Capital Area

Community Action
gency

Executive Committee Meeting
Agenda
Tuesday, April 22, 2025
309 Office Plaza Drive, Tallahassees, FL
Via Microsoft Teams

I. Call to Order Shanetta Keel — Chair
H. Agenda Approval

lll. Sign-In/Attendance/Introductions

IV. Action - Recommendation for Review & Approval

A. Board Activity

i)  Executive Committee Meeting Minutes — February 25, 2025 2
B. Financial Report Kate Beam 4
+« Narrative

» Revenue & Expenditures Agency-wide

o Balance Sheet

* Revenue & Expenditures — major programs
¢ Head Start Non Federal Share Match

» Head Start Credit Card Activity

V. Board Member Conversation - what's on your mind? Shanetta Keel
VI. Chief Executive Officer's Report’ Tim Center 25
VIl. Chair's Report Shanetta Keel

Hl. Adjournment

Next Executive Committee Meeting 06/24/2025 - 5:30 pm — Microsoft Teams Video

Next Board of Directors Meeting 05/27/2025 — 6:00 pm — Via Microsoft Teams Video
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Capital Area

Community ActAiggg

Executive Committee

Meeting Minutes

February 25, 2025
Members in Attendance CACAA Staff:
Shanetta Keel, Chair Tim Center
John Grant, Vice-Chair Nina Self
Melissa Miller Keith Dean

Margaret Watson
The meeting was called to order at 5:43 p.m. by the Chair. A quorum was established.

The Chair entertained a motion to approve the agenda. Ms. Miller moved approval of the agenda.
Mr. Grant seconded the motion. The motion was unanimously approved.

ACTION ITEMS
Approval of past minutes
The Board reviewed and approved the Executive Committee Minutes of December 10, 2025.

Mr. Grant moved approval of the minutes. Ms. Miller, seconded the motion. The motion was unanimously
approved.

FINANCIAL REPORT

Mr. Dean, Chief Financial Officer, presented the financial reports for the month ending December 31,
2024. He reviewed the financial reports showing revenues, expenses, and net income. The financial report
was accepted.

Mr. Grant moved approval of the Financial Reports. Ms. Miller seconded the motion. The motion was
unanimously approved.
Expenses over budget

The Board discussed the need to capitalize certain costs, such as elevator repairs, and emphasized the
importance of monitoring travel expenses to ensure adherence to the budget. They also discussed the need
for increase revenue streams and the upcoming E-rate application deadline.

Mr. Center provided updates on the Head Start program in Apalachicola and ongoing renovations. The
Chair emphasized the importance of strategic planning to navigate future challenges.

Board Member Conversation - what’s on your mind

Mr. Grant asked primarily what is the status of our program grants? Despite the challenges facing the
organization, the Board was assured the Agency has secured funds for staff salaries.
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CEO REPORT

Mr. Center presented the CEQ Report for the month February 2025. The Board was informed that the
Agency shut down for a week due to the Winter Storm.

Updates on Federal Grants and Community Action Challenges

There was discussion on the monitoring of our Program departments by the Florida Department of
Commerce. The monitors decided after spending a day in the office with staff reviewing files, to shift to
virtual monitoring. This has left the Agency unclear of what expectations will be expected in the next days
of monitoring.

Mr. Center reminded the Board that our current auditor, Thomas Howell Ferguson has cancelled the audit
contact with the Agency. He addressed the need of issuing a request for proposals for a new auditor, with
Mr. Dean assisting in the process. The deadline for the RFP submissions is set for March 15th.

Addressing Uncertainty in Community Action Programs

Mr. Center stressed the importance of identifying and developing new ways to generate income for the
organization, and noted the imminent E-rate application deadline, which aims to reduce Internet access
costs for Head Start programs. The Agency will monitor the potential implications of Project 2025, which
proposes eliminating Head Start.

Head Start 5-year Refunding grant will be extended.

The Chair expressed concern about Board’s responsibility in decision-making and questioned what
information is being communicated to employees. He emphasized the importance of clear communication
to avoid misunderstanding regarding staff responsibilities.

Board Chair’s Report

The chair inquired about the status of the school in Jefferson County. No updates at this time. She thanked
the Agency for the opportunity to attend the Leadership Conference.

Meeting adjourned at 6:11P.M.

Secretary Date



Financial Statement Narmrative
For the Period Ending February 28, 2025
Capital Area Community Action Agency

As of February 28, 2025, we have completed five months of the fiscal year and we would
expect the year-to-date actual expenses and revenue to be around 42% of the annual
budget. At month end, the Year to Date Actual Revenue and Expenses are 38% and 38%
respectively with excess of expenditures of $23,689.

Non-Federal Share {NFS) Match at February 28, 2025 was $513,527 of the $1,065,245 target.

Expenditure Variances and Explanations
The Agency-wide Statement of Revenue and Expenditures tracks year-to-date progress by

budget line item. Actual revenues and expenditures are compared to the original budget for
each budget line item by amount and percentage.

Some budget line items may be below or above the expected percentage at any given point
in the year. This can be caused by something as innocuous as the revenue or expense
occurring unevenly at different points of time during the year, such as a one-fime insurance
payment. In other words, one twelfth of every budget item is not necessarily paid each month.
Therefore, when there is a significant variance, explanations are provided. These explanations
frequently feature the terms “over budget” or "over the budget benchmark”. “Over budget”
usually refers to situations where more has been spent in total than was allocated. 1t may also
refer o unexpected expenses that will cause the line item to be overspent by year/grant end.
“Over the budget benchmark” refers to items that are currently over what we would expect, if
expense were incured evenly each month. Usually, the items that are “over the budget
benchmark” are not incurred evenly each month and are expected to be at or near what
was allocated by year/grant end,

It is important to note that, while a specific line item may be over budget, the overall Agency
budget shouid not be over budget. Adjustments are often made at the end of a grant or fiscal
year to ensure that all budgets are balanced.

In Fiscal Year 2024-2025, more than half of all currently active grants have a grant period that
differs from the Agency's fiscal year and only one of the Agency’s largest grants are on the
Agency's same fiscal year.

What this means is that the Agency-wide Statement of Revenue and Expenses has lost some
of its effectiveness. While it is still a good way to judge overall performance such as totai
revenues, totai expenditures and net income/(loss), it is less useful by budget line item with
differing fiscal years.

To compensate for this issue, we have focused on the major programs' statements instead for
individual line item budgets. This leaves us with the following variances:
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Financial Statement Narrative
For the Period Ending February 28, 2025
Capital Area Community Action Agency

Agency Wide Variances

Unemployment - is over the benchmark budget but historically this is a Q1 expense. As
employees reach the $7000 threshold for SUTA, this expense falls off and should stay
within budget for the year.

Life Insurance - is over the budget benchmark with higher than anticipated
participation and some prepaid expenses,

Staff Screenings - is slightly over benchmark budget however we anticipate ending the
year within the annual budget.

Travel In Areq - is over the benchmark budget with higher than forecasted costs. This
line item is projected to go over budget by $4000 for the year.

Office Supplies - is slightly over benchmark budget however we anficipate ending the
year within the annual budget.

Program Supplies and Classroom Supplies- are over benchmark budget with a number
of purchases for the new year. We anticipate ending the year within the annual
budget.

Kitchen Supplies — are over benchmark budget with 2023.2024 expenses topping $20K.
This budget line will go over budget by $15 K based on current expenses.
Copies/Printing/Copier Maintenance/Toner/Paper- is slightly over benchmark budget
however we anticipate ending the year within the annual budget.

Contractural Services — Heaith/Disabilities - is over benchmark budget with an
abundance of early year assessments.

Rent / Space Cost - is slightly over benchmark budget due to demand from HHS for
refurn of funds from prior audit finding related fo rent for adminisirative building at 309
Office Plaza.

Utilities - is slightly over benchmark budgef due to increased costs at Mabry Head Start
facility.

General Liability and Property Insurance - is over benchmark budget with the 25%
deposit plus first month of annual insurance. Over the course of the year this line item
will level off with no expenses for the last couple of months of the year.
Communicgations — is over benchmark budget and projected to exceed budget by 50K
based on current spending.

Repdirs & Mdintenance - Recurring — is over the benchmark budget and will probably
go over budget by $50,000 based on current spending.

Repadirs & Maintenance — Nonrecurring - is over benchmark budget due to a recent
large repair expense.

Equipment Maintenance - is over budget benchmark with an addition of a large
support contract however we anticipate ending the year within the annual budget.
Technology - is over benchmark budget with a number of annual software expenses
being paid in October,
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Financial Statement Narrative
For the Period Ending February 28, 2025
Capital Area Community Action Agency

Dues & Subscriptions — are over benchmark budget with a number of these being
renewed during the first part of the year.

Special Events- is over benchmark budget but will be offset by an overage in Special
Events revenue.

Equipment/Improvements ($5000 or more) - is over budget due to the completion of

the Franklin Head start fire suppression system.

Advisory/Board Member Expenses- is slightly over benchmark budget however we
anficipate ending the year within the annual budget.

Raw Food —is over benchmark budget and is forecast to go over budget by 30K based
on current expenditures.

Bank Service Charges — are slightly over benchmark budget however we anficipate
ending the year within the annual budget.

CSBG Variances

Travel In Areda —is currently over benchmark budget however we anticipate ending the
year within the annual budget.

Offices Supplies - is slightly over benchmark budget however we anticipate ending the
year within the annual budget.

Copies/Printing / Copier Maintenance - over benchmark budget and forecast to go
over budget by $1000.

Utilities — are over the benchmark budget with higher than anticipated costs.

General Liability and Property insurance - is over benchmark budget with the 25%
deposit plus first month of annual insurance. Over the course of the year this line item
will level off with no expenses for the last couple of months of the year.
Communications — is over benchmark budget and projected to exceed budget based
on current spending.

Repairs & Building Mainfenance - Recurring ~ is slightly over benchmark budget and will
go over budget due fo janiiorial services at building 347 Office Plaza.

Equipment Maintenance - is over benchmark budget and will go over budget by
$2,000 based on current spending.

Eauipment Lease —is over benchmark budget and will go over budget by $4,000 based
on current spending.

Expendable Equipment - is at budget since there are no funds budgeted for this line
item.

Page | 3



Financial Statement Narrative
For the Period Ending February 28, 2025
Capital Area Community Action Agency

LIHEAP Variances

« General Liability and Property Insurance - is over benchmark budget with the 25%

deposit plus first month of annual insurance. Over the course of the year this line item
will level off with no expenses for the last couple of months of the year.
* Equipment Maintenance - is over budget benchmark with an addition of a large

support contract however we anticipate ending the year within the annual budget.
» Adverfising - is over budget due fo employment advertising.

WAP Variances

« Salaries & Wages / Fringe / Indirect - are all slightly over the benchmark budget and
may go over budget for the year.

» Equipment Maintenance —is over budget benchmark with an addition of a large
support confract however we anticipate ending the year within the annual budget.

» Vehicle Expense - is slighifly over benchmark budgef however we anticipate ending the
year at or slightly over annual budget.

Head Start Variances

= Staff Screenings -are over benchmark budget and anticipated to go over budget for
the year due to a number of random tests.

» TravelIn Ared - is over budget due to increased travel required in Franklin Co. and
Jefferson Co. This budget line is likely to go over budget by 5K.

» Office Supplies — are over benchmark budget but consistent with historical spending.
This line item may go over budget by 5K based on current expenditures.

* Program Supplies and Classroom Supplies — are over benchmark budget primarily due
beginning of the year needs.

e Contractural Services — Heglth/Disabilities - is over benchmark budget with an
abundance of early year assessments. This line item is likely to go over budget.

« Uliliies - is slightly over benchmark budget due fo increased costs ot Mabry Head Start
Facility,

« General Liability and Property Insurance - is over benchmark budget with the 25%
deposit plus first month of annual insurance. Over the course of the year this line item
will level off with no expenses for the last couple of months of the year.

* Communications - - is over the benchmark budget and anticipated to go over budget
based on current spending.
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Financial Statement Narrative
For the Period Ending February 28, 2025
Capital Area Community Action Agency

« Repairs & Maintenance — Recurring - is over the benchmark budget and anticipated to
go over budget based on current spending.

» Repaijrs and Maintenance —Nonrecuyrring - is over budget due to a large repair
expense,

« Equipment Maintenance- is over budget benchmark with an addition of a large
support contract however we anticipate ending the year with a $8,000 deficit.

» Vehicle Expense - is slighfly over benchmark budget however we anticipate ending
the year at or slightly over annual budget.

» Equipment Lease —is over the budget benchmark and is anticipated to go over budget
by $2000 based on current spending.

e Technology - is over benchmark budget with a number of annual software expenses
being paid in October.

* Eguipment / Improvements ($5000 or more) - is at budget due fo the completion of the
Franklin Head start fire suppression system.

*  Meetings & Workshops — is over the benchmark budget with a number of meetings
during the first part of the year,

* Training and Technical Assistance — is over benchmark budget due to fravel and
trainings.

e Advisory [/ Board Member Expenses - is slightly over benchmark budget and will go
over budgef due to supplies purchased for in person policy council monthly meetings.

o Advertising —is over budget with recent Indeed postings.
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Capital Area Community Action Agency
Statement of Revenues and Expendhures
For the Five Months Ending 2/28/2025

Total Budget
Total Budget Cument Year Variance -
42% Original Actual Original %
Revenue
Government Confracts - FEDERAL - DIRECT 4000 4,260,978 1.985,253 (2.275.725) 47%
Government Confracts - STATE 4010 5,872,675 1,717,309  (4,155,368) 29%
Government Contracts - LOCAL 4020 124,798 72,357 (52,441) 58%
Grants - Other Not-for-Profits 4100 5,198 4,238 (960) 82%
Grants - All Other Sources 4120 1,500 0 (1,500) 0%
Contributions 4200 2,000 24 (1.976) 1%
Contributions- Restricted 4210 29,000 26,384 {2,616) 91%
Special Events 4300 2,000 0] (2,000 0%
Commissions-Vending/Phcto 4320 0 1,187 1,187 100%
Interest Income 4950 0 430 430 100%
Fringe Pool Revenue 4960 957,280 448,794 (508,486] 47%
Indirect Pool Revenue 4970 802,789 345,963 (456.826) 43%
Other Revenue 4995 2,000 159213 13.913 796%
Total Revenue 12,060,218 4617852  (7.442,366) 38%
Expendifures
Salaries & Wages 4010 3,653,288 1,548,634 2,104,654 42%
Fringe 6110 1,056,744 448,794 607,952 42%
FICA 6120 271,200 103,092 168,108 38%
Unemployment 6130 40,000 28,234 11,766 71%
Workers Compensation 6140 42,000 3,824 38,176 9%
Health Insurance 6150 480,000 211,935 268,065 44%
Life Insurance 4160 34,800 14,691 18,109 48%
Retirement 6170 60,000 25,153 34,847 42%
$iaff Screenings 6180 1,400 893 507 é&4%
Indirect Costs 6210 811,024 349,443 461,561 43%
Travel - In Area 46310 9,200 4,773 4,427 52%
Office Supplies 6410 17,777 8,681 9.096 49%
Program Supplies 6415 20,400 15,751 4.64% 7%
Classroom Supplies 6420 25,000 14,702 10,298 59%
Kitchen Supplies 6430 10,564 9.897 667 94%
Medical/Dental Supplies 6440 500 g 381 24%
Coples/Prinfing/Copier Malnienance/Toner/Paper 4510 26,250 13,245 13,005 50%
Postage and Delivery Expense 46600 5,540 1,502 4,038 27%
Contractual Services/Professional 6710 341,536 133,962 207,574 39%
Confractual Services — Health/Disabllities 6715 225,465 200,400 25,065 8%
Rent/Space Cost 4810 325,434 161,291 144,143 50%
Uillies 6820 105,418 51,438 53,980 49%
General Liability and Property Insurance 6830 69,505 42,8546 26,649 &2%
Communications 4840 98,000 51,513 46,487 53%
Repairs & Bldg Maintenance- Recuning 4850 130,166 79,820 50,346 61%
Repalrs & Bldg Maintenance - Nonrecurring 8855 22,549 11,718 10,831 52%
Equipment Maintenance 6910 23,500 20,744 2,756 88%
vehicle Expense 6920 113.582 31,060 82522 27%
Equipment Lease 6930 12,400 5,363 7037 43%
Technology 6940 39,434 23,839 15,595 &0%



Caplial Area Community Action Agency
Statement of Revenues and Expenditures
For the Five Months Ending 2/28/2025

Fees, Licenses, and Permits
Dues/Subscripfions
Speclial Evenis
Client Assistance
Equipment/Improvements ($5,000 or more)
Expendabie Equipment
Meetings/Workshops
Training and Technical Assistance/Staff Development
Advisory/Board Member Expenses
Advertising
Parent Activities
Raw Food Cost
Legal Expenses
Interest Expense
Bank Service Charges

Total Expenditures

Excess Revenue over (under) Expenditures

10

7010
7020
7110
7210
7310
7320
7420
7435
7440
7450
7460
7510
7530
7610
7630

3,659
16,272
3,500
3.392,401
5,000
13,460
12,845
289,176
4,200
22,539
1,200
252,178
2,500

200

1,480
12,093,288

(33,070)

536
8,564
2,319

812,763
8,792
1,327
2,779
27,994
2,095
10,015
92
144,063
0

0

B11
4,641,540

(23,689)

3123 15%
7,708 53%
1,181 &&%
2,579,638 24%
(3.792) 176%
12133 10%
10,066 22%
261,182 10%
2,105 50%
12,524  44%
1,108 8%
108,115 57%
2,500 0%
200 0%
669 55%
7451748 38%
2.381



Capttal Area Community Action Agency

For the Period Ended February 28, 2025

Balance Sheet

Assets
Cash Operating Hancock Bank
Hedalth Insurance Imprest Account
Cash-Sunshine State/The First - Micro Loan
Petty Cash
FLEXIBLE SAVING ACCQOUNT-HANCOCK BANK
Money Market Account - Hancock Bank
Accounts Receivable
Granfs Receivable
Building
Work In Progress
Equipment
Capital Lease
Accumulated Depreciation - Building
Accumulated Depreciation - Equipment
Accumulated Amortization - Capital Lease

Total Assets

Liabilities and Net Assets
Liabilities

Accounts Payable

Accrued Expenses - Other
Accrued Wages

Accrued Fringe Benefits

Accrued Flexible Savings

Accrued FICA

Accrued Federal Withholding
Accrued Georgia Estimated Taxes
Accrued Health Insurance
Accrued Other Health Insurance
Accrued Life Insurance

Accrued Refirement - Pre Tax
Accrued Retirement - Post Tax
Confract Advances

Liability- Head Start Parent Activity
Notes Payable

Lease Payable

Lecase Liability Short Term

Deferred Income

Total Liabilities
Net Assets
Beginning Net Assets

Unrestricted Net Assefs
Invested Property and Equipment

Total Beginning Net Assets

Current Net Income
Total Net Assets
Total Liabilities and Net Assets

1010
1031
1040
1050
1065
1080
1100
1150
1600
1630
1650
1660
1700
1750
1760

2000
2010
2040
2060
2061
2065
2070
2071
2085
2087
2090
2095
2096
2100
2330
2350
2360
2361
2400

3000
3020

Cumrent Perfod
Balance

768,207
2,516
66,616
266
25,333
30,117
148,409
668,705
245,000
80,556
997,257
961,600
(99,953)
(516,031)
(434,175)
2,944,423

164,572
115,721
199,626
(101)
(3,027)
(10,296)
(8,611)
(328)
(13,466)
(1,264)
5311
1,234
469
123,853
7.079
135,013
209,126
343,433
35,527
1,303,872

1,339,342
324,898
1,664,240
(23,689)
1,640,551
2,944,423



Capltal Area Community Action Agency
CSBG Statement of Revenues and Expenditures
For the Five Months Ending February 28, 2025

Total

Total Current Budget

Budget - Year Variance -

42% Original Actual __ Original %
Revenue
Government Contracts - STATE 4010 608,265 234,223 (374,042} 39%
Conftributions- Restricted 4210 0 100 100  100%
Total Revenue 608,265 234,323 {373.942) 39%
Expenditures

Salaries & Wages 6010 273,125 106,689 166,436 39%
Fringe 6110 79.151 30,918 48,233 39%
Staff Screenings 46180 100 0 100 0%
Indirect Costs 6210 65,841 26,088 39,753  40%
Travel - In Area 4310 1,000 548 452 55%
Office Supplies 6410 2,500 1,357 1,143 54%
Coples/Prinfing/Copler Maintenance/Toner/Paper 6510 1,500 1,374 126 92%
Postage and Delivery Expense 6600 480 68 412 4%
Contractual Services/Professional 6710 1.047 0 1,047 0%
Rent/Space Cost 6810 52,152 24,737 27,415  47%
Utilities 4820 7,200 4,654 2,546 &5%
General Liability and Property Insurance 4830 5,000 3.11¢ 1,881 2%
Cemmunications 4840 15,000 8,404 6,594 56%
Repairs & Bldg Malntenance- Recurring 4850 10,000 4,827 5173 48%
Repairs & Bldg Maintenance - Nonrecurring 6855 5,000 &) 5,000 0%
Equipment Malntenance 6%10 2,500 2,045 435 83%
Vehicle Expense 6920 18,000 7.547 10,453  42%
Equipment Lease 4930 2,400 2,050 350 85%
Technology 6940 2,000 0 2,000 0%
Fees, Licenses, and Permits 7010 150 0 150 0%
Dues/Subscriptions 7020 7,255 2,292 4,943 32%
Client Assistance 7210 46,425 4,065 42,360 2%
Expendable Equipment 7320 0 385 (385) 100%
Meetings/Workshops 7420 600 0 600 0%
Training and Technical Assistance/Staff Development 7435 7.500 2,309 5,191 31%
Advertising 7450 2,339 825 1,514  35%
Total Expenditures 608,265 234,323 373942 39%

Excess Revenue over (under) Expenditures 0 0 0
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Capital Area Community Action Agency
LIHEAP Statement of Revenues and Expenditures
For the Five Months Ending February 28, 2025

Total
Total Budget
Budget - Current Varlance -
42% Original Year Aclual _ Original %
Revenue
Government Contracts - STATE 4010 2,933,701 842,092 (2,091,609) 29%
Total Revenue 2,933,701 842,092 (2,091,609) 29%
Expenditures
Salaries & Wages 6010 348,433 123,751 224,682 36%
Fringe 6110 100,976 35,863 65,113 36%
Staff Screenings 6180 200 0 200 0%
Indirect Costs 6210 83,995 30,143 53,852 36%
Travel - In Area 6310 1,000 0] 1,000 0%
Office Supplies 46410 2,500 947 1,553 38%
Copies/Printing/Copier Maintenance/Toner/Paper 6510 6,000 2,836 3,164 47%
Fostage and Delivery Expense 6600 3,000 1,065 1,935 36%
Confractual Services/Professional 6710 9,485 0 2,485 0%
Rent/Space Cost 6810 32,472 12,421 20,051 38%
Utilities 6820 5,000 1,130 3.870 23%
General Liability and Property Insurance 6830 6,000 2,859 3,141 48%
Communications 6840 15,000 6,005 8.995 40%
Repairs & Bldg Maintenance- Recurring 6850 5,990 1.115 4,875 19%
Repairs & Bldg Maintenance - Nonrecurming 6855 4,349 0 4,349 0%
Equipment Maintenance 6710 4,000 2,375 1,625 59%
Equipment Lease 6930 3,000 413 2,587 14%
Technology 6940 3,000 0 3,000 0%
Fees, Licenses, and Permits 7010 350 0 350 0%
Client Assistance 7210 2,287,691 618816 1,668,875 27%
Expendable Equipment 7320 1,960 0 1,960 0%
Training and Technical Assistance/Staff Development 7435 4,300 0 6,300 0%
Advertising 7450 3,000 2,353 647 78%
Total Expenditures 2,933,701 842,092 2,091,609 29%
Excess Revenue over (under) Expenditures V] 0 0



Capltal Area Communlty Action Agency
WAP Statement of Revenues and Expenditures
For the Flve Months Ending February 28, 2025

Total
Total Current  Budget
Budget - Year Variance .
42% Original __ Actual _ Original %
Revenue
Government Contracts - STATE 4010 386,139 142,004 (244,135) 37%
Total Revenue 386,139 142,004 (244,135) 37%
Expendifures
Salaries & Wages 6010 84,398 44,325 38,074 55%
Fringe 6110 24,459 13,425 11,034 55%
Indirect Costs 6210 20,345 11,247 9,098 55%
Travel - In Area 6310 500 231 269  46%
Office Supplies 6410 1,777 537 1,240 30%
Copies/Prinfing/Copier Maintenance/Toner/Paper 6510 1,500 186 1,314 12%
Postage and Delivery Expense 6600 500 60 440 12%
Contractual Services/Professional 6710 5,008 0 5008 0%
Rent/Space Cost 46810 8,180 3,851 4,329 47%
Utilities 6820 4,000 1,086 2914 27%
General Ligbility and Property Insurance 6830 8,000 3,119 4,881 39%
Communications 6840 5,000 2,081 2520 42%
Repdirs & Bidg Maintenance- Recurring 6850 2,700 26 2,604 4%
Repairs & Bldg Maintenance - Nonrecurring 6855 2,700 4] 2700 0%
Equipment Maintenance 6910 1,500 1,212 288 81%
Vehicle Expense 6920 9,500 5715 3,785 40%
Equipment Lease 6930 1,500 378 1,122 25%
Technclogy 6940 1,500 0 1,500 0%
Fees, Licenses, and Pemits 7010 109 0 109 0%
Dues/Subscriptions 7020 200 0 200 0%
Client Assistance 7210 135,755 52,822 82,933 39%
Expendable Equipment 7320 2,500 385 2,116 15%
Training and Technical Assistance/Staff Development 7435 62,008 0 62008 0%
Advertising 7450 2,500 0 2,500 0%
Total Expenditures 384,139 142,754 243385 37%
Excess Revenue over {under) Expenditures 4] (750) {750}
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Capital Area Community Action Agency
Head Start Statement of Revenues and Expenditures
For the Five Months Ending February 28, 2025

Total
Total Current Budget
Budget - Year Variance -
42% Original Actual  Original %
Revenue
Government Contracts - FEDERAL - DIRECT 4000 4,260,978 1,985253 (2,275725) 47%
Other Revenue 4995 0 2,250 2,250 100%
Total Revenue 4,260,978 1,987,503 (2,273.475) 47%
Expenditures
Salaries & Wages 6010 2,211,970 937,364 1,274,606  42%
Fringe 6110 641,029 271,648 369,381 42%
Staff Screenings 6180 1,000 893 107 89%
indirect Costs 6210 533,225 229,330 303895 43%
Travel - In Area 6310 4,000 3,719 281 3%
Office Supplies 4410 5,000 4,784 216 9%
Program Supplies 415 18,000 14,781 3,239 82%
Classroom Supplies 4420 24,000 14,589 411 1%
Kitchen Supplies 6430 564 0 564 0%
Medical/Dental Supplies 6440 500 19 381  24%
Copies/Printing/Copier Maintenance/Toner/Paper 6510 10,000 4,925 5075 49%
Postage and Delivery Expense 6600 460 196 264 43%
Contractual Services/Professional 6710 10,000 399 9.601 4%
Coniractual Services — Health/Risabilifies 6715 157,808 154,490 3318 98%
Rent/Space Cost 4810 211,270 92,212 119,058 44%
Utiitties 6820 84,718 42,487 42232 50%
General Liabllity and Properly Insurance 4830 20,000 12,430 7,570 2%
Communications 6840 55,000 32,014 22986 58%
Repdirs & Bldg Malntenance- Recurring 4850 109,000 73,584 35414 8%
Repairs & Bldg Maintenance - Nonrecurring 4855 10,000 11,718 (1,718) 117%
Equipment Malntenance 4910 12,000 11,793 207 98%
Vehicle Expense 4920 30,000 15,984 14,016 53%
Equipment Lease 4930 3,000 1,847 1,153 62%
Technology 6940 26,934 17,224 9710 4%
Fees, Licenses, and Permits 7010 550 185 365 34%
Dues/Subscriptions 7020 5,091 1,205 3,887 24%
Special Events 7110 1,500 324 1.176 22%
Equipment/Improvements {$5,000 or more) 7310 0 8,792 (8.792) 100%
Expendable Equipment 7320 0 {1,000} 1,000 0%
Meetings/Workshops 7420 2,010 1,325 685 66%
Training and Technical Assistance/Staff 7435 40,998 21,711 19,287 53%
Advisory/Board Member Expenses 7440 500 280 220 56%
Adverlising 7450 5,000 4,078 {1,078) 122%
Parent Activities 7460 1,200 92 1,108 8%
Raw Food Cost 7510 24,4651 0 24,651 0%
Total Expenditures 4,260,978 1,987,503 2,273,475 47%
Excess Revenue over (under) Expenditures 0 0 0



Capltal Area Community Action Agency, Inc.
Head Start NFS Match Requirements
For the Month Ending February 28, 2025

Match Source Total Needed YTD YD % Remaining Remaining %
Government Contracts - Local 56,968
Grants - Other Not for Profits 101
In-Kind Revenue 318,702
VPK/SR 137,757
1,065,245 513,527 48% 551,718 52%
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Heod Start CC Expenses February 2025

Activity Effective
Yendor ID FundCode GlCode  Code Dale Exy Tri flon Descripil
HANCOQCK CC 1044 4310 255 212712025 2400 VISAS MARCH 2025 DARREL JAMES FUEL
HANCOCKCC 1064 4310 255 2/27/2025 52.00 VISAS MARCH 2025 DARREL JAMES FUEL
HANCOCKCC 1044 4850 251 212712025 38.82 VISAS MARCH 2025 DARREL JAMES AIR FILTER
HANCOCKCC 1064 7420 255 2/27/2025 219.90 VISAS MARCH 2025 DARREL JAMES 200M
HANCOCKCC 1044 7435 255 2/27/2025 4523 VISAS MARCH 2025 DARREL JAMES 2-11
HANCOCK CC 1064 7435 255 2{27/2025 980 VISAS MARCH 2025 DARREL JAMES BFAST 2-13
HANCOCKCC 1064 7435 255 2/27/2025 7.62 VISAS MARCH 2025 DARREL JAMES BFAST 2-14
HANCOCKCC 1044 7435 255 212712025 3.27 VISAS MARCH 2025 DARREL JAMES COFFEE 2-14
HANCOCKCC 1084 7435 255 2{2712025 52000 VISAS MARCH 2025 DARREL JAMES CONFERENCE RIUSA
HANCOCKCC 1064 7435 255 2/27/2025 38.40 VISAS MARCH 2025 DARREL JAMES DINNER 2-13
HANCOCKCC 1084 7435 255 212712025 26.78 VISAS MARCH 2025 DARREL JAMES DINMER CONF 2-11
HANCOCK CC 1064 7435 255 2/27 72025 32.99 VISAS MARCH 2025 DARREL JAMES DINNER CONF 2-12
HANCOCK CC 1044 7435 255 2/2712025 6500 VISAS MARCH 2025 DARREL JAMES FUEL
HANCOCK CC 1084 7435 255 2/27 /2025 829.68 VISAS MARCH 2025 DARREL JAMES HOTEL
HANCOCK CC 1044 7435 255 2/27 12025 24,78 VISAS MARCH 2025 DARREL JAMES LUNCH 2-13
HANCOCK CC 1044 7435 255 2/27 12025 14.61 VISAS MARCH 2025 DARREL JAMES LUNCH 2-14
HANCOCKCC 1084 7435 255 24272025 11.26 VISAS MARCH 2025 DARREL JAMES LUNCH CONF 2-i1
HANCOCKCC 1044 7435 255 2/2772025 10.11 VISAS MARCH 2025 DARREL JAMES LUNCH CONF 2-12
HANCOCKCC 1044 7435 255 2/27 /2025 800 VISAS MARCH 2025 DARREL JAMES PARKING
HANCOCKCC 1084 7440 255 21271025 7294 VISAS MARCH 2025 DARREL JAMES POLICY CCUNCIL
HANCCCKCC 1064 7450 255 272712025 4424 VISAS MARCH 2025 DARREL JAMES RECRUTMENT
HANCOCKCC 1064 7450 255 2/2712025 50.00 VISAS MARCH 2025 ANNA MCCOY #1545 CLOTHESLINE
HANCOCK CC 1064 7450 255 21271025 44.58 VISAS MARCH 2025 ANNA MCCOY #1545 FAMILY ADVOCATE
HANCOCKCC 1044 7450 255 22712025 80.00 VISAS MARCH 2025 ANNA MCCOY #1545 T-SHIRTS
RANCOCKCC 1064 6850 252 2/27/2026 54,26 VISAS MARCH 2025 FATIMA OLEABHIELE ALEXANDER
HANCOCKCC 1064 7010 255 212712025 3500 VISAS MARCH 2025 FATIMA OLEABHIELE ALEXANDER ANNUAL
HANCOCKCC 1064 4850 250 /2742025 56.26 VISAS MARCH 2025 FATIMA OLEABHIELE ALEXANDER LIGHTING
HANCOCKCC 1064 7440 255 2/27 /2025 F0.51 VISAS MARCH 2025 FATIMA QLEABHIELE ALEXANDER ADVISORY
HANCOCKCC 1044 7450 oce 2/27/2025 1.487.78 VISAS MARCH 2025 NINA SELF INDEED
HANCOCKCC 1044 4180 A0 2/27 12025 5200 VISAS MARCH 2025 MARGARET WATSON FL MVR
HANCOCKCC 1044 &180 255 212712025 12.39 V.Treadwell BACKGROUND SCREENING
HANCOCKCC 1044 4310 255 2/27/2025 2276 V. Trecadwell FUEL
HANCOCKCC 1084 6310 255 2/27 /2025 25.13 V.Treadwell FUEL
HANCOCKCC 1084 4420 256 212712025 69.10 V. Treadwell CLASSROOM ACTIVITY
HANCOCKCC 1064 6420 259 2/2712025 22,50 V. Treadwel! CLASSROOM SUPPLIES
HANCOCKCC 1064 6850 250 2/27/2025 115.76 V.Treadwel! GRAYBAR - LIGHT/BALLAST
HANCOCKCC 1044 7010 255 2272025 3500 V. Treadwsll ANNUAL FEE
HANCOCKCC 1064 7010 255 2/27 12025 62,62 V. Treadwell DCF LICENSE FEE

Tolal CC Expenses 4,606.12
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’ HANCOCK
WHITNEY

HANCOCK WHITNEY BANK
PO BOX 61750 .
NEW ORLEANS LA 70161-1750 MEMO STATEMENT

Account Numher

Statement Date
02-27-25
Bank
DARREL JAMES = 000000 Issued by Hancook Whitney
CAPITAL AREA CAA

309 OFFICE PLAZA DR
TALLAHASSEE FL. 32301-2729

b £ PSS AL 2 ,%ﬂ bl T il ntob il f : : S P S
Save time and money. Automatically. For hasslefree defafls and to start saving with your eligible Hancock Whitney Business Credit
Card for FREE today, visit visasavingsedge.com.
i it o) A g
Date Date Reference Number MCC Transaction Description Amount
01-30 0130  24036205030744577102287 4121 UBER *TRIP HELP.UBER.COM CA M10.62 —Pgconbe
02-03 0131  24000775032500005611601 7399 RIVHSA 2025 ATCE MINGRAM@RIVHS GA M520.00 &
02-04 02-03 24036295034712271492161 4121 UBER *TRIP HELP.UBER.COM CA M27,90 — fisd Soeates
02-04 0203 244310650351434525080896 5251 ACE HDWE APALACHICOLA FL MAT.74%
02-06 0205 24015145037052055181030 5542 GATE #1104 TALLAHASSEE FL M52.00w
0207 0206 24011345037000012167014 4814 ZOOM.COM 888-789-9656 WWW.ZOOM.US CA M21 9._90/
0212 02-11  24015146043053308188285 5542 GATE #1194 TALLAHASSEE FL M2ﬁ.00§
02-13 02412  24204295043001442008048 5814 SUBWAY 52803 ATLANTA GA M10.11
02-13 02-11  24427335043710004602058 5814 CHICK-FIL-A #00760 TALLAHASSEE FL M11.260,
02-13 0211 24755425043160438967108 5812 TOP DRAFT SPORTS BAR ATLANTA GA MZB.'_IS/
02-13 0212 24692168044106271576677 5812 TST'AZOTEA CANTINA - ATL ATLANTA GA M32.98
02-13 02-11 24755425043160438968809 5812 TOP DRAFT SPORTS BAR ATLANTA GA M45.23v""
02-14 02412 24755425044160449702261 6812 CENTENNIAL GROUNDS COFFEE ATLANTA GA MT.SZ/
02-14 02-13  24034545044002599548847 7523 ATL STAT DISTRICTOWNERSAS ATLANTA GA M8.00+~"
02-17 02-14 24755425048260464216953 5812 CENTENNIAL GROUNDS COFFEE ATLANTA GA M3.27
02-17 0213  24755425045170455742928 5812 CENTENMIAL GROUNDS COFFEE ATLANTA GA M9.BO/
02-17 02-14 24765015046244283405077 5812 FARMER'S BASKET DUNWOODY GA M16.51v"]
02-17 02-13  24755425045170454337309 5812 TOP DRAFT SPORTS BAR ATLANTA GA M24.78 L
02-17 02-18  244450050455006430568520 5812 HOTEL AVALON ALPHARETTA GA M38.40 V7],
02-17 02-14 24692165046108167115164 5542 QT 782 ALPHARETTA GA M65.00 w7
02-17 02-14  24755425046260464210717 3562 OMNI HOTELS ATLANTA GA M820.68
156805341 ARRIVAL: 02-11-25
02-17 02-14  24755425046260464210725 3592 OMNI HOTELS 404-8590000 GA MO73.886" |
15606341 ARRIVAL:02-11-25
02-21 0220 24445005052000913433271 5331 DOLLAR TREE TALLAHASSEE FL M4626 l/
STATEMENT DATE ACCOUNT NUMBER ACCOUNT SUMMARY
022725 (AN E] | -
NEW PURCHASES AND i
CUSTOMER SERVICE CALL OTHER CHARGES 3,120.89
NEW CASH ADVANCES .00
Toll Free 1-800-448-8812 CREDITS Ll J
STATEMENT TOTAL  2,147.21
TOTAL IN DISPUTE 00
CREDIT LIMIT 5,000.00

PAGE10F 4
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HANCOCK
WHITNEY

HANCOCK WHITNEY BANK

PO BOX 61750
MEW ORLEANS LA 70161-1750 MEMO STATEMENT

Account Number

Statement Date
-02-27-25

Issued by Hancock Whitney Bank

Date Date Reference Number MCC Transaction Description Amount

02-24 02-14  74755425052150492793675 3592 OMNI HOTELS 404-8590000 GA M873.68¢cr
15605341 ARRIVAL:02-11-25

02-24 0220 24269785052500777816023 5812 MARCOS PIZZA - 8078 TALLAHASSEE FL M72.96 /

PAGE3OF 4 L
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HANCOCK
WHITNEY

HANCOCK WHITNEY BANK
PO BOX 61750
NEW ORLEANS LA 70161-1750

ANNA MCCOY bl 001
CAPITAL AREA CAA 0000
309 OFFICE PLAZA DR

TALLAHASSEE FL 32301-2729

MEMO STATEMENT
Account Number

Statement Date
02-27-25

Issued by Hancock Whitney Bank

Save time and money. Autu-naﬁcally For hassle-free details and to start savlng with your eligible Hancock Whnney Busmess Cradﬂ
Card for FREE today, visit visasavingsedge.com.

Post Trans

Date Date _Reference Number MCC _Transactlon Description - Amount L~
02-07 02-06 24765015037236736266273 5046 BIG BEND RESTAURANT SUPP TALLAHASSEE FL M178330 ¥ L
02-19 02-18  24B01975048247741563286 5137 CLOTHESLINE TALLAHASSEE FL ‘ M50.00 v
0218 02-18 24692165048100838569916 5691 B5Q *CUSTOM STATION TALLAHASSEE FL Mé5.60 "1
02-2¢ 02-18  24137465050200230347110 5945 HOBBY-LOBBY #469 TALLAHASSEE FL M46.58
STATEMENT DATE ACCOUNT NUMBER ACCOUNT SUMMARY
02-27-25
NEW PURCHASES AND
CUSTOMER SERVICE CALL OTHER CHARGES 360438
NEW CASH ADVANCES .00
Toll Free 1-800-448-8812 SElS 00
STATEMENT TOTAL 360.48
TOTAL IN DISPUTE .00
CREDIT LIMIT 5,000.00
7
PAGE 1 OF 2
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HANCOCK
WHITNEY

HANCQCK WHITNEY BANK
PO BOX 61750
NEW ORLEANS LA 70161-1750

FATIMA OLEABHIELE
CAPITAL AREA CAA

308 OFFICE PLAZA DR
TALLAHASSEE FL 32301-2729

L
v

MEMO STATEMENT
Account Number

Statement Date

** 0000001

02-27-25

Issued by Hancock Whitney Bank

u"’w}

Save time and money. Automatically. For hassle-free
Card for FREE today, visit visasavingsedge.com.

Post Trans

21

Date Date aference Number MCC Transactlon Description Amount
01-28 01-28 24445005029400169201713 5411 WM SUPERCENTER #3307 CRAWFORDVILLE FL M100.00 V
01-28 01-28 24445005020000961855177 5912 WAL GREENS #9578 CRAWFORDVILLE FL M140.00/
01-30 01-29 24445005030000969926159 5331 DOLLAR TREE TALLAHASSEE FL M10.00lr/
01-30 0M1-20  24445005030000869926076 5331 DOLLAR TREE TALLAHASSEE FL M53.00 /
02-08 0205 24226385037006596528494 5411 WAL-MART #1408 TALLAHASSEE FL M120.00
02-06 02-05 24445005037001014613829 5812 WALGREENS #10801 TALLAHASSEE FL MZGOTDU/
02-13 02-12 24137465044D01552250638 S411 PUBLIX #1051 TALLAHASSEE FL M46.1 2\/
02-13 0212 24755425044730440638688 5085 GRAINGER 800-4724643 IL M56.2B l/
02-13 02-12 24785015043241821880359 5812 BAMBOO WOK TALLAHASEE FL M167.70 v
02-17 02-14 24755425046730467480368 5085 GRAINGER 800-4724643 IL M56.26/
02-17 02-14 24137465046501609108869 5411 PUBLIX #1788 CRAWFORDVILLE FL M70.61%"
02-24 02-21  24D43005053154206180682 5814 DUNKIN #349298 TALLAHASSEE FL M30.00 v
02-26 02-26 0000 ANNUAL FEE M35.00
02-27 0226 24137465058001569125032 5411 PUBLIX #1051 TALLAHASSEE FL M18.98 ://
02-27 0226 24455015057141004670588 5411 WAL-MART #3307 CRAWFORDVILLE FL M33.97 o
02-27 02-26 24269795058001087258133 5814 JIMMY JOHNS - 170 TALLAHASSEE FL M116.34
02-27 02-26 24226385058007238624208 5411 WAL-MART #3307 CRAWFORDVILLE FL M190.00 "
STATEMENT DATE ACCOUNT NUM ACCOUNT SUMMARY -
02-27-25
NEW PURCHASES AND
CUSTOMER SERVICE CALL OTHER CHARGES 1,505.14
NEW CASH ADVANCES 00
Toll Free 1-800-448-8812 CREDITS 00

STATEMENT TOTAL  1,505.14

TOTAL IN DISPUTE 00

CREDIT LIMIT 2,000.00

PAGE 1 OF 2



HANCOCK ’

WHITNEY
HANCOCK WHITNEY BANK
PO BOX 61750
ol ﬂ‘r
Statement Data |
02-27-25
Hancock Whi k
NINA SINGLETON * 0000001 sued by finey Gesk

CAPITAL AREA CAA
309 OFFICE PLAZA DR
TALLAHASSEE FL 32301-272¢%

Save time and money. Automatically. For hassle-free detai
Card for FREE today, visit visasavingsedge.com.

2k

ls and to start savi

Post Trans

Date Date  Reference Number MCC Transaction Description r Amount
02-03 02-01 24793385032000206870020 7311 WNDEED US125-00436853 B00-4625842 TX M135.187
02-03 01-31 24793385031000303212020 7311 INDEED USI25-00418577 800-4625842 TX M500.50§
02.07 02-086 24793385037000305137021 7311 INDEED USI25-00861474 800-4625842 TX MS501.71 1/
02-11 02-10 24793385041003200230028 7311 INDEED USI25-00684643 800-4625842 ™ MS500.29
02-24 02-21 24184075053105442167851 5043 STAPLES 00110726 TALLAHASSEE FL M126£28
STATEMENT DATE ACCOUNT NUMBER ACCOUNT SUMMARY
02-27-25 ]
NEW PURCHASES AND P
CUSTOMER SERVICE CALL OTHER CHARGES 1,814.06 ¢]
NEW CASH ADVANCES .00
: Toll Free 1-800-448-8812 CREDITS 00
STATEMENT TOTAL  1,814.06
TOTAL IN DISPUTE 00
CREDIT LIMIT 10,000:00

PAGE1QF 2
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HANCOCK
WHITNEY

HANCOCK WHITNEY BANK
PO BOX 61750 :

NEW ORLEANS LA 70161-1750 MEMO STATHIM
Account Number

Statement Date
02-27-25 ;
VENITA TREADWELL = 000000 Issued by Hancoek Whitney Bank
CAPITAL AREA CAA

309 OFFICE PLAZA DR
TALLAHASSEE FL 32301-2729

3

P R R R R RN RN MBSO B
Save time and money. ically. For hassle-free detalls and to start saving with your ligible Han Whitney Business Credit
Card for FREE today, visit visasavingsedge.com.

e

NN

Date Date Reference Number _MCC Transaction Description Aménfint
01-30 01-28  24412965020098846005558 5066 GRAYBAR ELECTRIC COMPANY 314-573-9200 MO M115.76 %
02-04 02-03 24055235035233186779619 9399 NIG*-AGENCY FOR HLTHCR EGOV.COM FL M12.39
02-12 0211  24445005043001005532477 5331 DOLLARTREE TALLAHASSEE FL M22.50
02413 0212 24015145044053536210506 5542 GATE #1194 TALLAHASSEE FL M25.13 1
0225 0224 24015145056056082208381 6542 GATE #1194 TALLAHASSEE FL M22.76
0226 0226 0000 ANNUAL FEE M35.00 1
D2.26 0225 24055235057255111105274 9380 NIC*-DCF-CARES EGOV.COM FL MBZ'.GZ-V
02-27 0226 24226385056007233768042 5411 WAL-MART #4520 TALLAHASSEE FL ME9.10 8
STATEMENT DATE ACCOUNT NUMBER ACCOUNT SUMMARY ' -
02-27-25
NEW PURCHASES AND )
CUSTOMER SERVICE CALL OTHER CHARGES 365.26
NEW CASH ADVANCES 00 |,
Toll Free 1-800-448-8812 CREDITS 00 :
STATEMENT TOTAL 365.28
TOTAL. IN DISPUTE .00
CREDIT LIMIT 4,000.00

PAGE 10F 2
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| HANCOCK
WHITNEY

HANCOCK WHITNEY BANK
PO BOX 81750

NEW ORLEANS LA 70161-1750

MARGARET WATSON
CAPITAL AREA CAA
309 OFFICE P

LAZA DR
TALLAHASSEE FL 32301-2729

MAR 0 5 2025
MEMO STATEMENT
Account Number
Statement Date
02-27-25
Issued by Hansock Whitney Bank
= 0000001

Save time and money. Automgtically. For hassle-free details and
Card for FREE today, visit visasavingsedge.com.

to start seving with yuur eflglbla Hancock Whimay Busin&;s Credit

Post Trans

Date Date  Reference Number MCC _Transaction Description Amount |
02-03 02-01 24436545033054328456724 8999 SOCIETYFORHUMANRESOURCE 800-2837478 VA M264.00
02-06 0205 24482165036500024981618 5734 CPENAI"CHATGPT SURSCR OPENALCOM CA M20.00
0207 0206 24116415037744702338337 7361 ZIPRECRUITER, INC. 855-747-5493 CA M479.00 .~
0212 0211  24801975043241257075500 8388 BIG BEND SHRM 229-254-1828 FL M25.00 ) |
0212 0211 24886945042017028474399 7290 FLORIDA MVR SERVICES 850-884-8201 FL M52.00
STATEMENT DATE ACCOUNT NUMBER ACCOUNT SUMMARY
02-27-25
NEW PURCHASES AND
CUSTOMER SERVICE CALL ‘ OTHER CHARGES 840.00
NEW CASH ADVANCES 00
Toll Free 1-800-448-8812 CREDITS 09
' STATEMENT TOTAL 840.00
TOTAL IN DISPUTE 00
CREDIT LIMIT 2,500.00
PAGE 1 OF 2
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Capital Area

Community Action

Agency
CHIEF EXECUTIVE OFFICER REPORT
APRIL 2025

Administrative
¢ An RFP for Team Building and Professional Development Coaching has been posted.
This will help with our internal efforts to improve the office environment and staff
morale.
¢ Management initiated a new concessions effort for staff with free water and coffee. Other
snacks and drinks are available for purchase.
¢ Signing the Audit Engagement Letter with James Moore next week.
Impact: Better benefits for staff. Better fiscal accountability.

Programmatic
* Awaiting the report from the FloridaCommerce fiscal monitoring of LIHEAP, CSBG,
and Weatherization programs.
¢ Monthly Head Start management calls with Region IV HHS Office Program Specialist
Ebony Cray.
o Still working on Jefferson Head Start Center replacement options. We are in touch with
Duke Energy and HHS.
o LIHEAP Florida is a new intake solution for is an effort to modify the application process
and offer some risk mitigation to the agency.
Impact: Redesigning entitlement programs toward more independent services.

Communications and Qutreach
¢ Maintain regular meeting schedule with Jim McShane, CareerSource Capital Region. [
serve on the CareerSource Capital Region Board.
e Participated in FACA Board of Directors and Executive Committee Meetings.
Impact: Developing the infrastructure necessary to support the Agency mission

Resource Development
¢ Working on Duke Energy for Community Investment (building)
Impact: Broaden the community network supporting the Agency efforts and services.

Out of Office
e May12-23 - PTO
s May 15-16, 19-23 - PTO
o June 5-6 -PTO

309 Office Plaza Drive « Tallahassee, Florida « 32301 « 850.222.2043

Uni : . . .
nited | www.CapitalAreaCommunityActionAgency.or i

United Way of the Big Bend
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Capital Area

Community Action

Agency

DRAFT PROPOSAL FOR TEAMBUILDING
AND PROFESSIONAL COACHING SERVICES

Introduction

Capital Area Community Action Agency, Inc. is a private, non-profit 501(c)(3) corporation
conducting business in Leon, Gadsden, Jefferson, Calhoun, Franklin, Gulf and Liberty
counties. The agency administers federal, state and local government funded programs.

Capital Area Community Action Agency is soliciting proposals for a vendor for Team
Building and Professional Coaching. Community Action Agency has a staff of 93
employees.

Objectives

Enhance team cohesion to strengthen interpersonal relationships and trust among team
members; improve communication, and develop effective communication strategies for
better collaboration; encourage leadership and accountability to empower team members
to take initiative and responsibility for their roles; boost team morale and engagement; and
lastly, foster a positive, inclusive, workforce through activities and coaching.

Scope of Services
1. Team Building Facilitation

Interactive Workshops — Engaging exercises focusing on teamwork, problem-solving, and
collaboration.

Tailored Team Activities — Customized sessions designed to address the agency’s specific
challenges.

Outdoor and Offsite Activities — Energizing retreats, adventure-based challenges (e.g.,
bowling, game night, and movie night), and recreational bonding experiences to foster
stronger connections outside the workplace.

309 Office Plaza Drive « Tallahassee, Florida « 32301 « 850.222.2043
UNIITED PARTNERS .’

www.CapitalAreaCommunityActionAgency.com
fr HUMAN SERVICES
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Creative and Fun Engagements — Icebreakers, role-playing scenarios, and collaborative
problem-solving games that inspire creativity and camaraderie.

2. Professional Coaching

Group Coaching — coaching sessions tailored to the unique needs of the teams.

Leadership Development — Strategies to cultivate leadership skills and build confidence in
decision-making roles.

Effective Communication Training — Techriiques to enhance clarity, active listening, and
constructive feedback within teams.

3. Post-Session Support

Follow-Up Coaching — Ongoing support to reinforce key lessons and track progress.
Feedback Surveys and Reports — Assessments to measure impact, identify areas for
improvement, and provide actionable recommendations.

Cost

A detailed cost breakdown for facilitation and coaching services will be provided upon
finalizing the scope and duration. Pricing will include facilitation fees, materials, offsite
logistics, and post-session follow-up support.

ADMINISTRATIVE

Any questions concerning Statement of Work requirements must be directed to:

Tim Center, CEO, or Margaret Watson, Human Resources
Capital Area Community Action Agency, Inc.

309 Office Plaza Drive

Tallahassee, FL. 32301

(850) 222-2043, Ext. 104
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PROPOSAL SUBMISSION

Award of the contract resulting from this RFP will be based upon the most responsive
Vendor whose offer will be the most advantageous to CAA in terms of cost, and other
factors as specified in the RFP.

CAA reserve the right to:
* Reject any or all offers and discontinue the RFP process without obligation or
liability to any potential Vendor, when it is in the Agency’s best interest,
= Accept other than the lowest priced offer.

The proposal shall:

= Include a fee breakdown that identifies fees as one-time and /or recurring costs.

* Provide at least three current client references for which you have performed similar
work. References should include contact name, address and telephone number.

* Include a timeframe for completion.

» The proposal shall be submitted on letter size paper. Each page shall be numbered
and have the name of the company on it.

* Six copies of the proposal shall be submitted in a sealed package/envelope marked:
“SEALED TEAM BUILDING AND COACHING RFP - DELIVER TO: at the
address below:

Margaret Watson, Human Resources

Capital Area Community Action Agency, Inc.
309 Office Plaza Drive

Tallahassee, F1L. 32301

Phone: (850) 222-2043; Fax: (850) 942-2090

DEADLINE FOR SUBMISSION
All proposals are due by 5:00 p.m. on May 2, 2025. Any proposal received at the designated
location after the required time and date specified for receipt shall be considered late and

non-responsive. Any late proposals will not be evaluated for award. Agency will
communicate with the contact person if clarifications are needed.
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