
WJFF Radio Catskill Board of Trustees
[Minutes approved, July 15, 2015]

Wednesday, June 17, 2015
Callicoon Town Hall
Jeffersonville, NY

Trustees Present: John Bachman, Barbara Demarest, Tasa Faronii-Butler, John Gordon, Kevin Gref, 
Lawrence Grosberg (attending by telephone), Sonja Hedlund, Ken Hilton, Anne Larsen, Midge Maroni,
Patricia Pomeroy, Martin Springhetti.

Trustees Absent:  None.

Note: 3 of the Board of Trustees 15 seats remain vacant; 8 trustees are required to make a quorum. 

Also Present: Adam Weinreich, General Manager.

1. Call to Order
The Annual Meeting of WJFF's Board of Trustees was called to order by Sonja Hedlund at 6:37 
p.m. A quorum of the Board was established.

2. Public Comment
No comments were made.

3. Approval of Minutes
The circulated draft minutes of the May 20, 2015, regular meeting of the Board were amended 
to expand on the discussion surrounding the posting of committee meeting minutes, under item 
7.E. Personnel Committee report. 

A motion was made by Ken Hilton to approve the minutes, as amended, of the May 20, 2015, 

meeting of the Board of Trustees as well as the minutes, as circulated, of the May 30, 2015, 

special meeting of the Board of Trustees. Seconded by Midge Maroni. All in favor; none 

opposed. Motion carried.

4. Comments from the President of the Board
Sonja Hedlund expressed gratitude to the Trustees for their work, time given, and financial 
support of WJFF. She also stated that much had been accomplished in the past year but that 
there is much on the table for the next year. Foremost, she said, is resolving the transmitter 
issue. She encourage the Board to keep their eyes on the task.

5. General Manager's Report
Adam Weinreich reported that the "Something for Everyone" auction had been successful, 
bringing in $7,000. He also commented on the Board's decision regarding pension contribution 
for full-time staff and gave an update on other issues. [See attached report.]

Adam Weinreich also briefed the Board on the status of potential rental locations for the 
transmitter and antenna. He also presented a recommendation for how to handle committee 
meeting minutes. 



6. 25th Anniversary Gala
Adam Weinreich and Barbara Demarest reported on the progress of the 25th Anniversary Gala 
event. The event is tentatively scheduled for Sunday, September 27, at the Villa Roma Golf 
Clubhouse. Glenn Wooddell and Josephine Finn will be honored. Fund raising ideas for the 
event were also presented.

7. Capital Campaign
Ken Hilton and Barbara Demarest reported on their efforts laying the groundwork for a capital 
campaign to raise money needed for relocating the transmitter. Barbara Demarest expressed that
a project budget from the Transmitter Site Advisory Committee would be needed in order to get 
serious about a capital campaign. Discussion followed about developing a list of potential 
donors.

8. Committee Reports
A. Transmitter Site Advisory Committee

Sonja Hedlund reported that the committee is following up on directives from the last 
meeting of Board and that they are making progress on developing a budget.

A motion was made by Anne Larsen to add Midge Maroni to the Tower Site Advisory 

Committee. Seconded by Ken Hilton. Larry Grosberg opposed; All others voted in 

favor. Motion carried. 

Patricia Pomeroy reported that the committee is proceeding with discussion with the 
Town of Liberty regarding permission to erect a tower.

B. Audit Committee
Patricia Pomeroy reported that the Audit Committee, in cooperation and consultation 
with staff, the Treasurer and the Bookkeeper have formatted our current financial 
policies and practices put them into one document. She requested that the Board adopt 
this new policy document so that it can be added to the New York State Grants Gateway 
Document Vault for the purpose of applying for grants in July.

A motion was made by Ken Hilton to approve the "WJFF Financial Accounting 

Policies and Procedures" document as prepared by the Audit Committee. Seconded by

John Gordon. 

Discussion: The questions was raised whether there were improvements to 

current practice that can be made. Patricia Pomeroy answered that, yes, there 

are some things that can be tweaked. It was suggested that the policy be 

reviewed before the NYSCA grant application deadline in April.

Vote: All in favor; none opposed. Motion carried.

[See attached policies.]

C. Nominating and Governance Committee
Midge Maroni presented three documents, requesting that they be adopted as policy by 
the Board: Anti-nepotism Policy, Women and Minority Business Policy, and Staff Code 
of Conduct. The first two, she stated, were "boilerplate" documents and the Staff Code 



of Conduct was derived from the WJFF Volunteer Handbook and other outside sources. 

A motion was made by Barbara Demarest to adopt the Anti-Nepotism Policy, the 

Women and Minority Business Policy, and the Staff Code of Conduct as presented by 

the Nominating and Governance Committee. Seconded by Ken Hilton. All in favor; 

none opposed. Motion carried. 

[See attached policies.]

D. Facilities Committee
No report was given.

E. Finance Committee
Barbara Demarest reported that the audit is completed and WJFF received a clean 
opinion from the auditor. The final audit report will be available for distribution on July 
1. Liz Loarca, representing the auditor Knack, Pavloff and Company, will be present at 
the July meeting of the Board to answer questions regarding the audit. The audit as well 
as WJFF's 990 form will need to be approved by the Board at the July meeting.

Barbara Demarest also presented the financial statements prepared by the bookkeeper. 
[See attached report].

F. Personnel Committee
No report was given.

9. Election of Trustees
a. Board Elected Trustees

The election of Trustees was held in a manner wherein a list of nine candidates were 
presented for five seats on the Board, including the two seats of incumbent trustees 
whose terms were ending. Each trustee voted for five candidates. In the first round of 
voting, four candidates received majority votes and were elected to the Board; Ken 
Hilton, Kit Hulit, Jim Lomax, and Martin Springhetti each received a majority vote. 
A subsequent vote took place, with trustees casting a vote for one of the remaining 
candidates; Thane Peterson received a majority vote. Counting of the votes was done 
by the Jeffersonville Village Clerk and Assistant Clerk.

Documents distributed to meeting participants that had been 
previously emailed to Trustees. These included election instruction, the 
ballot, and biographical sketches of all candidates annotated with 
superscript numeral (1) to indicate those candidates meeting the 
diversity criteria in the WJFF diversity statement, policy, and annual 
goals, as required by the CPB.

b. Volunteer Elected Trustee
Votes in the volunteer trustee election were opened and counted during the meeting by 
the Volunteer Coordinator, Andrea Eddings and volunteeer, Steve Richter. John 
Nordstrom was the winner of the volunteer election.



c. Result
The following individuals were elected to serve on WJFF's Board of Trustees:

Ken Hilton
Kit Hulit
Jim Lomax
John Nordstrom
Thane Peterson
Martin Springhetti

Each newly elected trustee will serve a three year term beginning in July 2015 except for
Jim Lomax who volunteered to serve out the one year remaining of the seat vacated by 
Peter Sharpe.

[8:09 p.m., Larry Grosberg excused himself from the meeting.]

10. Public Comment
One individual reported that he had written on several occasions to the Community Advisory 
Board but had not received a reply. Another member of public thanked Sonja for her service on 
the Board.

11. Adjournment
A motion to adjourn was made by Midge Maroni. Seconded by Tasa Faronii-Butler. All in 

favor none opposed. Motion adjourned at 8:14 p.m.



General Manager’s Report for 2015-06-17

“Something for Everyone” Auction:

Tremendously successful.  Income: $7,000 (bested prior year by $2,000).  Expense: $300.
Tacos: Delicious.  After-event conference call and comments from volunteers: extremely 
valuable and enlightening.  Next year: even better. 

Pension and Retirement:

Board’s decision to change annual retirement contribution from 5% payment to 1.5% 
match is extremely disappointing.  Board’s decision to retroactively pay 1.5% of salary 
for FY 2013 and 2014 seems unfair and incorrect.  Prior station manager was paid at 5% 
for the months during 2013 when he worked, it would make sense that I be paid the same 
rate for that year at minimum.  Despite the absence of documentation establishing a 
retirement plan, the presence of signed/countersigned checks by GM and board president 
clearly indicates the board’s position.  Request board re-visit decision to retroactively pay
1.5%.

Volunteer Coordinator:

Presently covered by her husband’s healthcare and has written a letter indicating coverage
and intent to decline coverage from Radio Catskill until further notice.  Given this, Liz 
Loarca advises we are in no legal danger by scheduling her to work more than 30 hours 
per week.

Local Radio News:

Spoke earlier this month with a gentleman pursuing a LPFM license in the 
Fallsburg/Woodridge area.  His goal is to broadcast primarily to the Hasidic community 
during the summer and to sell underwriting.  He is anticipating the call letters “WJNN.”  
Hope to maintain a positive relationship with him and even bring him to WJFF for 
interviews about his experiences.

Saw an advert in a local newspaper seeking show hosts and sales reps for a Barryville, 
NY based internet radio station called “Catskills Radio.”  A visit to 
www.catskillsradio.com reveals a startup internet-only top-40 type station with no 
broadcast ability.  Recommend discussing whether or not “Catskills Radio” infringes 
upon “Radio Catskill.”



WJFF Committee Meeting Minutes Recommendation

June 17, 2015

According to the CPB’s General Provisions, no grant recipient is specifically required to 

keep records of meeting minutes.  Any recipient of the CSG is, however, required to be 

able to prove that open meetings actually took place, and minutes are the most traditional 

method of doing this.  It is clear that WJFF must maintain copies of meeting minutes for 

all committees which hold open meetings.

Therefore it is my recommendation that:

Any “open meeting” which takes place at the board level shall be recorded in the form of 

minutes, which include:

• Date and location of meeting

• Committee members present

• Committee members absent

• Start time of meeting

• End time of meeting

• Decisions rendered at meeting

• Reason(s) for closing the meeting, if such action is taken

These minutes will be recorded by an appointed secretary of a committee, or by the 

committee chair, and will be approved at the meeting following the one at which they 

were recorded.  At minimum, approved minutes must be sent to station management for 

filing so that they can be produced if the station is required to prove that meetings took 

place.  If the board so decides, these minutes can also be posted to the appropriate section

of WJFF’s website for public consumption once they are approved.  

Due to the frequency of meetings and large number of committees, if minutes are to be 

posted to the station’s website, it should be the responsibility of each committee chair to 

oversee the timely approval and uploading of their committee’s minutes according to the 

instructions in Addendum A.

For a list of groups required to maintain minutes, see Addendum B.

For a complete list of the station’s Open Meetings, each of which requires a set of 

approved minutes listing the bulleted items above at minimum, see Addendum C.

Respectfully submitted,

Adam Weinreich

General Manager



Addendum A: posting minutes to website

Step 1: Update the text in your minutes to indicate when they were approved.

Step 2: Publish your minutes as a .pdf document.  You can use the free utility "CutePDF" 

(www.cutepdf.com) or the online utility "Zamzar" (www.zamzar.com) to convert Word 

and other documents to .pdf.  When saving your .pdf, please use the following Naming 

Convention: “YYYY-MM-DD COMMITTEE NAME MINUTES.PDF”

Step 3: Browse to the webpage where your committee's minutes are kept:

Board of Trustees: http://www.wjffradio.org/wjff/index.php?section=52

Executive Committee: http://www.wjffradio.org/wjff/index.php?section=89

Nominating and Governance Committee: http://www.wjffradio.org/wjff/index.php?

section=104

Finance Committee: http://www.wjffradio.org/wjff/index.php?section=105

Audit Committee: http://www.wjffradio.org/wjff/index.php?section=106

Personnel Committee: www.wjffradio.org/wjff/index.php?section=98

Program Committee: http://www.wjffradio.org/wjff/index.php?section=77

Community Advisory Board: http://www.wjffradio.org/wjff/index.php?section=88

FCRC/DCOC: http://www.wjffradio.org/wjff/index.php?section=86

Facilities Committee: http://www.wjffradio.org/wjff/index.php?section=92

Tower Site Advisory Committee: http://www.wjffradio.org/wjff/index.php?section=107

Step 4: At the bottom-right of the page, there is space to log in.

Request login credentials from Office Staff.

Step 5: Upload your .pdf by clicking the link that says "Upload Resource."  Fill out the 

"NAME" block in a format consistent with the other filenames on your page.  There is no

need to fill out the "DESCRIPTION" box.  Make sure "At The Top" is selected for 

POSITION (only if you're uploading the most recent minutes.  This may change if you're 

filling in missing minutes). Then click "Browse" and find the .pdf document of your 

minutes.  Click "Save" and wait for the file to upload.

Step 6: Confirm that the correct file has uploaded, and that it appears in the correct order 

in your list of minutes.

Step 7: Scroll to the top of the page, and at the top-left corner of the window, click 

"Logout"



Addendum B: List of committees required to maintain minutes

Board of Trustees (BoT)

Audit Committee (AC)

Community Advisory Board (CAB)

Development and Community Outreach Committee (DCOC)

Executive Committee (XCOM)

Facilities Committee (FacCom)

Finance Committee (FC)

Nominating & Governance Committee (NG)

Program Committee (PC)

Personnel Committee(PersC)

Tower Site Advisory Committee (TSAC)



Addendum C: List of 

announced open 

meetings requiring 

approved minutes

Audit Committee:

2014-08-19 

2015-05-14 

Board of Trustees:

2013-06-19 

2013-08-21 

2013-09-18 

2013-10-16 

2013-12-18 

2014-01-12 

2014-01-15 

2014-01-29 

2014-02-19 

2014-02-26 rescheule 

from 2-19

2014-03-19 

2014-04-26 

2014-05-21 

2014-06-18 

2014-07-16 

2014-08-12 

2014-08-20 

2014-10-15 

2014-11-09 

2014-11-19 

2014-11-20 

2014-12-17 

2014-09-17

2015-05-30 

2015-04-15 

2015-04-29 

2015-05-02 

2015-05-20 

2015-06-17 

2015-07-15 

2015-08-19 

2015-09-16 

2015-01-21 

2015-10-21 

2015-11-18 

2015-12-16 

2015-02-18 

2015-03-18 

Community Advisory 

Board:

2013-06-08 

2013-08-24 

2013-09-24 

2013-10-07 

2013-11-04 

2013-12-02 

2014-01-06 

2014-01-13 

2014-02-03 

2014-03-03 

2014-04-01 

2014-05-05 

2014-06-02 

2014-10-06 

2015-01-12 

2015-04-13 

Executive Committee:

2013-01-09 

2013-07-25 

2013-08-14 

2013-10-07 

2013-10-24 

2013-12-11 

2014-02-24 

2014-03-14 

2014-04-14 

2014-06-17 

2014-07-07 

2014-08-11 

2014-10-06 

2014-11-03 

2014-12-08 

2014-03-03 

2015-01-05 

2015-02-10 

2015-03-10 

2015-04-07 

2015-05-04 

2015-06-02 

2015-06-08  

2015-07-07 

Facilities Committee:

2013-10-02 

2014-08-06 

2014-10-17 

2014-11-14 

2014-12-12 

2015-01-16 

2015-02-13 

2015-04-10 

2015-05-16 

Finance Committee:

2014-08-12 

2014-09-17 

2014-09-26 

2014-11-07 

2015-01-04 

2015-03-07 

2015-04-16 

2015-05-14 

Development and 

Community Outreach 

Committee:

2013-08-03 

2013-08-24 

2013-10-26 

2014-01-11 

2014-03-29 

2014-04-05 

2014-05-03 

2014-05-31 

2014-07-20 

2014-08-09 

2014-09-06 

2014-10-11 

2014-11-01 

2014-11-22 

2014-12-13 

2015-01-17 



2015-03-14 

2015-04-18 

2015-04-18 

2015-05-29 

2015-06-19 

2014-12-13 

Nominating & 

Governance Committee:

2013-06-12

2014-09-10

2014-10-30

2014-12-04

2015-01-08

2015-02-05

2015-03-05

2015-04-02

2015-04-09

2015-06-04

2015-05-07

Personnel Committee:

2014-09-03

2014-10-01

2014-11-04

2014-12-03

2014-12-10

2015-01-14

2015-02-12

2015-03-11

2015-04-09

2015-06-11

2015-06-24

2015-05-06

Program Committee:

2013-06-05

2013-07-03

2013-08-06

2013-09-10

2013-10-08

2013-11-11

2013-12-17

2014-01-02

2014-01-26

2014-02-20

2014-03-16

2014-04-13

2014-04-27

2014-05-22

2014-06-10

2014-07-15

2014-08-26

2014-09-14

2014-10-14

2014-11-11

2014-12-16

2015-01-13

2014-07-08

2015-03-12

2015-05-04

2015-06-10

Tower Site Advisory 

Committee:

2014-12-29

2015-01-12

2015-01-19

2015-02-09

2015-02-16

2015-02-23

2015-03-02

2015-03-09

2015-03-23

2015-03-30

2015-04-21

2015-04-28

2015-05-18

2015-05-26

2015-06-02

2015-06-09

2015-06-16

2015-06-23

2015-06-30



WJFF, Radio Catskill, Inc.

Financial Accounting
Policy and Procedures

I. Policy

1. The Board of Trustees with assistance from the Finance Committee formulates financial policies,
and delegates administration of the financial policies.
2. The General Manager has management responsibility including financial management, and has 
the authority to delegate specific responsibilities to other employees. 
3. The Treasurer and the bookkeeper will provide details of income and expenses for review, 
monthly to the Board of Trustees.
4. Current job descriptions will be maintained for all employees, indicating financial duties
and responsibilities.
5. Financial duties and responsibilities are separated to the extent  practical so that no one 
employee has sole control over cash receipts; disbursements; payroll; reconciliation of bank 
accounts; etc.
6. The General Manager, with assistance from the bookkeeper, will maintain a current and accurate
log of all accounts, i.e. general operating account, savings account, investment accounts, and any 
special capital project or job accounts created for specific purposes. 
7. These policies and procedures will be reviewed annually by the Executive Committee, the 
Finance Committee and approved by the Board of Trustees at their annual meeting.
8. A third party financial audit by a certified public accounting firm will be conducted annually and 
the results reported to the Board of Trustees.

II. Procedures

WJFF generates the majority of its income from three annual fund drives and a series of 
fundraising activities. The funds are received either from personal checks, credit card payments or 
cash. The Volunteer & Membership Coordinator (VMC) processes these donations and prepares 
them for reporting to the GM and the bookkeeper. The following procedures are followed:
1. The receipt of checks or cash will be copied and given to the General Manager or Bookkeeper 
for recording in the accounting system.
2. All checks are endorsed by rubber stamp to read as
follows:

FOR DEPOSIT ONLY
WJFF, Radio Catskill, Inc
First National Bank of Jeffersonville
Acct. # _________________

3. The checks and cash will then be deposited in the bank.
4. Documentation for all receipts (a copy of check, letter, etc.) will be attached to the deposit report 
(in-house) or deposit slip (bank) and filed in the appropriate project file.
5. All receipts will be deposited intact. No disbursements will be made from cash or check
receipts prior to deposit.



6. The VMC will record each cash payment received shall be locked in a secure location
until taken to the bank.

III. Cash Disbursements

A. CHECK AUTHORIZATION

1. All invoices will be forwarded to the General Manager who will review all invoices for 
mathematical accuracy, validity, and conformity to the budget.
2. The General Manager approves invoices and authorizes a check.
b. The General Manager will ensure that all conditions and specifications on a contract or order 
have been satisfactorily fulfilled, including inventorying items received against packing slip counts. 
The General Manager is responsible for timely follow-up on discrepancies and payment.
3.  Authorized signers on WJFF Radio Catskill’s bank accounts or other banking documents 
include the General Manager, the President of the Board of Trustees, the Treasurer, the Secretary, 
and the Vice-Presidents.

B.  CHECKS

1. The General Manager will be responsible for all blank checks.
2. All checks, including payroll checks (with the exception of direct deposit payroll items) will be 
signed by the General Manager or any other account signatory.  Checks with a face value of 
$1000.00 or more require two signatures on the checks.
3. Voided checks will have "VOID" written boldly in ink on the face and have the signature
portion of the check torn out. Voided checks will be kept on file for auditor’s review.
4. In no event will:

a. invoices be paid unless approved by an authorized signer
b. blank checks (checks without a date or payee designated) be signed in advance
c. checks be prepared on verbal authorization, unless approved by the General Manager. 

5. In the event that it is necessary to issue a duplicate check for checks in an amount over
$15, a stop payment will be ordered at the bank on the original check.

C.  BANK RECONCILIATIONS

1. Bank statements will be received directly and opened by the General Manager and given to the 
Bookkeeper.
2. The Bookkeeper will reconcile the bank statement monthly.
3. The General Manager will receive monthly statements of checks paid on all
accounts.
4. On all checks outstanding over 30 days, the General Manager should take
appropriate action.

IV. Purchasing

1. All purchases must be approved in advance by the General Manager.
2. The General Manager is responsible to know if the item ordered is within the budget and
guidelines.



B.  PURCHASES OVER $5,000
1. All purchases, including services, over $5,000 must be approved in advance by the
Board of Trustees.
2. The General Manager will obtain at least 3 bids wherever possible unless prior approval by the 
Executive Committee has been obtained.  This prior approval cannot override current laws and 
legislation in place within the state in which WJFF is doing business.
3. Purchases of over $5,000 will not be fragmented or reduced to components of less than $5,000 
to avoid the bid process, except where allowed.

V. Payroll

A.  TIME SHEETS

1. Part-time employees are responsible for completing a time sheet on a biweekly basis, salaried 
employees do not fill out timesheets.
2. Completed time sheets will be dated and signed by the employee and then given to the General 
Manager for signing.
3. Incomplete time sheets will be returned to the employee for correction.
4. Employees will be paid every two weeks; deductions are itemized on each paycheck.

B.  PAYROLL

1. The Bookkeeper prepares payroll for WJFF, with reports being sent to the General Manager.
2. The Bookkeeper is responsible for entering payroll reports into the Quick Books accounting 
system.

.

C.  PAYROLL TAXES
1. Deduction of payroll taxes from employees’ pay check is the responsibility of the Bookkeeper.
2. The Bookkeeper will complete the necessary forms for the payment of all tax liabilities and 
prepare checks for the General Manager to sign and submit.

VI. Travel and Related Expenses

1. Any employee traveling on WJFF business (board, committee) beyond a ten-mile radius of the 
Jeffersonville office, is eligible for reimbursement of travel expenses.  Employee will complete an 
expense report in order for the reimbursement to be processed. 
1. Employees traveling for work-related purposes on activities related to a grant being administered
by WJFF should be reimbursed from that grant whenever eligible. Employee will complete a 
separate expense report.
2. The expense report will include all expenses, including credit card charges. Voucher will reflect
reimbursement sources other than WJFF.
3. Mileage is reimbursed at the current IRS posted rate.  Mileage to and from home residence to 
the employee's normal place of business is not reimbursable. 



4. Meal expenses incurred in direct connection with work-related activities will be reimbursed at the
exact amount of charge.  Currently, a 15% tip for personal service (hotel room, meals, etc.) shall be
reimbursed.
5. The expense report will be submitted within 30 days for payment, with a total, signed by the 
employee, authorized for payment by the General Manager.
6. Reimbursement will be based upon current travel policies. Receipts must be attached to the 
expense voucher for lodging, common carrier transportation, and receipts for meals where 
required.
7. Incomplete expense vouchers will be returned.
8. The General Manager must approve employee travel and related expenses prior to their 
occurrence, if the total amount is over $100.00. The Treasurer must approve the General 
Manager’s Travel and Expense vouchers.

VII. Consultants

1. Consideration will be made of internal capabilities to accomplish services before outsourcing the 
work.
2. Written contracts (Professional Service Agreements) clearly defining work to be performed, 
terms and conditions will be maintained for all consultant and contract services.
3. The qualifications of the consultant and reasonableness of fees will be considered in hiring 
consultants.
4. Consultant services will be paid for as work is performed, reports submitted or as delineated in 
the contract.
5. The Bookkeeper will prepare IRS Form 1099-MISC for consultants at year-end.

VIII. Property

A.  EQUIPMENT
1. Equipment shall be defined as all items (purchased or donated) with a unit cost of $250.00.
or more and a useful life of more than one year.
2. The Bookkeeper shall prepare a depreciation schedule annually for the audited financial
statement.
3. At the present time, employees receive a stipend toward their personal smartphones which are 
needed to respond to station emergencies. The General Manager will establish the stipend 
annually.

IX. Leases

A. REAL ESTATE
1. The General Manager will review leases prior to submission to the Board of Trustees
for approval to insure that terms and conditions are clearly delineated.. 
2. All leases will be approved by the Board of Trustees and signed by the President or such person 
authorized by the board.
3. The General Manager will keep a copy of each lease on file.
4. The Bookkeeper will be notified of each lease and lease specifications, and
will make proper general journal entries for same.



B.  EQUIPMENT
1. The General Manager will review all leases of any equipment to insure that terms and conditions
are clearly defined.
2. All equipment leases will be approved and signed by the General Manager.
3. The General Manager will keep a copy of each lease on file.
4. The Bookkeeper will be notified of each lease and lease specifications, and will make proper 
general journal entries for same.

X. Insurance

1. Reasonable, adequate coverage will be maintained to safeguard the assets of the
organization.  Such coverage will include coverage for all property and equipment, general liability, 
and officers and directors liability.
2. The General Manager will carefully review insurance policies before renewal.
3. The General Manager will maintain insurance policies in insurance files.
4. Insurance policies will correspond to the calendar year whenever possible.

XI. Accounting Systems

1. WJFF will utilize a QuickBooks system for accounting for all funds.
2. Adequate documentation will be maintained to support all general entries.
3. At the end of each month, the Bookkeeper will prepare a Balance Sheet, and Profit and Loss 
Statement that will be reviewed by the General Manager.
4. The Statement of Activities report will include a line item comparison to the budget.
5. These monthly reports will be presented to the Treasurer for review with the Board of Trustees.
6. WJFF will maintain its accounting records in a manner that facilitates the preparation of audited 
financial statements conforming to generally accepted accounting principles.

XII. Grants and Contracts

1. The General Manager will carefully review each award and contract to ensure compliance with 
all financial and programmatic provisions. The staff member assigned responsibility for the contract
will maintain copies of all contract-related materials with original signed contract on file with the 
bookkeeper.
2. The responsible staff member will prepare and maintain on a current basis a
Grant/Contract Summary form for each grant or contract awarded to WJFF.  This form shall include
the name, address, contact person, and phone number for the funding organization; the time 
period applicable to expenditures; all significant covenants (such as bonding or liability insurance 
requirements) and restrictions on expenditures; all required financial and program reports and due 
dates; and the chart of accounts line item number for the revenue deposited.
3. Payments for projects for which WJFF serves as fiscal agent shall be paid out in compliance 
with the contract and the appropriate reimbursement schedule.
4. The Bookkeeper will prepare financial reports to funding sources as required.
5. The General Manager will review and approve all reports to funding sources.
6. It will be the responsibility of the General Manager to insure that all financial reports are
submitted on a timely basis.



XIII. Budgets

1. The General Manager and the Treasurer will prepare the annual financial budget taking into 
account recommendations by the Finance Committee and the Board of Trustees. 
2. The Treasurer will present the proposed budget to the Board of Trustees at the November 
meeting for approval.. 
3. The General Manager will insure that budgets are on file.
4. The Executive Committee and Board of Trustees must approve proposed changes in the budget,
should they exceed $1,000 or 10% of the line item, whichever is greater.

XIV. Loans

1. The Board of Trustees will approve loans.
2. A promissory note will be prepared and signed by the President of the Board and another officer
of the Board before funds are borrowed.

XV. OTHER

A. NON-PROGRAM INCOME
1. Donations of cash and non-program related income will be accounted for separately.

B. ACCOUNTS RECEIVABLE
1. Documentation will be maintained for accounts receivable.
2. Accounts receivable will be recorded in the books and collected on a timely basis.

C.  FINANCIAL PROCEDURES
1. Financial procedures will be reviewed bi-annually by the Executive Committee and the Finance 
Committee. The Board of Trustees must approve changes to the financial procedures manual prior 
to implementation. The Board of Trustees will renew the Financial Procedure Policy at the annual 
meeting.

D.  IRS FORM 990
1. The Board of Trustees in conjunction with the auditor will authorize preparation of Form
990. Form 990 will be signed by the President of the Board.
2. Copies of Form 990 will be filed in the General Manager’s files.

E.  AUDITS
1. The Board of Trustees shall annually contract with a certified, independent auditing firm for a full
audit of the books, to be completed prior to the following first of September.

F.  PERSONNEL FILES
1. The General Manager will maintain a personnel file for each employee, containing appropriate 
documents, such as, but not limited to, the signed compensation agreement, approval of changes 
in compensation, an I-9 immigration form, and withholding forms for taxes, benefits, deferred 
compensation, and charitable contributions.





To: WJFF Board of Trustees

From: Midge Maroni, chair Nominating and Governance Committee

Re: policies required for grant applications

June 10, 2015

Attached for your review three (3) policies that are require for all NY State grant 

applications: 1) Anti-Nepotism; 2) WMBE (Women and Minority Business 

Enterprise); 3) Staff Code of Conduct.

The first two are boilerplate that various nonprofit use. The third has been culled 

from the WJFF Volunteer Handbook and DVAA policy.

Our hope is to pass all three in order to meet a potential grant deadline that falls 

before the July 15 meeting. As you know, we have matters on the transmitter as well 

as our elections for this meeting, so we’ll ask for short discussion time. 

Thank you for your thoughtful and prompt consideration.

—MM 

  



Draft Radio Catskill Anti-Nepotism Policy, June 4, 2015

It is the goal of Radio Catskill to avoid creating or maintaining circumstances in which the 

appearance or possibility of favoritism, conflicts or management disruptions exist.

Members of an employee's or a trustee’s immediate family will be considered for employment 

on the basis of their qualifications.  Immediate family may not be hired, however, if employment 

would:

  (i) Create a supervisor/subordinate relationship with a family member; 

  (ii) Have the potential for creating an adverse impact on work performance; or

  (iii) Create either an actual conflict of interest or the appearance of a conflict of interest.

This policy must also be considered when assigning, transferring, or promoting an employee.  

For the purpose of this policy, immediate family includes:  spouse, parent, child, sibling, in-law, 

aunt, uncle, niece, grandparent, grandchild, members of household and romantic relationships.

It is the responsibility of every employee and trustee to identify to the Board of Trustees any 

potential or existing personal relationship that falls under the definitions provided in this policy.  

The Board of Trustees shall be the final arbiter of this policy.



BOARD RESOLUTION OF RADIO CATSKILL

ACKNOWLEDGING ADOPTION OF NY STATE

M/WBE POLICY

Upon motion, duly seconded, the following resolution was adopted:

WHEREAS, Radio Catskill has an unwavering commitment to adhering to ethical, 
unbiased and legal standards in all of its activities, as set forth in its Code of Conduct;

WHEREAS, NY State requires all contractors and subcontractors to adhere to M/WBE   
regulations and policies in order to enhance MBE and WBE participation in NY State-
funded projects;  

THEREFORE, BE IT RESOLVED, that this Board of Trustees has reviewed the NY 
State M/WBE legislation and hereby endorses its adoption as follows:

Radio Catskill will and will cause its contractors and subcontractors to take good faith
actions to achieve the M/WBE contract participations goals set by the State for that area
in which the State-funded project is located, by taking the following steps:  

(1) Actively and affirmatively solicit bids for contracts and subcontracts from qualified
State  certified  MBEs  or  WBEs,  including  solicitations  to  M/WBE  contractor
associations.

(2) Request a list of State-certified M/WBEs from the contracting State agency- and
solicit bids from them directly.

(3) Ensure that  plans,  specifications,  request  for  proposals and other  documents
used  to  secure  bids  will  be  made  available  in  sufficient  time  for  review  by
prospective M/WBEs.

(4) Where feasible, divide the work into smaller portions to enhanced participations
by M/WBEs and encourage the formation of joint venture and other partnerships
among M/WBE contractors to enhance their participation.

(5) Document and maintain records of bid solicitation, including those to M/WBEs
and the results thereof. Radio Catskill will also maintain records of actions that its
subcontractors have taken toward meeting M/WBE contract participation goals.

(6) Ensure that progress payments to M/WBEs are made on a timely basis so that
undue  financial  hardship  is  avoided,  and  that  bonding  and  other  credit
requirements  are  waived  or  appropriate  alternatives  developed  to  encourage
M/WBE participation.

FURTHER RESOLVED, that Adam Weinreich, General Manager is appointed 
Compliance Officer, to be responsible for insuring adherence to all contract participation
goals as set forth by the contracting State Agency; and 

THEREFORE, BE IT RESOLVED, that, periodically, the Compliance Officer shall report 
on organizational compliance, as deemed appropriate, to the Board of Trustees; and 
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BE IT RESOLVED, that the members of the Board of Radio Catskill are, and each 
acting alone is, hereby authorized and directed to take such further action as may be 
necessary, appropriate or advisable to implement this Resolution and any such prior 
actions are hereby ratified; and 

WE, THE UNDERSIGNED hereby certify that Radio Catskill is comprised of 12 
members, of whom 7, constituting a quorum, were present at the meeting, duly and 
regularly called, noticed, convened and held this 17th day of __ June 2015, and that the 
foregoing Resolution was duly adopted at said meeting by the affirmative vote of the 
[number] members and opposed by [number] members and that said Resolution has 
been duly recorded in the Minutes and is in full force and effect.

_______________________________   Trustee

_______________________________   Trustee

_______________________________   Trustee

_______________________________   Trustee

_______________________________   Trustee

 

_______________________________   Trustee

_______________________________   Trustee

_______________________________   Trustee

_______________________________   Trustee

_______________________________   Trustee

_______________________________   Trustee

_______________________________   Trustee
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Radio Catskill Staff Code of Conduct, Draft 060415, revised

This statement is a supplement to those that are articulated in other Radio Catskill policies or 

handbooks. All existing policies governing staff behavior continue to be in effect and are not 

replaced by this Staff Code of Conduct.

Each WJFF employee acts as the voice of WJFF in the community at large and is expected to 

represent the station in a constructive manner both on and off station premises.

The staff code of conduct expects each employee to:        

Maintain a professional demeanor, 

Respect the dignity and well-being of others, 

Respect and safeguard the rights and properties of others, 

Prohibit discrimination, while respecting the differences in people, ideas, and opinions, and 

Practice personal and professional integrity, and discourage all forms of dishonesty, deceit, and 

noncompliance to the code of conduct.

Staff misconduct

Employees should be aware that Radio Catskill does not tolerate certain acts and behaviors that

are unproductive and detrimental to the mission of Radio Catskill.  Examples of these acts and 

behaviors include, but are not limited to:  

• Illegal or unlawful activities

• Violation of applicable FCC regulations 

• Violation of WJFF bylaws 

• Violation of rules in the WJFF Policy Manual and WJFF On-Air Policy

• Repeated failure to fulfill station responsibilities and/or operational standards

• False statements to the WJFF Board, staff or volunteers

• Refusal to follow prescribed grievance guidelines

• Repeated behavior that damages the image of WJFF in the public eye

• Repeated behavior that damages the working conditions of its volunteers and staff 

• Violation of WJFF Alcohol and Drug Policy as found in WJFF Policy Manual 

1



The General Manager is responsible for monitoring compliance to this code of conduct by the 

staff.

[Highlighted text is from DVAA Staff Code of Conduct; text in italics is from WJFF Policy Manual,

2012 governing volunteer conduct.]
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Treasurer’s Report

Knack Pavloff has completed its audit and has issued a “clean” opinion.  KP is now preparing 

the IRS tax return (990) as well as NYS reporting.  The Audit and the return will be distributed to

Trustees by July 1.  The return will be reviewed and approved at the July Board meeting.  Liz 

Loarca, Audit partner will attend that meeting to answer any questions on the Audit or Returns.

The Profit and Loss Statement and Balance Sheet as of 6/8/15 are attached.



May 31, 15

ASSETS
Current Assets

Checking/Savings
101 · Checking 41,588.00

Total Checking/Savings 41,588.00

Accounts Receivable
1200 · Accounts Receivable 8,259.38

Total Accounts Receivable 8,259.38

Other Current Assets
110 · CD Wayne Bank 2 12,189.37
135 · CD Jeff 111 54,622.94
154 · Vanguard Mutual Fund 130,518.13

Total Other Current Assets 197,330.44

Total Current Assets 247,177.82

Fixed Assets
149  Prepaid Expense 350.00
145 · Broadcast Equip 174,824.84
151 · Buildings

Krieger House 67,367.45
151 · Buildings - Other 39,444.26

Total 151 · Buildings 106,811.71

152 · Equipment 308,787.31
153 · Improvements 37,505.38
159 · Accumulated Depreciation -444,724.66

Total Fixed Assets 183,554.58

Other Assets
112 · Pledges Receivable 8,204.97
113 · Grants Receivable 900.00

Total Other Assets 9,104.97

TOTAL ASSETS 439,837.37

LIABILITIES & EQUITY
Liabilities

Current Liabilities
Other Current Liabilities

201 · Accounts Payable 11,620.96
211 · Payroll-Fica -488.17
212 · Payroll-Fica-Co -489.17
213 · Payroll-FWT -1,452.79
214 · Payroll-Mcare -443.89

3:46 PM Radio Catskill, Inc.
06/08/15 Balance Sheet
Accrual Basis As of May 31, 2015
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May 31, 15

215 · Payroll-Mcare-Co -659.85
216 · Payroll-SWT

216.01 · Payroll-SUI -2,256.73
216 · Payroll-SWT - Other -79.86

Total 216 · Payroll-SWT -2,336.59

Total Other Current Liabilities 5,750.50

Total Current Liabilities 5,750.50

Total Liabilities 5,750.50

Equity
300.1 · Net Assets - Fixed Assets 256,392.16
300.2 · Net Assets - Unrestricted 165,525.71
300.3 · Net Assets - Temp Restricted 9,629.12
3900 · Retained Earnings 89,554.22
Net Income -87,014.34

Total Equity 434,086.87

TOTAL LIABILITIES & EQUITY 439,837.37

3:46 PM Radio Catskill, Inc.
06/08/15 Balance Sheet
Accrual Basis As of May 31, 2015
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Jan - Dec 15 Budget

Ordinary Income/Expense
Income

Benefit Income
Chili Challenge/Kingfisher Proj 268.00
Holiday Show 311.00
Jazz Concert 7,807.20
Wonderful Things Auction 7,190.20
Benefit Income - Other 0.00 32,500.00

Total Benefit Income 15,576.40 32,500.00

Benefit Underwriting 2,411.00 2,000.00
Business Underwriting 6,412.86 25,000.00
Car Talk Donations 2,612.47 6,000.00
Corporate Grants 0.00 2,000.00
Draw from Savings 0.00 26,200.00
Foundation Grants 1,500.00 10,000.00
Government Grants 0.00 80,000.00
Grant-YR Grant/Sullivan 0.00 2,000.00
Grants - Other 0.00 10,000.00
In-Kind Income 3,848.50
Interest 2,211.02 5,000.00
Match 0.00 1,000.00
Members

End of Year 2014 7,310.00
Member(Sound Supporters) 9,108.50 15,000.00
Pledge Drive 1 37,547.50
Pledge Drive 3 1,615.00
Members - Other 100.00 150,000.00

Total Members 55,681.00 165,000.00

Merchandise
Sale of T-Shirts etc. 1,747.00
Merchandise - Other 0.00 2,000.00

Total Merchandise 1,747.00 2,000.00

Miscellaneous 340.00 250.00
Paid PSA 0.00 2,000.00
Returned items 1,000.00

Total Income 93,340.25 370,950.00

Gross Profit 93,340.25 370,950.00

Expense
Bank Charges

Credit Card Fees 1,842.01
Bank Charges - Other 37.86 3,300.00

3:45 PM Radio Catskill, Inc.
06/08/15 Profit & Loss Budget vs. Actual
Accrual Basis January through December 2015
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Jan - Dec 15 Budget

Total Bank Charges 1,879.87 3,300.00

Benefit expenses
25th Anni. Open House 889.01
Jazz Concert 6,953.01
Messiah Community 300.00
Open House 104.77
Wondedrful Things Auction 308.36
Benefit expenses - Other 0.00 6,500.00

Total Benefit expenses 8,555.15 6,500.00

Board Training 0.00 2,000.00
Bonus YE Cleaning & Sanitation 0.00 300.00
Broadcast Cable 3,337.15
Broadcast Equipment (durable) 11,981.96 15,000.00
Broadcast Fiber Optic Cable 0.00 7,000.00
Broadcast Supplies (consumable) 473.90 2,000.00
Conference - Registratration 210.00 1,000.00
Conference - Travel 122.22 1,500.00
Donation 0.00 250.00
Donor Appreciation 0.00 1,000.00
Dues & Publications 235.00 1,500.00
Dues / Fees Programming

African-American P R C 450.00
APM Fees 5,599.60
FAIR 135.00
Ken Mills Agency 250.00
NPR Dues 9,836.50
Pacifica 2,071.50
PRI Dues 1,616.67
PRI Fees 432.00
Dues / Fees Programming - Other 0.00 48,000.00

Total Dues / Fees Programming 20,391.27 48,000.00

Engineering Services 2,824.80 5,000.00
Fundraising/Membership  Dr 396.50 3,000.00
Honesdale Studio

Electricity 1,050.00
Rent 1,750.00
Honesdale Studio - Other 419.70 7,000.00

Total Honesdale Studio 3,219.70 7,000.00

Household Supplies 93.00 1,000.00
In Lieu of Taxes/Jeff Hydro 503.51 1,100.00
Independent Contractors

Accounting & Bookkeeping 2,367.90 5,000.00
Architect 2,445.00

3:45 PM Radio Catskill, Inc.
06/08/15 Profit & Loss Budget vs. Actual
Accrual Basis January through December 2015
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Jan - Dec 15 Budget

Auditor 0.00 8,000.00
Engineering 600.00 2,500.00
News Reporting 3,250.00 6,500.00
Underwriting 562.85 2,000.00
Youth Radio 0.00 2,000.00

Total Independent Contractors 9,225.75 26,000.00

Insurance
Health 7,801.80 14,000.00
Liability 2,706.75 7,000.00
Other insurance 0.00 1,100.00

Total Insurance 10,508.55 22,100.00

Internet 2,706.41 5,000.00
Legal & Professional Fees 6,735.00 10,000.00
Membership Premium Exp

T-Shirts & Mugs 250.00
Membership Premium Exp - Other 0.00 2,000.00

Total Membership Premium Exp 250.00 2,000.00

Office Equipment 5,598.33 2,000.00
Office Supplies & Expenses 1,982.73 2,000.00
Payroll

Company expense 4,315.13 9,000.00
Disability Insurance 24.00
Gross 56,408.79 123,000.00
NYSUI 769.42 2,200.00
Workers Compensation 1,240.53 1,500.00

Total Payroll 62,757.87 135,700.00

Pension expense 0.00 4,700.00
Postage & Shipping 1,249.82 1,500.00
Program Fees 10.00
Promotion & Publicity 2,311.80 2,000.00
RE Taxes 1,617.33 3,000.00
Refund to contributor 210.00
Repairs & Maintenance

Green House 389.23
Repairs & Maintenance - Other 1,817.37
Repairs & Maintenance - Other 2,090.99 10,000.00

Total Repairs & Maintenance 4,297.59 10,000.00

Sewer Tax 500.00 1,000.00
Software 0.00 3,000.00
Soundings 53.96 5,000.00
Sunshine 0.00 250.00
Technical Training 0.00 1,000.00

3:45 PM Radio Catskill, Inc.
06/08/15 Profit & Loss Budget vs. Actual
Accrual Basis January through December 2015
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Jan - Dec 15 Budget

Telephone 1,666.24 3,000.00
Travel

Mileage 0.00 1,000.00
Travel - Entertainment 93.34 1,000.00

Total Travel 93.34 2,000.00

Uncategorized expenses 98.57
Utilities

Electricity
Green House 223.10
Hydro 1,948.05
Monticello & Tower 1,229.02
Tower 6,052.77

Total Electricity 9,452.94

Fuel - Green House 957.70
Gas 3,017.34
Water

Green House 144.05
Water - Other 0.00 250.00

Total Water 144.05 250.00

Utilities - Other 0.00 21,000.00

Total Utilities 13,572.03 21,250.00

Volunteer Appreciation 72.00 2,000.00

Total Expense 179,741.35 370,950.00

Net Ordinary Income -86,401.10 0.00

Other Income/Expense
Other Income

Interest Income 46.37

Total Other Income 46.37

Net Other Income 46.37

Net Income -86,354.73 0.00

3:45 PM Radio Catskill, Inc.
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