PORT JERVIS COMMUNITY DEVELOPMENT AGENCY
(PJCDA)
MEETING AGENDA for March 25, 2020
7:00 p.m.
Via Conference Call
Dial: +1-408-418-9388
Access Code: 792-117-654

. PJCDA ROLL CALL — by Audio

. EXPLANATION OF MEETING FORMAT

. APPROVAL OF THE FINANCIAL REPORTS

a. Administrative bills and revenues: March. 2020
b. Monthly financial statement: Feb. 2020

. EXECUTIVE SESSION

a. Loan Update Report
b. Contractual (Bookkeeping) and Personnel Matters (Personnel Policy Updates)

. SCHEDULING OF NEXT MEETING

a. April 22, 2020

ADJOURNMENT

Rev. 2020-03-23 VM



PJCDA EXPENSES March 26, 2020 through April 22, 2020

Due Date(s}/Notes
PETTY CASH 5 105.94
POSTAGE 5 -
STAMPS/REPLENISH MACHINE $ 400.00
FEDEX $ -
Postage Machine- Francotyp-Postalia, Inc. $
SUPPLIES/EQUIPMENT 5 -
GREATLAND $ -
STAPLES S 1,286.72
KONICA MINCLTA S 18.48
OTHER: Office Supplies s 167.33 Reimto VM - 2 Tracfones-+Plan - NG &JB
OTHER: Office Supplies $ 102.40 ID Badges thru City - Linstar
OTHER: Office Supplies S 3
Portability S -
TELEPHONE: FRONTIER 3 -
COMBINED FAX LINE CHARGES B 36.69
CITY BILL $ 68.37
SPECTRUM: Internet/Tel 5 74.98
SUBSCRIPTIONS $ -
HAPPY -Estimated for 1-year contract $0.00 3/1/20-2/28/21 or Option 2: 1st of 5 years at $10,518
ADVERTISEMENT $ =
SERVICE CONTRACTS $ -
PJCDA - J. Santiago $ -
PJCDA COUNSEL-MATTHEW D. WITHEROW, ESQ. $ 584.00 (Upon appointment) booked monthly
PJCDA ACCOUNTANT GARY WEIDELMAN 3 -
PJCDA BOOKKEEPER - ROBIN TOBEY $ 877.50 THRU 3/23/2020
KONICA MINOLTA - Copier 3 -
FRANCOTYP-POSTALIA - Postage Meler Rental S -
Bonadio $ B
DUES/MEMBERSHIPS S -
NAHRO (] -
NYSAHRO $ -
RECAP $ -
ORANGE COUNTY HOUSING CONSORTIUM $ -
COMPUTER $ -
IT Spectrum: $ -
Computer: 5 -
LEGAL/AUDIT FEES $ -
TRAINING/TRAVEL - L3 -
S -
(3 =
S -
PAYROLL Salaries - S 10,761.16
FICA/Medicare $ 800.41
Health Insurance - 5 1,034.47 VM
Health Insurance Reimbursement $ (190.48)
NYS Retirement 5 842.33
Disability $ 15.08 Monthly
Dental $ 2218
Unemployment//Payroll Tax Adjustment s - Quarterly
Warkmens Compensation $ -
Optical 3 .
TOTAL $ 17,007.54

* Estimated



PJCDA EXPECTED REVENUES

March 26, 2020 through April 22, 2020

Feb 2019 Invoice to City (rec. not yet deposited)

EST. Current Balance in Section 8 Admin Acts
EST. Current Balance in NEW Small Cities Admin

Amount Received/Pending Source
$ 15,003.00 March Section 8 Admin
$ 379.00 March Section 8 Admin MS - Feb
$ 190.48 March Health Ins Reimbursement-City
$ - March Feb 2019 Invoice to City
$ 299.00 March Fraud Recovery
$ 4,332.76 March PDC Commission
$ 167.32 March Small Cities Loan/Program Income
$ 20,371.56 Sub-total received

Pending
$ 5,416.67 March
$ 5,416.67 Total Pending
$ 20,371.56 Received March
3 5,416.67 Pending March
$ 25,788.23 Total Estimated Rec. by March 23, 2020
$ 112,016.00 3/23/2020
$ 83,198.03 3/23/2020
$ 195,214.03 3/23/2020 Estimated Agency balance
$ 195,214.03 3/23/2020 Total available 3-23-2020
$ 25,788.23 3/23/2020 Estimated March Rev.
$ (17,007.54) 3/23/2020 March bills paid in April
$ 203,994.72 3/23/2020

Estimated Ending March Balance



Jeff Bank #0681 Jeff Bank #0800 Jelf Bank #0827 | Jefl Bank#0606 | Jell Bank#0568 | Jell Bank#0074| Jell Bank#05632 Jeff Bank#1475 |Jelf Bank#0584 Totals
HUD Housing HUD ED NYS Rev. Loan Section 8§ Seclion 8 Section BFSS NYS Ravolve PDC Loans Small Cities
(former BOA (former TD Bank (former BOA {former BOA (former BOA
%3657) K7068) x13785) x0935) *3944) (former BOA x1288) | Originates April 2019 Est. 17116 21726.08
RevolvingLoan | Revolving Loan Housing & ED Voucher-HAPs. Admin FSS-Escrow RESTORE Admin
Cit 533002-3330 |Cit: 407029-6568 | Cit: 401029-7238 [Sus: 20302-2749  |Sus: 20302-2731 |Sus: 20502-9413 | Sus: 20302-2525 Sus: 20303-0217
2020 Jeff: x0681 (20%) | Jeff: x0800 (20%)| Jeff: x0827 (18%) Jeff: x0606 Jeff: x0568 Jeff: x0074 Jefi: x0692 Jeff: x1475 Jeff: x0584
January $158,622.78 $628,859.14 $208,436.43 $173,046.41 $123,335.35 $25,770.73 $105,784.94 $7.37338 $85654.11| $1,517,882.27
February $160,35587 $620,964.52 $208,451.52 $180,507.84 $129,060.38 325776.70 $105.793.06 $21,663.80 $87.732.65| $1,559,306.34
March $0.00 $0.00 $0.00 $0.00 $0.00 $0.00] $0.00 $0.00 $0.00 $0.00
April $0.00 $0.00 $0.00 $0.00 $0.00 $0.00| 50.00 $0.00 $0.00 $0.00
May $0.00 $0.00 $0.00 $0.00 $0.00 $0.00| $0.00] $0.00 $0.00] $0.00]
June $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
July $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
August $0.00 $0.00 $0.00 $0.00 $0.00 $0.00| $0.00 $0.00 $0.00 $0.00!
Sept $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
October $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00! $0.00 $0.00
November $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
December 31st $0.00 30.00 $0.00 $0.00. $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
1232020 $160.522 54 $630.771.96 $208,451.62 $186.524.74 $112.016 80 $27.544.70 $105,793.06 $12,696.70 $83,198.03| $1,527,520.15
Committed InterestMonth -$156.95 -$709 88 -5198.20 -3121.86 -$1.186.88
Subtotall $160.365.59 $630.062.08 $208.253.32 §1686.524.74 $112.016.90 52754470 $105,671.20 $83,198.03
Committed NYS $0.00 $0.00 $208,269.00 $0.00 $0.00 $0.00 0.00 $0.00
Uncommited NYS $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 0.00 $0.00
Subtotal 2 $160,365.59 $630,062.08 $166,524.74 $112,016.80 $27,544.70 $105,671.20 $83,198.03| $1,305,383.24
Available to Loans $160.365.59 $630.062.08 $0.00 $0.00 $0.00 $105,671.20 $000 $896,098.87
Available to Agency Bills $112,016.90 $83,198.03 519521493
Back to NYS after 3/31/19 - #0827
Note: x0827 - AHC Reimbursement to CPJ §129,893.16
Notes:
SC Bill Totals {not including $2,000 month pay to Sec B): Aliocated 5B Escrow 327,544.70
Jan ‘20 s 9,292.70 |May 2020 $0.00|Sept 20 3 - Allocated HAPS $186,524.74
Feb'20 $ $,290.70 |June 2020 $0.00|Oct 20 $ - Committed: AHC (Orig. $185,000.00) (PD 3z § -
March ‘20 S - July 2020 $0.00[Nov 20 $ - (© AHC to Wi 13 8 =
Aptil 20 $ - |Aug 2020 $0.00|Dec 20 E] - Committed Total to Wi (3. $  208,269.00
Committed Total $422.338.44
Allocated Interest 2019/Jan 2020 -51.186.89

Interest of which 84.48 is Jan. 2020. Disbursements will be
performed in March 2020
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PORT JERVIS CDA -
2020 ADMINISTRATIVE FEES & PROGRAM

INCOME
- - B ] . RECD  PERCENT |
'Jan 2020
1 Budget 5Weeks FEB MARCH
o - ‘gu_m |Adjusted TODATE | (%) [7020) (16.67%)  (25.00%)
Section 8 Administration (Includes Mainstream)  $180,000 S -  § 30226 17% §15059 515!67 5 -
Section 8 Fraud Recovery ($50/mo) S 95 S5 - S 3685 38% S 158 S 209 5 -
(allowed to retain 50% of Fraud Recovery) [ i i |
Loan Proceeds 'S 2000/S - | § 33/ 17% S 167 § 167 5 -
City of Port Jervis ($5416.67 per month) 2020 | | f | ! ; I
service contract $65,000 total collected Feb-Jan
2021 S 65000 'S $ 11,250 17% $ 5833 § 5417 $ -
Commission - PDC Servicing - Added May 2019 § 22108 |5 s 3,261 15% $ 1,767 S 1475 $
Health Ins. Reimbursement - ($47 62 per week - VM) s 2475 s . s 33, |3-u, $ 238 5 958 -
Health Insurance Buyback ($354.62 per week-NG) | $ 18,440 | s - /S 3546 7‘-9%15 1773 $ 1773 S
Grant - NYS DOS Code (31, 500) 13 1,500 | s $ [ 0% $ ___-______S -i -
Grant - WQIP (Yr. 1 of 3 - 536,000) ~Ts 12000 ] L
Grant - CDBG Trenchless ($3,500) S 3500 s
Other: ($0.00 year) i s - | IE %l - iS5 - |5 -

Tofals: _ T sdo7981 S 49.317| 16.011; $25014 524303 § -




PORT JERVIS COMMUNITY DEVELOPMENT
RESOLUTION: PJCDA PANDEMIC PREPAREDNESS PLAN

WHEREAS on March 7, 2020, the Governor of the State of New York issued
Executive Order 202 declaring a state disaster emergency; and

WHEREAS, as a result of the world-wide pandemic underlying the state disaster
emergency, the Port Jervis Community Development Agency needs to maintain a
safe working environment and plan for the continued operation of agency
business during such times of crisis; and

WHEREAS, the Port Jervis Community Development Agency provides essential
services to the community and government and must remain ready to respond to
community and government needs as is within its capacity and budget;

BE IT RESOLVED that the board adopts the attached policy on “PJCDA Pandemic
Preparedness Plan.”

ACCEPTED: MARCH 25, 2020



Port Jervis Community Development Agency (PJCDA)

Pandemic Preparedness Plan
Policy
Realizing it is a matter of when, not if, a pandemic virus outbreak or disaster will occur, the PICDA
takes planning for this issue as seriously as any other major catastrophe that the City of Port Jervis
and the United States and global community at large may be subject to at any time.

While the PICDA Board of Directors and staff are committed to the fulfiliment of their responsibilities
to the City of Port Jervis, grantors, the U.S. Department of Housing and Urban Development, this
plan seeks to provide guidelines that will, with the best of intentions, provide for the continuation of
operations as normally as possible.

PICDA Planning Includes the areas of sanitary practices, movement and isolation of visitors and staff,
and contingency plans in case of absences, agency closure and financial considerations. The PJCDA
would follow public health advice from the Orange County Health Department and guidance from
local, state and federal governmental agencies regarding closures, avoiding crowds and other social
distancing measures.

Guidelines
1.The “chain of command” of the PICDA specifically for a pandemic virus outbreak would be: PJCDA
Board > PICDA Executive Director > PICDA Staff/Contractors
2. During a recognized pandemic virus outbreak, there will be a required, increased vigilance in
sanitary practices.
A. All staff and authorized visitors would be required to wash their hands per CDC protocol
immediately after entering the building and before entry to the office.
B. Upon opening, the office entry, desks, chairs, doorknobs, light switches, equipment faces,
keyboards, etc., active kitchen areas and restrooms will be disinfected by staff or DPW. Gloves
and masks would be provided for this task. This general cleaning will be repeated through the
day/and or before leaving the office for the day.
3. Staff who becomes ill during a recognized pandemic shall be sent home.
A. Arrangements will be made to provide coverage for the departing staff member.
B. If the ill staff member is unable to drive himself/herself home, he/she will be quarantined
until arrangements can be made for transport.
C. Staff sent home will not be allowed to retum to the PICDA without written approval from a
health care professional.
4. In the event of a pandemic virus outbreak, the possibility of casualties is greater. Loss of those
served, staff, and/or other family members is a possibility if the virus does spread as predicted. It
shall be incumbent on the entire staff to be vigilant of others who are suffering from loss.
5. Closing the PICDA offices
A. The current policy is to contact the Orange County Health Department when any one of the
staff becomes ill with a pandemic virus.
B. If an employee falls ill with a pandemic illness after having been in office in the previous
three days, the office is to close for a minimum of three days and is not to re-open to staff or
visitors until a deep cleansing per recommended protocols has taken place.
C. If the agency Is forced to close by governmental decree, the closure time period will be
contingent upon OC Health Dept. regulations and recommended procedures.
D. In the event a staff member cannot work due to being stricken by iliness, sick time policies
come into effect. If an employee working from home falls ill or is injured, a worker’s



compensation claim may be submitted via email. If an employee falls ill outside the office
while not working remotely, and is too lll to work, a short-term disability claim form should be
submitted.
D. Should an employee be exposed to the pandemic illness outside the office, as a precaution,
the employee may chose to work from home in self-containment for the recommended period
of time (currently 14-continuous days) and be compensated under the PJICDA remote work
policy, or they may take personal, sick or vacation time as accrued and available by PJCDA
policy.
E. In the event an employee is ready, willing and able to work in office or remotely, and is
prevented from travel and/or access to needed materlals by official governmental decree, they
shall be compensated by the PIJCDA for any work missed, up to a period of 14-days.
F. In the case the PICDA cannot open its doors to in-office work and does not have the
wherewithal to provide work to be done remotely, lay-off's, furloughs and access to
unemployment benefits will be considered.
6. Though the PICDA Board plans to meet monthly, either on-site or remotely, extreme illness
amongst the board may preclude that option. As a contingency, in advance of the current month, the
Board of Directors may approve a standing S0-day advance approval of agency expenses with up to
an additional 20% allocated to unexpected, necessary expenses. This contingency will go into effect
only upon the incapacitation of members leaving less than a quorum available for regular board
meetings and decisions. It will not go into effect so long as a quorum is available. This option will be
put into effect by a simple vote of the board to initiate pandemic financial protocols. This contingency
provision may also be rescinded by a simple vote of the board.
7. As the current board policy dictates two board members must sign payment checks, in the case
that two signatories are not available due to illness, the internal policy is amended to allow one board
member to sign checks for payment, until board members and signatories are available.
8. Internal PJICDA work processes will continue to be established, documented, and updated on a
continuous basis. Paper and digital copies of such documents will be identified and inventoried.
9. Checks, paperwork and reports will be completed as soon as possible within any month or quarter.

Approval by Port Jervis Community Development Agency on 3/25/2020



PORT JERVIS COMMUNITY DEVELOPMENT
RESOLUTION: REMOTE WORK POLICY

WHEREAS on March 7, 2020, the Governor of the State of New York issues Executive Order 202
declaring a state disaster emergency; and

WHEREAS, as a result of the world-wide pandemic underlying the state disaster emergency, the
Port Jervis Community Development Agency may need to close its physical office and have staff
work remotely to continue agency operations; and

WHEREAS, the board has duly reviewed the public safety and budget considerations of
authorizing employees to work remotely while continuing regular pay during the state of
emergency; and

WHEREAS, the board recognizes that to best serve its area of service and protect the health of
the community and its employees, employees may need to work remotely during routine
hours; and

WHEREAS, the Port Jervis Community Development Agency provides essential services to the
community and government and must remain ready to respond to community and government
needs as is within its capacity and budget;

BE IT RESOLVED that the board adopts the attached policy on “PJCDA Remote Work Plan;” and

BE IT FURTHER RESOLVED that the board shall continue to compensate full and part-time staff
as allowed by law and provided by the policy for remote work during the State of Emergency
from 3/16/2020 through and including 4/22/2020; and

BE IT FURTHER RESOLVED that the Executive Director and the Board of Directors shall maintain
ongoing communication and monitor the best approach to address safety and operational
concerns; and

BE IT FURTHER RESOLVED that the board shall reconvene on 4/22/2020 to consider the
continuation of remote work authorization in light of what may be needed for the community
and government during this declared State of Emergency and to assess when it may be safe to
return to ordinary operations.

ADOPTED: MARCH 25, 2020



Port Jervis Community Development Agency -
Remote Work Plan During State of Emergency

The Port Jervis Community Development Agency provides essential services to our government and
community and as such, in the event of extraordinary circumstances that result in a declared state of
emergency, the following procedures shall be put in place to allow for employees to work remotely to
continue agency operations.

A. Issuance of Equipment and Technology Services

Each employee shall be issued items to allow them to work remotely while continuing agency operations. See
attached list of equipment allocated to each employee.,

Additionally, each employee’s remote device has been outfitted through information technology services with

the necessary software to access agency files remotely in a safe and secure manner. Employees shall work

. remotely during the times they would be scheduled to work in person to the best of their abilities taking into
account the specific needs created by the state of emergency. When performing tasks remotely, employees

should note the time worked through the usual process for logging hours and maintain records that shall be

submitted to the Executive Director. ’

B. Acceptance of Remote Work Responsibilities
Each employee shall sign an acknowledgment outlining their remote work responsibilities and said
acknowledgement shall be maintained as a record of the agency. Acknowledgment and acceptance of remote
work responsibilities shall be required for employees to participate in remote work.

C. Compensation During Periods of Working Remotely
Emp!oyee; shall be paid in accordance with their normal pay schedule for remote work periods.

D. Authorization to Work Remotely
Remote Work shall be authorized by the Board of Directors of the Port Jervis Development Agency upon the

adoption of a resolution allowing employees to work remotely. Said resolution shall specify the approved
period of remote work and said period may be modified as necessary by the Board of Directors.



Port Jervis Community Development Agency (PJCDA)
Telework Form

Name:
Department:

Position/Title:

Please review and/or provide the following information and sign in the space provided below. The
completed and signed form should be returned to Valerie Maginsky either in person or via email

Director@PICDA. org

no later than 5:00 p.m. on March 27, 2020.

1. Cell Phone #:
2. Home Phone #
3. Home Address:
4. Emergency Contact name, relationship and telephone number:
5. Should you need additional desktop equipment to effectively work from home, please check
each piece of equipment needed.
Yes/No | Item Brand Model/Serial Number
Keyboard
Mouse
Monitor
Headset
Computer
Telephone
Other

6. Additional conditions agreed upon by the teleworker and supervisor are as follows:

A tentative work schedule identifying specific responsibilities beyond that which is normal will be
developed one-to-two weeks in advance. Changes must be transferred to co-workers and Executive
Director as soon as possible.
Please review the following telework parameters:

PICDA Telework Form Rev: 20200324VM




o I understand that when I am away from the office teleworking, I must comply with all
organizational rules, policies, and procedures.

» [ understand that my compensation, benefits, and work responsibilities will not change due to
the telework arrangement.

o I understand that my telework work schedule will be consistent with my current work
schedule and will not significantly change without the approval of my supervisor.

I must get advance approval from my supervisor to work any overtime. Any such agreement
will be documented.

« I understand that while teleworking, it is my responsibility to:

O Maintain a safe work environment
O Protect any company equipment in my possession
0 Safeguard confidential work-related information

1 understand that I will not hold business visits or in-person meetings with business affiliates
or co-workers at my home telework site.

o I understand that any and all equipment provided by the PJCDA is the property of the PICDA
and will be returned to the office should 1) telework is rescinded, 2) my employment with the
PICDA terminates for any reason.

o I understand that any non-performing equipment is to be returned to the PICDA.

Employee signature / Date

Supervisor signature / Date

PJCDA Telework Form Rev: 20200324VM



Port Jervis Community Development (PJCDA) Timesheet

NAME: TIME SHEET PERIOD: (Mon-Sun)
" TOTAL OFFICE COMMENTS
N our Y] our n our N out | HOURS |Houpay| usg | sicx | vacaTion | PERSONAL | Other-T8D | (required Hworking
WORKED oLy e EIDCRRAY)
_0:00
B o0
000
0:00
000
T 020
0:00 .
TOTALS FORTHE WEEK | 000 000 000 000 000 000 00|

mvwmmﬂnhm(tc:mwmm
A vecation and hours for
FOR OFFICE USE wmna?mwmﬂm, porsonal

Slck - salf (employea) | curtily that the above Is corroct

Pergonat: SIGNED:
038 Tima: ‘ ) (suporvtssr)




