution of IT issues for 
employees working remotely while ensuring overall server is maintained with issues resolved 
timely by Plan First. This role is always vital to Agency operations, but is essential for the current 
remote work our staff is conducting. 
 

• During the current COVID-19 pandemic, HR is working on department-specific and overall 
Agency projects, which include but are not limited to:  file organization for personnel files that 
had not previously been audited and re-organized (includes many of the administrative files), 
completing Form 1-9 binder audit to ensure we have properly filed termed 1-9’s as well as active 
1-9’s, and uploading training and performance evaluation documentation to each individual 
employee record in AdvancedHR in preparation for an employee roll-out of the system, targeted 
for the summer of 2020. 
 

• Under the direction of Human Resources, the Agency Receptionist is working remotely on a 
variety of clerical projects, including several different In-Kind audits for the Fiscal Department, 
new hire packet creation, and timesheet & billing sheet organization for the Consumer-Directed 
Services Program for timely billing to Medicaid and other MLTC providers. 

 

“You gain strength, courage, and confidence by every experience in 
which you really stop to look fear in the face. You are able to say to 
yourself, 'I lived through this horror. I can take the next thing that 

comes along.'” 

-Eleanor Roosevelt 
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