DRAFT MANAGEMENT PLAN

PROJECT:
Name

Draft


Address
1717-1725 N. 54th Street




Philadelphia, PA



Project #: 
034-EE179
1. The Role and responsibility of the Sponsor, and its relationship with and delegation of authority to the Managing Agent.

a. The Sponsor of the above Project is Philadelphia Presbytery Homes and Services for the Aging a non-profit corporation established by the Presbytery of Philadelphia, Presbyterian Church U.S.A., in 1955 for the care of people of the Presbyterian denomination, or others, including aging, dependent persons of either sex, regardless of race.

The Presbytery of Philadelphia consists of 152 churches in the Philadelphia, Delaware, Montgomery and Bucks counties, and elects the 27 members of the Board of directors of PresbyHomes & Services.  To the Board of Directors is delegated the management of the corporation, and the administrative responsibility for the Homes and their programs, which it exercises through an executive officer, Judee M. Bavaria, President.

The Sponsor will serve as Managing agent for the Owner, Philadelphia Presbytery Apartments a non-profit corporation created in 1983 by the Presbytery of Philadelphia to establish, construct, maintain, support and operate a housing project serving as a residence for elderly and/or disabled people.  It’s Board of Directors and Officers are identical to those of the Sponsor, Philadelphia Presbytery Homes and Services for the Aging. 

The President of Presby’s Inspired Life, Chief Operations Officer   and the Executive Director of Affordable Housing will direct day to day operations through the Assistant Director’s and staff.  The Manager of Wynnefield Place will report to the designated Assistant Director.  All site staff will report to the Manager.


On the next page is an abbreviated block diagram of the accountability:

b. The Board of Directors of Presby’s Inspired Life, Managing Agent, meets at least five times per year and represents a variety of concerns in the church and community.  Policies and operating budgets are formulated and approved by the Board of Directors.  The Staff, headed by the President, is given great latitude in implementation and operation.  Committees of the Board meet regularly for review and planning.

c. All on-site staff at Wynnefield Place will be employees of the Owner, Presby’s Inspired Life.
The Manager will be in daily contact with the Corporate Office of Presby’s Inspired Life, 2000 Joshua Road, Lafayette Hill, PA 19444.   The Manager will oversee routine administration, including collection of rentals, resident affairs, the programs within the facility, the scheduling of staff, and the review of ordinary repair work and routine maintenance, processing of application and income verifications, etc. 

     The Assistant Director of Housing for the Elderly or assigned staff  member will personally visit the project regularly.  In addition, the Director of Property Management of Presby’s Inspired Life with overall responsibility for oversight for maintenance and structural concerns, will make periodic inspections of the building.

The Manager will approve disbursements which are standard or recurrent in nature but unusual disbursement of amounts over $1,000 will require approval of Director of Housing for the Elderly or other assigned oversight staff before commitments are made or supplies ordered. (All disbursements, in fact, are made by the Treasurer of PresbyHomes & Services.  The Assistant Director, Housing for the Elderly will forward approved accounts payable vouchers together with invoices and other supporting documentation.)

Disbursements will be coded according to a HUD-approved Chart of Accounts.

The Manager recognizes the special needs of elderly and non-elderly disabled persons whose finances have restricted their options in obtaining appropriate housing.  His/her responsibility which includes assistance to residents who seek those services which will enable them to remain independent as long as possible and to meet the terms of their respective leases regarding housekeeping, maintenance, etc.  He/she also assists residents who must move from the project into another facility or nursing facility when their condition requires a more intensive program of care.  The Manager and Maintenance staff or corporate office assigned staff are on call during non-office hours.  Security personnel will relay emergencies during non-office hours.

The Maintenance Staff is responsible to the Manager and relates to the Director of Property Management for implementation of routine and preventive maintenance; for evaluating, scheduling and implementing requests for ordinary repair work in the apartments and common areas; and for the general appearance and maintenance of the building, parking area and grounds.  The Maintenance staff will consult with the Director of Property Management and other corporate office staff on a regular basis.

Purchase of Maintenance supplies will be approved in advance by the Director or Assistant Director, Housing for the Elderly within the approved project budget.

d.
Since the Managing Agent, Sponsor, and Owner are substantively the same, the key contact person is the sponsoring organization is the Director, Housing for the Elderly or assigned Affordable Housing Office staff.  

d. The key contact person for the Owner/Managing agent is:  Bill Canteen, Executive Director of Affordable Housing, 610-260-1122.
e.  The responsibilities of the Owner and Managing Agent are specifically defined in a Management Agreement attached as Exhibit A.  


The Managing Agent’s contract stipulates the items of expense the Managing Agent will be obligated to cover from the Management Fee, and which items will be paid from the Owner’s or Project Funds.  Generally, the Managing agent will be expected to cover from its fee pro-rata Corporate Office overhead, and compensation for the Corporate Office staff.  The Owner will be expected to pay from project revenues all on-site and project related operating costs as well as allowable reimbursement for accounting, bookkeeping, telephone and other HUD approved expenses of the Agent.  The expenses to be paid by the owner include, but are not limited to, cost of utilities not paid by residents, on-site personnel, taxes and insurance, promotion, equipment, maintenance, repairs, redecorating, clerical and maintenance payroll, etc.

2. Personnel Policy and Staffing Arrangement – 

a. All hiring will be undertaken in conformity with Federal Equal Employment Opportunity requirements.  The Employee Handbook of PresbyHomes & Services states in part:

Presby’s Inspired Life is committed to the principles of Equal Employment Opportunity and non-discrimination in all of our employment and employee relations activities and all other phases of our operation.  

b. The staffing of Wynnfield Place is as follows:

Title                                                 Salary

Manager –  


per approved HUD budget

Assistant Manager –  

per approved HUD budget

Maintenance Staff person
per approved HUD budget

Administrative Assistant 

per approved HUD budget

Part Time Housekeeper

per approved HUD budget

Part Time Service Coordinator      per approved HUD budget

Security



          per approved HUD budget

The Manager and Assistant Manager are salaried and on-call.  All other staff will be hourly employees.

d.
In the Future, staff may be hired to provide optional housekeeping service to those residents who wish to subscribe on an optional non-profit basis.

c.   
All on-site employees will be those of Wynnefield Place whose personnel policies and benefits are set forth in the employee Handbook.  Salaries and wages will be reviewed annually prior to submission of the budget to the Board of Directors and HUD.

3. Procedures for Occupancy

a. Every attempt will be made to attract a varied economic and racial mix of residents in accordance with HUD guidelines and the Affirmative Fair Housing Marketing Plan. 

b. The tenant selection plan will outline the procedures for selection and processing of tenants in accordance with the Regulatory Agreement, Assistance Payment Contract and federal, state and local laws incorporating the mission of the owner corporation.

c. Presby’s Inspired Life will publish a Resident Handbook for Wynnefield Place residents.  This handbook will contain a description of all services, regulations, rent collection and leasing policies, recertification requirements, emergency procedures, conveniences, and operation of appliances in their living units. 

Prior to each resident’s occupancy, the Manager or other Staff will take the residents to his/her apartment and explain the operation and maintenance of all appliances, controls, etc. 

d. Residents will be interviewed by the Manager or Assistant Manager.  Applicants will be selected on a first come, first served basis once their eligibility has been established under Section 8 and Section 202 criteria and on their demonstrated capability meeting the minimum terms of the lease.  Selection may be subject to review by the Director, Housing for the Elderly of Presbys Inspired Life.
4. Procedures for Determining Tenant Eligibility and for Certifying and Re-Certifying Income

a. Determination of resident eligibility, as prescribed by HUD regulations, will be the primary responsibility of the Manager and Assistant Manager.  The Manager or Assistant Manager is also charged with obtaining initial and annual certification of income with required verification, which may also be individually reviewed by the Director, Housing for the Elderly or other Affordable Housing Staff.

b. The Manager and Affordable Housing Staff have been provided with training necessary to accurately apply certification and recertification criteria as required by HUD.  Continuing professional education in this and other areas is afforded as part of the personnel policy of Presby’s Inspired Life.  These persons are aware of HUD requirements covering family size and composition as it relates to unit size.

5. Plans for Carrying out Effective Maintenance and Repair Program.

a. It is the responsibility of the Maintenance Man in consultation with the Manager and Director of Property Management to be familiar with a mechanical equipment and appliances in the building, to make a permanent file of warranty and operating instructions for same, and to develop in consultation with the Director, of Property Management a plan for periodic inspection and preventive maintenance.

b. When a resident gives notice of intent to vacate an apartment, the Manager will arrange to inspect the unit in advance to ascertain if repairs are needed, and particularly whether or not the resident is liable for any charges to be subtracted from his/her security deposit.  When a resident has moved out of his/her apartment, together with his/her furniture and belongings, any necessary repairs will be made, and the apartment will be thoroughly cleared and painted.

c. Exterior and interior painting/papering will be accomplished as needed by an outside contractor or staff.  All apartments will be painted on a rotation of every five years or whenever a vacancy occurs, whichever is sooner.

d. Trash and garbage removal will be effected by the residents through a trash chute provided on each floor.  A compactor located on the ground level will compact the refuse, which is removed at regularly scheduled times by contract with a private rubbish removal service.  

e. The Maintenance person will perform all minor and routine repairs and certain preventive maintenance.  Major repairs, however, and certain specialized preventive maintenance will be accomplished by outside contractors selected on the basis of competence, reliability and competitive price.

f. Grounds upkeep will be the responsibility of the Maintenance Person or other contractors.  This will include litter control.  Trimming of shrubs and grass, snow removal from walks may be performed by the contracted parties. Contract snow removal will be required for the parking areas.

g. Entry ways, the lounge, the community room, public rest rooms, halls and laundry areas will be cleaned on a regular basis.  Hallways will be thoroughly cleaned once a week and other common spaces will be cleaned as required by the amount of usage and the weather. 

Care will be given to selection of materials when replacements are required to facilitate ease of maintenance and to assure pleasant appearance.

h. Residents will be advised in their Resident Handbook to report all needed maintenance and repairs to the Maintenance Staff via written work orders.  Unusual requests will require the approval of the Manager and, in some cases, the Affordable Housing staff supervisor.  

Emergencies will receive immediate attention, the Manager will assure that someone is on call 24 hours a day, seven days a week, to handle request for emergency service.  A live-in Resident Building Superintendent will also represent management and respond to tenant emergencies after hours.

6. Rental Collection Policies and Procedures  

a.     Rents will be collected during normal office hours of 9:00 a.m. to 5:00 p.m.  A mail slot in the office door will make possible after-hours payments and delivery of routine maintenance requests.  Payment by check or money order will be required.

b.
Partial payments of rent will be discouraged except in unusual circumstances negotiated with the Manager.  Prepayment of rent is always acceptable.

c. Late fees will be charged on delinquent rent if allowable.  Repeated late payment may be considered a violation of the terms of the lease.

d. It will be the responsibility of the Manager to contact a resident via letter if rent is not received by the end of the day on the 5th of each month.  The Manager will attempt to define the problem and devise a solution acceptable to the resident and Management.  If the amount due is not forthcoming within ten days, the Manager with the approval of the Affordable Housing Staff supervisor, will initiate appropriate measures up to and including eviction and retaining the services of Counsel as necessary.

e. The Service Coordinator will provide counseling for residents in financial distress or who may require other kinds of assistance. He/she will be familiar with the programs of other social service agencies for referral purposes.

f. Eviction policies and procedures begin with the attempt on the part of the Assistant Director, Housing for the Elderly to negotiate payment of a late or missed payment (as described in 6d, above) or to resolve other issues which, in the opinion of the Managing Agent and in accord with HUD regulations and state and local law, constitute a violation of the lease.  The Manager will provide written notice to a resident whose rent is delinquent, or whose actions are otherwise considered in violation of the terms of the lease.  If the situation is not resolved satisfactorily, and the Manager has determined that dispossession proceedings may be in order, an attempt will be made to contact relatives of associates of the resident who may be helpful.  Eviction policies will be clearly set forth in the Resident’s Handbook and lease.  Approval for termination of lease must be approved by the Managing Agent’s supervisory staff.

Payment will be considered “missed” or rent delinquent any time a check is returned unpaid.

g. Presby’s Inspired Life computer generated statements will be sent to residents listing the rent and other charges owed.  When the payment is received, the statement will be marked paid with date and returned to the resident.  A copy of the statement will be transmitted within the corporate office for posting. Rents and other revenues will be accounted for through the automatic data processing services of the Managing agent, Presby’s Inspired Life.
7. Program for Maintaining Adequate Accounting Records and Handling Necessary Forms.  

a. Accounting and purchasing procedures will be in accordance with generally accepted accounting procedures and consistent with HUD requirements regarding accounting and financial reporting.

b. Monthly financial reports shall be presented by the 10th of the month to the Owner showing all revenue and expenses.  These reports will be prepared by the Managing Agent, Presby’s Inspird Life, and will be disseminated to the HUD if required.

c. Tenant certifications and recertifications will be maintained in a file in the Manager’s office, together with rental application forms and other pertinent papers.  These records will be kept on file for five years, in the office of the Manager. 

d. Through approved bidding procedures, the Owner will retain a certified public accountant acceptable to the Managing agent and Owner to prepare annual financial statements as required by HUD and to audit the books for accounts and other relevant records of the Owner and Managing Agent.  Expense of such reports shall be paid from project funds.

e. The Managing Agent shall retain Legal Counsel on behalf of the project to represent the project in various legal proceedings pertinent to the operation of the project including, but not limited to, matters relating to leases, zoning, tax matters, etc.  Costs for the services shall be paid form project funds.

8. Plans for Tenant-Management Relations 

a. Resident having grievances or special requests may submit them in writing to the Manager or the Managing Agent’s supervisory staff at the Corporate Office.  The Manager will arrange to confer with the resident or residents affected as soon as possible, and to institute appropriate remedial actions as and if required.  If the complaint is unfounded, or no corrective action is appropriate, every effort will be made to explain this to the resident.  Complaints and requests will be treated with seriousness, compassion and understanding.  Residents will be told they may appeal unresolved issues to the Director, Housing for the Elderly when circumstances warrant.

b. Policies and procedures covering the servicing of requests are explained in Items 5h and 8a, above.

c. Residents will be oriented to the project through interviews at the time of the applications, through contact with the Manager or Maintenance staff at the time apartments are shown and their own apartment’s equipment is explained to them, and through periodic contact with the Manager and fellow residents.  These contacts will be supplemented by the Resident’s Handbook given to each person residing in the facility.  

d. A standard, preprinted lease will be signed initially for a one-year period, after which the lease will automatically renew itself on a month-to-month basis.  Thirty days advance written notice of cancellation will be required by the resident, except in the event of serious illness requiring permanent relocation to a hospital or nursing home, or death. 

All residents will be required to post an advance security deposit prior to occupancy, as set forth in the Management Agreement and the Lease and as required by HUD.

e. Leases will not be available in foreign languages.  

f. The lease used will be fair and non-punitive.

g. Presby’s Inspired Life, as management agent of a number of facilities for the elderly persons and persons with a variety of disabilities, regularly works with residents’ associations at each of its currently-operated facilities.  The Manager’s  will relate to a resident’s association at Wynnefield Place if formed and any larger association at the facility if formed and any larger community group with which the organization might affiliate.  The Owner and Management Agent believe it will be jointly beneficial to have a forum in which to discuss opportunities, challenges, programs, suggestions, concerns and policies.

9. Social Service Programs

a. It is the intention of Presby’s Inspired Life as Managing Agent that the social service needs of the elderly and/or non-elderly residents of Wynnefield Place be met as fully and completely as possible.  It is expected that the Manager and Service Coordinator be skillful in organizing volunteers from the churches and surrounding community to provide social and recreational programs to benefit the elderly residents of Wynnefield Place.  The Owner’s contacts in the neighboring community will be developed to identify volunteers from churches and other groups and institutions to provide social and recreational programs to benefit the residents.  These activities may include excursions and outings, holiday parties, special meals, motion pictures, cultural programs, entertainment and organized games.

b. The vicinity of Wynnfield Place has access to shopping, churches and transportation.  The town center is two blocks from the site.

c. It is sincerely hope that the residents themselves will play a major role in shaping and overseeing additional social service programs at Wynnefield Place.  Child care and recreation for youth are not contemplated as services.

10. Management Agreement 

The formal Management Agreement is attached as Exhibit A.  The Management Fee will be as approved by the U. S. Department of Housing and Urban Development.

Submitted this __________ day of __________, 20




PRESBY’S INSPIRED LIFE




By: __________________________________





     Jim Polaski, Executive Vice President & COO
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