
 
 
 

 
 

 

Finance Committee Meeting Minutes 

Zoom Meeting – Friday, Nov. 10, 2023 – 9:00 am 

 

Present:  Judy McLean, Jackie Gardner-Nix, Donna Moulton, Angela Grogan, Trish Baird, Tina Stephens, Adam 

Kolisnyk (CFO-CMH), Jordyn Boivin (Analyst, CMH), Meaghan Spencer (Finance Manager, CMH) 

 

Regrets: Stephen Beauchamp, Tim Miller 

Topic Discussion Decision/Action 

1. Quorum & 

Approval of Agenda 

The meeting was called to order by Judy McLean and a 

quorum was present.   

Motion by: Jackie Gardner-Nix to 

approve the agenda.  

Seconded: Angela Grogan 

Carried. 

2. Approval of Minutes 2.1 Approval of previous minutes – Sept. 15, 2023 

 

Motion by: Donna Moulton to 

approve the previous minutes. 

Seconded:  Jackie Gardner-Nix 

Carried. 

3. Financial Statements 3.1 CCN Q Financial Results 

Jordyn presented the Committee with Q2 financial results. 

CCN is in a positive financial position overall at the end of 

Q2. Additional one-time funding totaling $84,670 was 

received along with extra funding for the hospice beds at 

$283,000.  The Committee would like to see an addition 

added to the Notes section to indicate the balance of the 

deferred revenue account. This will be important when the 

Committee is discussing when to put in a request for 

funds to the Foundation.  

Another suggestion was adding 2 separate revenue lines 

showing investment income and the other showing 

interest earned from CIBC high interest account on the 

Statement of Operations.  

 

3.2 Internal Controls – Q2 2023/2024 

Jordyn Boivin circulated the Q1 internal controls which 

have been signed by Trish and Adam Kolisnyk. 

Motion by: Jackie Gardner-Nix to 

accept the Q2 Financial results as 

presented.  

Seconded by: Donna Moulton. 

Carried. 

 

 

 

 

 

 

 

 

 

 

For Information Purposes 

 

 

4. Work Plan Items 4.1 MSAA Refresh (Multi-Service Accountability 

Agreement) Trish informed the Committee that Ontario 

Health is going to extend the agreements for 2024/2025. 

For Information Purposes 

 

 



Trish indicated that although no budgets will be 

submitted to Ontario Health, CCN will create their own 

budget for 2024/2025. 

 

4.2 CCN/CMH Management Agreement Discussion 

The agreement between CCN and CMH (Campbellford 

Memorial Hospital) will expire in March of 2024. 

Conversation took place as to how the Committee wishes 

to move forward. Trish & Adam have been working to 

stabilize and improve many of the reporting requirements 

over the last six months.   

 

 

 

 

For the next Committee meeting a 

report will be prepared outlining 

the following: 

1. Information on ‘best 

practice’ in similar agencies 

of % of budget allocated 

for costs for financial 

reporting and accounting 

to total budget. 

2. Brief review of current 

contract and outcomes. 

5. Policy Review 5. Policy Review 

The Committee reviewed the below mentioned policies 

and made the following recommendations: 

F-50 Designated Donations – No changes to this policy. 

F-60 Donation Receipts – No changes to this policy. 

F-125 Lottery Activities – No changes other than adding a 

sentence to the end that this policy should be shared with 

the Board and staff on a yearly basis.  

F-190 Use of Agency Property – No changes to this policy. 

F-70 Donor Recognition – Brand new policy created. This 

policy will be brought to the next board meeting outside 

the consent agenda.  

 

 

Motion by: Donna Moulton to 

accept the new policy F-70 Donor 

Recognition and recommend being 

brought to the Board for approval.  

Seconded: Jackie Gardner-Nix 

Carried.  

 

6. Terminate  Motion by Donna to terminate. 

 
Next Meeting: Friday, January 12, 2024 – 9:00 am - Zoom 



 
 

Finance Committee Meeting 
 

Friday, November 10, 2023 – 9:00 am 
 

MEETING AGENDA 
 

https://us02web.zoom.us/j/89503047731 

Meeting ID: 895 0304 7731 

Passcode: 791233 
 
 

Welcome & Introductions - Trish     Speaker: Document: 
 

1. Quorum & Approval of Agenda        Judy  Verbal 
    

2. Approval of Previous Minutes – Sept.15, 2023         Judy  Attached 
           

3. Financial Statements 
    3.1 – CCN Q2 Financial Results    Jordyn  Attached 
    3.2 – Internal Controls – Q2 2023-2024   Jordyn  Attached 
   

4. Work Plan Items      
4.1 – MSAA Refresh (Multi-Service Accountability Agreement)Trish Verbal 
4.2 – CCN/CMH Management Agreement Discussion Trish  Attached  

  
5. Policy Review         

F-50 Designated Donations, F-60 Donation Receipts  Judy  Attached  

F-70 Donor Recognition, F-125 Lottery Activities 
F-190 Use of Agency Property 

                       
6. Termination    

  
  
 
  
 
     
 

  
    
 
  
 
 
 
  

Next Regular Meeting – Friday, January 12, 2024 – 9:00 am 

https://us02web.zoom.us/j/89503047731


 
 
 
 
 

 

Finance Committee Meeting Minutes 

Zoom Meeting – Friday, Sept. 15, 2023 – 9:00 am 

 

Present:  Judy McLean, Jackie Gardner-Nix, Tim Miller, Stephen Beauchamp, Donna Moulton, Angela Grogan,        

Trish Baird, Tina Stephens, Adam Kolisnyk (CFO-CMH), Jordyn Boivin (Analyst, CMH), Meaghan Spencer (Finance 

Manager, CMH) 

 

Regrets:  

Topic Discussion Decision/Action 

1. Quorum & 

Approval of Agenda 

The meeting was called to order by Judy McLean and a 

quorum was present.   

Motion by: Jackie Gardner-Nix to 

approve the agenda.  

Seconded: Donna Moulton 

Carried 

2. Approval of Minutes 2.1 Approval of previous minutes – June 19, 2023 

 

Motion by: Tim Miller to approve 

the previous minutes. 

Seconded: Stephen Beauchamp 

Carried. 

3. Financial Statements 3.1 CCN Q1 Financial Results 

Jordyn presented the Q1 Financial results. The financials 

are trending in a positive manner for Q1. When reviewing 

the Cashflow Forecast, CMH Finance staff recommended 

pulling out up to $200,000 from the CIBC High Interest 

account to and transferring it to the operating account. 

This will ensure there are ample funds to cover the day-to-

day operations because in Oct. they are forecasting a 

decrease in funds until the end of year when donations 

tend to increase.  The Committee felt comfortable with 

this recommendation and suggested that the funds being 

returned when the operating account forecast reaches 

$500,000. 

 

3.2 Internal Controls – Q1 2023/2024 

Jordyn Boivin circulated the Q1 internal controls which 

have been signed by Trish and Adam Kolisnyk. 

Motion by: Tim Miller to accept the 

Q1 Financial results as presented.  

Seconded by: Donna Moulton. 

Carried. 

 

Motion by: Tim Miller to transfer up 

to $200,000 from the CIBC High 

Interest Savings Account into the 

RBC operating account with the 

intention of returning all or a 

portion of the funds when the 

operating account forecast reaches 

$500,00.00 

Seonded: Donna Mouton 

Carried.  

 

 

4. MSAA 2023/2024  4. MSAA 2023/2024 Updates 

Trish presented a report outlining additions and changes 

received from our funders for the fiscal year 2023/2024. 

 



Highlights included the increase of $283,800 for the 

current 6 hospice beds.  

 

5. 2023/2024 Workplan 5. Review of Work Plan for 2023/2024 

The additions to the Work plan are as follows: 

1. Adding the policies that correspond to Work plan 

items for review at the same time: 

1.3 Fee Schedule – (Policy – F-80) 

3.1 Inventory of Investments – (Policy – F120) 

4.2 Insurance Review – (Policy – F-110) 

2. Item 6.5 (CCN/CMH Agreement Review) will be put on 

the workplan for November for further discussion.  

3. Item 3 – Donations, Bequests & Investments – Review & 

Submission of funding request to the Foundation added 

to January.  

 

5.1 Review of Committee Terms of Reference 

The only addition on the Terms of Reference is adding the 

word “Ed’s House Foundation” to the end of the sentence 

under “Donations & Bequests”.  

 

Trish will schedule a Finance 

Committee orientation for Angela, 

our newest Board member. Other 

Committee members are welcome 

to join as a refresher. This will be 

organized after the 3
rd

 week of 

October.  

 

Tina will send out an updated Work 

Plan to the Committee members 

once it is updated.  

6. Policy Review 6. Policy Review Timeline Discussion 

A financial policy summary document was presented. It 

shows the current review status of CCN financial policies 

that Tina keeps updated. There are currently 6 policies 

that have not been reviewed in the last 3 years. Trish and 

Tina will review and make recommendations regarding 

any changes and then send out to the Committee for 

suggestions. These policies will be brought back for the 

November meeting for further discussion. 

Tina will email out the policies in 

Word version with highlighted 

suggestions for the Committee to 

review and make further suggested 

changes.  

7. In Camera Session The Committee moved into Camera.  

 

 

 

 

Motion by: Jackie Gardner-Nix to 

move into Camera. 

Seconded: Donna Moulton 

Carried. 

 

Motion by: Tim Miller to move out 

of Camera. 

Seconded: Angela Grogan 

Carried 

6. Terminate  Motion by Stephen Beauchamp to 

terminate. 

 
Next Meeting: Friday, November 10, 2024 – 9:00 am - Zoom 



Q2 Financial Report

For the period ending September 30, 2023



Statement of 
Financial Position

April 1, 2023 to September 30, 2023



Statement of 
Operations

April 1, 2023 to September 30, 2023



Revenue

Ontario Health Funding - One-Time funding for $47,300 per hospice bed equaling a total of $283,000 was received as a lump sum on August 11th. 
Additional One-time funding for a total of $84,670 ($25,000 for Meal Services, 3% increase for CSS totaling $53,682, and 3% increase for PALC 
totaling $5,988) was confirmed and $19,022 was received on September 1st. As well as there was a surplus recovery of $13,550 for CSS which also 
occurred on the 1st of September.

Client Fees- Consistently averaging higher this QTR than last year’s average but still under budget.

Other Revenue - Combination of revenue for CCN assistance to CMH Payroll and reimbursement for additional Audit Fees

Expenses

Salaries & benefits - Second quarter salaries are slightly more than last year due to an increase mainly in the Hospice Services area, more 
specifically Eds House, and summer student expenses. This increase across all programs was budgeted for and is a combination of overtime and 
timing. 

Sundry - More than budgeted due to training costs in the Volunteer Peer Support Program early in the year, higher costs in insurance and some IT 
processing costs.

Travel - Travel costs are higher because of more volunteer and staff travel as we come out of COVID.

Volunteer Recognition - More than budgeted for due to the Volunteer Appreciation Event held in July.

Equipment Maintenance/Purchase - More than budgeted for due to significant van repairs specifically in July. 

Contracted Out Services - More than budgeted for due to an increase in fitness classes and hired transportation.

Notes Regarding the Statement of Operations





Cashflow Forecast







 
 
 
SECTION:  Financial    POLICY: Designated Donations  
 

DATE ISSUED:  July 9, 2001    NUMBER: F – 50 
 
REVIEWED:    Nov/14, Jan/19 

 
REVISED:                Feb/19     NEXT REVIEW:   

________________________________________________________________ 
  
Policy 
 

To ensure donor requests can be fulfilled and are within the statutory guidelines for charities, prior to 
accepting designated donation, CCN will review and determine whether the conditions can be 
fulfilled. 
 

Procedure 
 

1. Prior to accepting any donation with a designation, The Director of Donor Relations will make 
recommendations to the CEO, who will review the conditions of the designation and ensure 
that statutory requirements are met. 

 
2. If approved, the gift will be accepted with the stated designations. 

 
3. The conditions will be documented and kept for recording purposes within a relevant database. 

 
4. Every attempt will be made to uphold the conditions placed on the donation.  If the conditions 

cannot be met, the donor will be informed as soon as possible.  Alternative arrangements may 
be agreed to or the unexpended portion of the donation returned. 
 

5. If the donor is deceased or legally incompetent, and CCN is unable to contact a legal designate, 
the donation will be used in a manner that is as consistent as possible with the donor’s original 
intent.  



























 
SECTION:  Financial    POLICY: Donation Receipts  

 
DATE ISSUED:   July 9, 2001    NUMBER: F – 60 
 
REVIEWED:    Nov/17, Jan/19 

 
REVISED:   Nov/17    NEXT REVIEW:   
  

_________________________________________________________________________ 
  
Policy 
 
All donations (gifts, bequests, gifts in kind) received by a representative of CCN (volunteer, staff, board or 
committee members) becomes the property of CCN.  CCN will ensure that all donations will be administered 
for the purposes for which they are given and/or the betterment of the organization as a whole.   
 
Donation receipts will be issued by CCN for all gifts received in accordance with the policies and requirements 
of the Canada Revenue Agency. 
 

Procedure 
 

1. When a monetary donation is received, it will be deposited into the bank account within seven 
working days. 

2. A charitable receipt will automatically be issued for any cash donations of $20.00 or more.  Upon 
requests from donors, receipts for lesser amounts will be issued. 

3. Donation receipts must be prepared using the approved computer program with information backed 
up on a regular basis.  

4. The receipt must contain the following information: 
a) a statement that it is an official receipt for tax purposes 
b) name and address in Canada of our organization as recorded with the Canada Revenue Agency 
c) the registration number assigned by the Canada Revenue Agency 
d) When the donation is by cash or cheque, the day on which the donation was received. 
e) Where the donation is a gift of property, the day on which the donation was received, a brief 

description of the property, and the name and address of the appraiser of the property if an 
appraisal is done. 

f) The day on which the receipt was issued if it differs from the receipt date 
g) Name and address of the donor  
h) The amount of the donation  
i) Signature of an approved signing authority as per CCN By-Laws. 

5. Where a receipt is lost and a new receipt is issued, the replacement receipt must be clearly identified 
as a replacement receipt and must show the serial number of the receipt which it replaces.  A receipt 
which is spoiled must be marked ‘cancelled’ and both the original and duplicate retained. 

6. Donation receipts are not to be issued when the price of admission to an event includes participation 
in a lottery, draw, or game of chance where the prizes have more than a nominal value. 

7. Receipts will be issued no later than February 28th for donations received in the previous calendar 
year. 



 
8. Donations of property will require documentation that supports the value assigned to the property for 

charitable donation purposes and under no circumstances can the value assigned exceed the fair 
market value of that property on the day the donation was received. 



 
 

 
SECTION:  Financial    POLICY: Donor Recognition  

 
DATE ISSUED:   July 9, 2001    NUMBER: F – 70 
 
REVIEWED:       Jan/19 

 
REVISED:  Nov/17, Feb/19    NEXT REVIEW:       

  
_______________________________________________________________________ 
  
Policy 
 

To provide suitable and appropriate acknowledgement of donations, all donations (gifts, bequests, 
gifts in kind) will be recognized by Community Care Northumberland. 
 

Procedure 
 

1. Thank you letters, signed by the Board Chairperson or designate will be sent to donors for 
amounts of $20.00 or more. 

 
2. Donations in memory of someone will be acknowledged with a letter to the family of the 

person being remembered.  The letter will include the names of the donors unless the donor 
requests anonymity. 

 
3. Additional recognitions for donations may be made as determined by the Board of Directors.  
 



 
 

 
SECTION:  Financial    POLICY: Donor Recognition  

 
DATE ISSUED:   July 9, 2001    NUMBER: F – 70 
 
REVIEWED:       Jan/19 

 
REVISED:  Nov/17, Feb/19    NEXT REVIEW:       

  
_______________________________________________________________________ 
  
Policy 
 

To provide suitable and appropriate acknowledgement of donations. All donations (gifts, bequests, 
gifts in kind) will be recognized by Community Care Northumberland. 
 

Procedure  
Community Care Northumberland Donor Relations staff will work to acknowledge every gift with the 
following guidelines. At any time, a donor may request additional public recognition or decline public 
recognition. 
 
Gift Acknowledgement 
 

Gifts of $20 - $999: 

• Thank you letter and Income Tax receipt if applicable for gifts over $20 will be issued within 30 
business days. Donations made online will receive email acknowledgement. All thank you 
letters will be signed by the CEO, or Director of Donor Relations. 

• All donations over $500 receive a personal thank you call from the Director of Donor Relations 
or appropriate staff member.  
  

       Gifts of $1,000 - $9,999: 

• Thank you letter and Income Tax receipt if applicable will be issued within 30 business days 
and will include a handwritten note from the Chief Executive Officer or the Director of the 
department the donation is specified for.   

• For donations that are not eligible for tax receipts or for donations made online where email 
tax receipts are issued, a handwritten thank you card from the Chief Executive Officer, the 
Director of the department the donation is specified for, or the Director of Donor Relations 
will be sent.   

• Acknowledgement on social media/press release is an option if the donor is amenable to 
public recognition.  

 
Gifts over $10,000: 

In addition to the recognition included in the previous categories: 



 
 

• With the Donors permission, their donation will be featured in the Community Care 
Northumberland newsletter.  

• If the Donor chooses to, Community Care Northumberland will submit a press release 
including a photographed cheque presentation to the local media along with 
acknowledgement on social media.  
 

In Memory Donations: 
 

1. Donations in memory of someone will be acknowledged with a letter to the family of the 
person being remembered.  The letter will include the names of the donors unless the donor 
requests anonymity. The amount of the donation will be kept confidential. 

 
Additional Recognitions: 
 

1. Additional recognition for donations may be made as determined by the Director of Donor 
Relations.  

 



 
 

SECTION: Financial     POLICY:   Lottery Activities 

DATE ISSUED:  July 10/2012     NUMBER: F – 125 

REVEIWED:        Jan/19 

REVISED:  Jan/16      NEXT REVIEW:    

____________________________________________________________________________ 

Lottery activities are an element of the overall fundraising plan of Community Care Northumberland.  This 

policy outlines conduct of these activities and will ensure Community Care Northumberland’s compliance 

with the Alcohol and Gaming Commission of Ontario (AGCO). 

Lottery activities include the following: 

1. Nevada Tickets 

2. Raffles 

3. 50/50 draws 

 

1. Nevada Tickets 

In order to establish a Nevada ticket outlet, Community Care Northumberland must complete an 

application form that has two signing officers.   The signing officers cannot purchase any Nevada tickets 

at these licensed outlets. 

Employees Community Care Northumberland cannot purchase any Nevada tickets at these licensed 

outlets. 

The Chairperson of the Board of Directors of Community Care Northumberland cannot purchase any 

Nevada tickets at these licensed outlets. 

2.  Raffles 

 

In order to receive a raffle license Community Care Northumberland must complete an application form 

that has two signing officers.   The signing officers cannot participate in the raffle by purchasing a ticket.  

If the prize amount is over $10,000 CCN may be required to secure a line of credit from their banking 

institution.  

 

Employees of Community Care Northumberland cannot participate in the raffle by purchasing a ticket if 

the prize board is over $500.00 or has acted as the signing officer for the raffle.   



 
The Chairperson of the Board of Directors of Community Care Northumberland cannot participate in the 

raffle by purchasing a ticket if the prize board is over $500.00 or has acted as the signing officer for the 

raffle license.   

A member of the Board of Directors of Community Care Northumberland cannot participate in a raffle 

by purchasing a ticket if the prize board is over $1,000.00 or has acted as the signing officer for the raffle 

license.   

 

3. 50/50 Draws 

 

In order to receive a raffle license Community Care Northumberland must complete an application form 

that has two signing officers.   The signing officers cannot participate in the raffle by purchasing a ticket.   

 

Employees of Community Care Northumberland cannot participate in the 50/50 draw by purchasing a 

ticket if the prize board is over $500.00 or has acted as the signing officer for the raffle license.   

 

The Chairperson of the Board of Directors of Community Care Northumberland cannot participate in the 

50/50 draw by purchasing a ticket if the prize board is over $500.00 or has acted as the signing officer for 

the raffle license.   

A member of the Board of Directors of Community Care Northumberland cannot participate in a 50/50 

draw by purchasing a ticket if the prize board is over $1,000.00 or has acted as the signing officer for the 

raffle license.   

Miscellaneous Compliance Issues 

 

In accordance with the ACGO policy, no tickets will be sold intentionally to any minor.  If the winner’s 

name selected is a minor, Community Care Northumberland will adhere to AGO standards.  No prize will 

be awarded and will be held in trust for the minor until they are 18 years of age. 

 

 In accordance with the ACGO policy, if a winner’s name selected is deceased at the time of the draw, 

Community Care Northumberland will adhere to AGO standards.  The prize will be awarded to the estate 

of the deceased.   

 

 

 

 

 



 
 

 
SECTION: Financial                 POLICY: Use of Agency Property 

 
DATE ISSUED:  July 9, 2001              NUMBER:  F – 190 
 
REVIEWED: Nov/14, Jan/19 

 
REVISED:  Nov/08      NEXT REVIEW:   

________________________________________________________________ 

 
  
Policy 
 

Community Care Northumberland will share its facilities, equipment, and resource materials, where 
possible with its volunteers or with other agencies whose activities relate to CCN mandate and who 
agree to abide by established procedures. 
 
 

Procedure 
 

1. Directors and Program Managers will maintain procedures for the loan or rental of meeting 
space, equipment, or resource materials. 

 
2. Conditions of a loan or rental will include: 

a) non-interference with CCN activities 
b) An agreement to accept responsibility and pay the replacement value of damage or lost 

equipment or resource materials. 
c) Agreement to return facilities to their original condition. 
d) Agreement to observe security measure (e.g., lock doors, not let unauthorized people into 

facilities) 
e) Returning any equipment or resource material within the specified time period. 

 
 
* See attached Template for Rental Agreement 
 
 
 
 
 
 
 
 
 



 
 

 
 

Community Care Northumberland 
Address of Location 

_______________________________________________________________ 

 

Permit for the Rental of Community Care Office Facilities 
 
 
Name of Organization: 
__________________________________________________________________ 
 
 
Name of Applicant: 
_____________________________________________________________________ 
 
 
Address: ___________________________________   Telephone: _________________________ 
 
                ___________________________________    Business: __________________________ 
 
Date(s) required: 
_______________________________________________________________________ 
 
Rental Hours – From: _______________To:_____________________________ 
 
Nature of Gathering: 
____________________________________________________________________ 
 
Areas to be used: 
______________________________________________________________________ 
 
Additional Notes: 
_______________________________________________________________________ 
 
_______________________________________________________________________________ 
 
________________________________________________________________________________ 
 
Fee:       yes ____       no ______        amount $__________ 
 
Receipt of office key & alarm procedures:  ____________  
 
Returned Key: ________ (please initial)                        Date:  _____________ 
 
Details of Liability Insurance: Company_______________       Policy Number_________________       
 
 



 
 
Emergency Checklist 
 

1. Telephone & list of emergency numbers: _______ 
 
2. Reviewed exits and emergency exits: _______ 

 
3. Fire Alarms and extinguishers: _______ 

 
4. First aid kit: _______ 

 
5. Location of cleaning supplies: __________ 

 
 
User Responsibilities: 
 

1. Applicants shall be responsible for the conduct and supervision of all persons admitted to the 
facilities and shall see that regulations are observed. 

 
2. The facilities must be left in the same condition as they were before occupancy (dishes used 

washed, sinks rinsed, etc.).  Any additional cost for extra janitorial services will be charged to 
the organization. 

 
3. Only the room and equipment specified in the permit shall be used. The room should be left in 

the set-up before rental (i.e. chairs stacked, tables returned to previous location) 
 
4. A key for the front door and code for the alarm system will only be issued to one person per 

rental group.  This key and code must be kept secure and confidential and is not to be shared 
with any other member of the rental group for security and confidentiality purposes.  The group 
is responsible for any charges related to false alarms because of incorrect use of the alarm 
system.  Replacement costs for the loss of keys will be the responsibility of the user.  

 
5. Applicant accepts liability for all damages arising out of bodily injury sustained by persons 

under his/her charge and property damage done by persons under his/her charge or through 
the applicant’s neglect.  Community Care Northumberland is not responsible for any personal 
property on premises. 

 
6. Applicant waives all rights of action against Community Care Northumberland, and agrees to 

indemnify Community Care Northumberland from any actions or causes of actions against 
Community Care Northumberland taken by any person under his/her control. 

 
7. Priority for rental permits will be given to activities sponsored by Community Care 

Northumberland Community Care Northumberland reserves the right to cancel any permit. 
 

8. Violations of any of these conditions may result in cancellation of the rental contract. 
 
 

Note 1.  The premises are designated as a No Smoking building. 
 
 

 



 
 

 
These signatures verify that the applicant has reviewed the emergency check list 
and acknowledges their user responsibilities. 
 
 
Applicant: ___________________________________ Date: _____________________ 
 
 
Director/Program Manager: _______________________________ 
 
 
* Additional items may be added depending on office location. 
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