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Reason to reolace existinE eouioment
To replace North Data Center 6506 Cisco Core switch that
was procured in October 2007. The components of the
current core switch are end of life in 2017

To replace the North Data Center W¡SM 1 Module (wireless

controller) that is part of the 6506 Cisco Core switch that will
be end of life in 2017

To replace South Data Center 6509 Cisco Core switch that
was procured in July 2007. The components of the current
core switch are end of life in 2017

To replace the South Data Center W¡SM 1 Module (wireless

controller)that is part of the 6509 Cisco Core switch that will
be end of life in 2017

To replace the current Cisco ASA5540 Firewall that was

procured in March 2007. The current firewall also does not
have enough throughout capacity for our proposed lnternet
Upgrade. The proposed firewall provides more security over

the existing one.

To replace the wireless access points at both our high schools

to accommodate the added demand for wireless network
connectivity, as well as double the amount so there is a WAP

in every classroom and to provide more coverage throughout
the entire school.

Appliance to monitor network bandwidth and packet shape

traffic. This will replace the 2 Blue Coat Packet Shapers that
are currently in use. Upgrade is needed because the current
appliances have reached their maximum bandwidth capacity

of 200 mbps.

Make/Model

Cisco 4500X Core Switch

Cisco 5508 Wireless Controller

Cisco 4500X Core Switch

Cisco 5508 Wireless Controller

Fortinet FG-800D Firewall

Cisco 3600 AC Wireless Access Points

Exinda EX-6762-2G Packet Shaping and Caching Device

EAST STROUDSBURG AREA SCHOOL D¡STRICT NETWORK INFRASTRUCTURE EQUIPMENT

Proposed Replacement Equipment
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ESASD Internet Costs

Current Service Current Costs Proposed Service Proposed Costs $AVING$
(September 1, 2013 - June 30, 2015)
A.  Commodity Internet $3,000.00 A.  Commodity Internet $1,000.00 $2,000.00

150 MB  @ $20 per MB 1000 MB (1GB)  @ $1.00 per MB
B.  WAN Circuit (Connection to CIU #20) $1,342.79 B.  WAN Circuit (Connection to CIU #20) $2,309.42 -$966.63

200 MB Circuit 1 GB Circuit
C.  Internet2 (not e-Rate Eligible) $32.50 C.  Internet2 (not e-Rate Eligible) service dropped $32.50

2 MB 2 MB
D.  PAIUNet (not e-Rate Eligible) $266.67 D.  PAIUNet (not e-Rate Eligible) $250.00 $16.67

Share of 1 GB of Bandwidth Share of 10 GB of Bandwidth
E.  CIU #20 Cost Recovery Fee $50.00 E.  CIU #20 Cost Recovery Fee $50.00 $0.00

(not e-Rate Eligible) (not e-Rate Eligible)
F.  Total Monthly Cost (before e-Rate) $4,691.96 F.  Total Monthly Cost (before e-Rate) $3,609.42 $1,082.54

(A+B+C+D+E) (A+B+C+D+E)
G.  e-Rate Discount (71%) $3,083.38 G.  e-Rate Discount (80%) $2,647.54

(A+B) x 71% (A+B) x 80%
e-Rate Eligible Items Total $1,259.41 e-Rate Eligible Items Total $661.88

H.  Monthly District Costs $1,608.58 H.  Monthly District Costs $961.88 $646.70
(F-G) (F-G)

I.  Yearly Costs $19,302.95 I.  Yearly Costs $11,542.61 $7,760.34
(H*12) (H*12)

REMAINDER of TERM COSTS (22 months) $48,257.37 TOTAL TERM COSTS (60 months) $57,713.04
(I x 30) (I x 36)

MONTHLY SAVINGS (after e-Rate) -$646.70
YEARLY SAVINGS (after e-Rate) -$7,760.34
TOTAL SAVINGS (after e-Rate) -$38,801.71
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INTRODUCTION 
 
Mazzitti & Sullivan recognizes that an employee benefit is only as good as the services it 
delivers.  While Employee Assistance Programs are primarily directed at the employees and their 
families, we know that the goals of improving performance, increasing efficiency, and achieving 
excellence are major considerations for the organization as a whole.    
 
Because of our experience in designing services aimed toward meeting these goals, we focus on 
service delivery, not marketing.  Our account management staff works directly with school 
district management as well as the employees, with a primary focus on problem resolution – for 
this reason, Mazzitti & Sullivan EAP gets the best results when compared to other EAP 
providers.  We can also offer the following insights about what makes us different from other 
EAPs: 
 

• An annual renewal rate of 98% for all contracts 
• Benefit service delivery facilitated by trained staff, not by a website 
• Phone calls are answered by an EAP Account Manager or Master’s Level Therapist, 24 

hours a day, seven days a week, 365 days a year 
• Demonstrated savings to group insurance costs 
• A full spectrum of available services – from pre-hire through retirement  
• Extensive provider network with almost 3,000 credentialed therapists nationwide 
• Your dedicated Account Manager will be with you every step of the way and assist with 

any questions or concerns that you or any staff have about the EAP 
• No one knows schools better than we do: we have experience working with twenty-four 

schools, Intermediate Units, and other educational entities statewide – including PSEA 
 
Part of our mission is to have a solid understanding of the issues and goals of the East 
Stroudsburg Area School District, so that we will be able to ensure that services are provided as 
smoothly as possible and that information is transmitted in a timely and efficient manner.  By 
working closely as a true partner in the provision of these services, we believe we can enhance 
the reputation and growth of both the East Stroudsburg Area School District and Mazzitti & 
Sullivan EAP Services.  We know that our approach to customer service by building solid 
working relationships has been the basis for our success and growth through the years, and we 
are committed to continuing this as a priority in the future. 
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               COMPREHENSIVE EMPLOYEE ASSISTANCE PROGRAM SERVICES  
 
Description of Approach and Systems 
 
The Employee Assistance Program (EAP) service model that we provide incorporates a 
comprehensive, broad-brush approach.  This allows employees and their family members to 
access the EAP for help in resolving a wide range of personal, mental health, and chemical 
dependency problems.  By establishing strong working relationships with district administration 
and their staff, we can assist ESASD in addressing personnel issues that impact on overall 
worksite performance.  Further, by integrating the EAP with human resource functions, we can 
help the district to successfully address and solve the problems presenting themselves at work.  
The issues that supervisors and human resource professionals most often request our help for are: 
drug free workplace, federal Department of Transportation (DOT) driver testing compliance, 
stress management, cultural diversity, conflict resolution, team building, Family and Medical 
Leave Act (FMLA) issues, Americans with Disabilities Act (ADA) concerns, critical incident 
stress debriefing, and worksite wellness.  To accomplish our goals, Mazzitti & Sullivan offers 
the following range of services to the East Stroudsburg Area School District. 
 
Direct Services 
 
 Crisis Intervention 
 

Crisis intervention will be provided for employees and eligible dependents presenting 
mental health or chemical dependency emergencies to the EAP.  These services are 
available 24 hours a day, 7 days a week, through our account managers and answering 
service.  Emergencies are handled immediately, with linkage for services occurring 
within the hour.  This includes on-site services for life threatening situations and 
management consultation when a crisis situation has developed at the workplace.  We 
maintain a nationwide listing of crisis intervention services that includes medical, police, 
and other emergency response agencies. 

 
 Problem Assessment and Triage 
 

Assessments will be provided for employees and eligible dependents at locations near the 
worksite or their homes.  These will take place within 72 hours unless the employee 
chooses an evaluation date outside of these parameters.  Our account management staff 
conducts the initial intake over the telephone; however, all evaluations are done face-to- 
face.  After the account manager has discussed the employee/family members’ needs for 
services and has explained the EAP process, they will collect personal and demographic 
information for our computer database.  The next step is for the account manager to 
connect the employee/family member with a qualified clinician near their worksite or 
home.  The account manager relays the information to the clinician and the employee/ 
family member contacts the evaluator to set up the appointment.  We require that the 
evaluator contact the client within 24 hours if a message is left for the evaluator.  The 
evaluator then relays confirmation of the appointment time and date to the account 
manager as part of the account management process.   
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 Short-Term Counseling 
 

Short-term counseling will be provided for employees and covered dependents.  The 
program design for the East Stroudsburg Area School District will entitle all employees 
and eligible dependents to visit the EAP therapist for up to three counseling sessions per 
person, per problem situation.  Problems addressed by the EAP include, but are not 
limited to: Substance Abuse, Emotional/Personal, Health-Related, Family/Marital, 
Financial, Legal, Vocational, and other problems. 
 

 
Referred Services 
 
Should resolution of the employee’s/family member’s presenting problems either require more 
extensive treatment than can be offered through the evaluation and short-term counseling 
segment of the program, or if their specific situation(s) would be better served through alternate 
resources, employees/family members will be referred to qualified specialists or community 
resources that offer the following services: 
 

• Individual Therapy   
• Marriage Counseling 
• Group Counseling 
• Chemical Dependency Treatment  
• Family Therapy 
• Financial Counseling 
• Vocational Counseling 
• Stress Management 
• Legal Services 
• Elder Care Resources 
• Housing Assistance 
• Transportation Services 
• Other Resources, as needed 
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EAP System Components: 
 

• EAP Policy and Procedure Development 
• 24-Hour Access to Services 
• Toll-Free Telephone Number 
• Internet-Based Services (www.mseap.com)  
• Assessment and Referral System 
• Short-Term Counseling Option (3 Sessions) 
• Expansive Benefit – Covers All Full-Time Employees, All Part-Time Employees, and All 

Household Members, plus children living outside of the home (up to age 26) 
• Credentialed Evaluation and Treatment Staff 
• Confidentiality-Based Operation 
• Integrated Follow-up System 
• Community Treatment Resource Network 
• Telephonic Services: Elder Care Management and Direction, Financial Fitness Services 
• Account Management Component  
• Close Working Relationship with Human Resources/Benefits 
• HR/Supervisor/Management Consultation 
• Annual On-Site Trainings for Management, Supervisors, and Labor Representatives on 

Referring Employees to and Using the EAP 
• Annual Employee Orientation Sessions On Site, plus CD-ROM/DVD 
• Quarterly and Annual Statistical Reports  
• Personalized Program Publicity and Promotional Materials (Brochures, Wallet Cards, 

Posters) 
• Monthly EAP Newsletters for Employees as well as Supervisors 
• Access to our Exclusive Supervisor’s EAP Reference Handbook (PDF and hard copy) 
• Quarterly Breakfast Meetings (Hosted in Harrisburg and Lancaster) 
• Flexible to Meet Changing Labor/Management Needs 
• Adequate Professional Liability Insurance ($1,000,000/$3,000,000) 
• Coordination with DOT-Approved Substance Abuse Professionals (for CDL Drivers) 
• Procedures for Handling Emergencies - On-Site Critical Incident Stress Management 

Services* 
• On-Site Counseling/Mediation/Conflict Resolution* 
• Exit Interview Services* 
• Job Matching Services* 
• Pre-Employment Screening* 
• Succession Planning Services* 
• Employee/Management Coaching*  
• Workshops/Seminars/Training Programs* 

* - May involve additional fee 
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ACCOUNT MANAGEMENT  
 
An integral component of EAP programs is the account management function.  An overview of 
the account management process of managing individual clients includes initial contact by the 
caller, a general assessment of the caller’s problem, and triage of the caller to a counselor that 
has clinical expertise in the identified problem area.  It is the account manager’s job to make sure 
the counselor is geographically accessible.  
 
The two major responsibilities for account management are to “screen” and “direct.”  Account 
managers facilitate by giving support and linking the caller with the service.  Account managers 
screen callers for crisis, identify their needs, and direct them to appropriate help.  The account 
manager is responsible for monitoring each caller’s progress from initial contact through 
completion of treatment and follow-up.  The account manager will work closely with the caller, 
counselor, and other persons relevant to the case, to assist in securing suitable treatment, 
determining insurance benefits or coverage, and coordinating follow-up to determine 
effectiveness of service delivery. 
 
Upon receiving a telephone referral from an account manager, the caller can contact the 
counselor to arrange an appointment for the assessment.  If the caller is having difficulty 
contacting the counselor, the account manager should be promptly notified.  An appointment for 
a face-to-face evaluation with the caller is requested to be set within three business days of the 
initial contact, unless the caller requests otherwise.   
 
If the caller is presented as an urgent referral, the counselor is to schedule an appointment within 
24 hours.  If the caller cannot contact the counselor, or schedule the appointment, the account 
manager should be notified immediately. 
 
The counselor will contact the account manager to confirm the date and time of the scheduled 
evaluation.  To confirm appointments, re-scheduling, no-shows or cancellations during off hours, 
an answering service is available for counselors to leave messages of a routine nature.  The 
counselor will immediately notify the account manager if the caller cancels, reschedules, or does 
not keep the scheduled evaluation. 
 
Upon completion of the evaluation, the counselor will provide the client with at least two 
recommendations/referrals.  In presenting the options to the client, the counselor considers the 
client’s ability to pay.  The referral option could include the counselor or the agency where the 
counselor is employed.  If the evaluation indicates that the client has an alcohol, drug, or mental 
health problem, the counselor uses the EAP placement criteria to determine the most appropriate 
level of treatment.  The counselor will assist the client in contacting and arranging an 
appointment with the treatment provider to which the client is referred.  The counselor agrees not 
to contact, verbally or in writing, an employer/supervisor without consulting and receiving 
approval from the Mazzitti & Sullivan account manager. 
 
If the client is covered by an indemnity plan, the counselor utilizes the plan’s provider network 
to select a treatment provider and explains to the client the two referral recommendations.  
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Consents are obtained, where necessary.  Referrals for treatment will be directed to our system 
providers unless none are appropriate or listed with the health plan’s provider network.   
 
If the client is covered by an HMO, the counselor refers the client to his/her HMO Gatekeeper or 
Primary Care Physician and advocates for the recommended type and level of care for the client.  
The client will then confirm the outcome of the HMO evaluation process with the EAP 
counselor. 
 
If uninsured, the counselor will utilize the local county drug and alcohol or community mental 
health systems.  Again, the counselor will provide at least two options for continued treatment 
and explain the benefits and costs of each option.  The exception to this would be locations 
where fewer than two affordable referral options exist.   
 
 Emergencies vs. Non-Emergencies 

 
A client’s involvement in a crisis situation is something to which an account manager 
must be sensitive.  If the client is clearly in crisis, the account manager will attempt to get 
the identifying information that is necessary to complete the referral process.  The 
account manager then asks specific questions as outlined in the EAP client crisis 
protocol.   

 
Emergency calls are connected with crisis intervention immediately, and if the caller is an 
immediate danger to him/herself or others, the staff member will contact 911 and have 
someone intervene.  If the caller is not an immediate danger to him/herself, but has an 
urgent need to see a counselor, the account manager will contact a local counselor to see 
the person as quickly as possible and/or do a phone screen.   

 
When the client’s situation is not a crisis, the contact is handled as a non-emergency call 
and managed as a regular referral. 
 

 Follow-Up 
 
Mazzitti & Sullivan has a system for client follow-up that ensures that the client is 
receiving satisfactory services and collects data for our quality assurance process.  The 
client is contacted by phone within three months after the initial visit.  The follow-up 
staff person will make four attempts to contact each client.  As with the other account 
management functions, confidentiality considerations will be strictly observed.  
Information will not be shared with anyone without the client’s consent.  If it is found 
through follow-up that a client is experiencing problems in accessing proper treatment 
services, the account manager will work with the client to solve the problems. 

 
Follow-up is performed by staff to ensure the appropriateness and quality of service as 
well as measure program success.  Follow-up monitoring also ensures that there is not a 
conflict of interest in the type and level of service recommended by the therapist and the 
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type and level of service that appears appropriate based upon available clinical 
information.  
 

 Performance Standards and Guarantees 
 
Telephone calls are answered within three rings 95% of the time, and our abandonment 
rate is less than 1%.  Initial responses to e-mails are sent within two business days, 
frequently within an hour of receipt during regular business hours. 
 
Every effort is made to maintain accuracy in recordkeeping, especially in the spelling of 
names and in telephone numbers.  Our initial evaluation report form allows us to catch 
any errors which may occur.  Any inconsistencies are immediately rectified after 
confirming what is correct.   
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EXTENSIVE CLINICAL NETWORK  
 
In order to provide the East Stroudsburg Area School District’s employees with a comprehensive 
service delivery system that affords choices of therapists specializing in many different areas of 
expertise, Mazzitti & Sullivan maintains a network of nearly three thousand clinicians that are 
credentialed across the United States.  To illustrate what this will mean to each school district’s 
employees, we offer this view: while other EAP vendors may have only one or two locations that 
employees and their family members must go to for services, our system allows employees and 
their families numerous clinics near their workplace or home from which to choose.  Having 
choices allows our account management staff to more closely match the client’s presenting 
problem with the therapist that has expertise in that particular area.  It also allows our account 
management staff to facilitate requests for male or female therapists, minority therapists, and 
therapists with different clinical specialties. 
 
Credentialing/Re-credentialing process for Clinicians 
 
 Credentialing 
 

The credentialing process for clinicians included in our network requires that they have a 
minimum of a master’s degree in counseling, psychology or social work and are either 
licensed by the state in which they practice or are supervised by a licensed psychologist.  
We also require proof of licensure and/or supervision, information on specialties, and 
evidence of professional liability insurance in amounts ranging from $1,000,000 to 
$3,000,000.  Those clinicians providing assessment for drug and alcohol problems must 
be working for a state licensed facility and provide (upon request) written proof of state 
certification or licensure in the identification and treatment of substance abuse problems.    
 
All clinical work provided by our network clinicians is evaluated by our account 
management staff using information collected from our individual as well as from 
employers, if applicable.  Any problems reported to the EAP by a patient are addressed 
within 48 hours with the clinician.  Recurring, justified complaints (more than two) are 
cause for removal from the network. All network providers are audited and re-
credentialed every two years to ensure that they continue to meet our standards.   

 
 Criteria 
 

Written credentialing policies include minimum criteria for credentialing practitioners as 
well as the circumstances under which exceptions, if any, can be made to these criteria.  
Minimum Mazzitti & Sullivan credentialing criteria by practitioner type are as follows: 

 
• Clinicians functioning as directors or managers:  must be fully licensed masters 

level mental health/chemical dependency (MH/CD) professionals with degrees in 
psychology, social work, or nursing. 
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• Psychotherapists performing patient evaluation:  must be fully licensed or 
certified master’s level Mental Health professional, or master’s prepared Certified 
Addictions Counselor (CAC). 

 
• Psychotherapists:  must be masters level MH/CD professionals, and, if not 

licensed, must be supervised by a licensed MH/CD professional or CAC. 
 
 Accountability and Oversight 
 

Each agency must maintain their own policies that designate the person(s) responsible for 
conducting credentialing activities and for presenting clinical personnel for approval by 
Credentialing or Quality Assessment Committee; establish a Credentialing or Quality 
Assessment Committee responsible for credentialing decisions; define time frames and 
procedures for re-credentialing; and require the review of the credentialing policies by the 
provider’s governing body at predetermined intervals. 

 
 Provider Credential Files 
 

Providers are required to maintain and update their own credentialing files with respect to 
each practitioner, and provide that information to Mazzitti & Sullivan EAP upon request.  
The following information must be current in each file: 

 
• Degree and field of degree. 
• Current licenses and type, number and expiration date. Copies must be present. 
• Current certifications (e.g. CAC) and expiration date.  Copies must be present. 
• Proof of malpractice coverage, including the amount, and the expiration date of 

the policy. 
• Documentation of specialties (e.g. addictions, eating disorders). 
• Status as either employed or contracted by providing agency. 
• Work location(s). 
• Taxpayer ID#. 
• Physician board certification status, if applicable. 
• Signed application. 
• Professional, educational and work history, including schools, internships, and 

residencies with all relevant dates. 
• Current DEA number and expiration date.  Copies must be present. 
• Physician board certification status, if applicable. 
• Hospital affiliations and privileges, if applicable. 

 
Positive responses to malpractice suit inquiry or loss of hospital privileges must be 
reviewed by the provider’s Medical Director. 
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 Primary Source Verification 
 

For all clinical personnel, providers are required to verify the following credentials from 
the primary source: license or certification; medical school/graduate school or 
undergraduate school (highest level of education); and claims history.  For physicians, 
providers are required to verify the following credentials: hospital privileges; board 
certification; and residency completion.  Credentialing files must contain evidence that 
verification, either in written or verbal form, has been obtained from the primary source. 

 
 Re-credentialing 
 

All participating providers must have written policies with respect to the scope and 
frequency of re-credentialing activities.  Time frames and procedures for re-credentialing 
must be defined.  Credentialing files must, at a minimum, document the following re-
credentialing activities: 

 
• Licensing, DEA, and certifications should be kept current. 
• National Practitioners Data Bank query results (every two years). 
• Primary source re-verification on two year intervals, with the exception of school 

and residency. 
 

Positive responses to malpractice suit inquiry or loss of hospital privileges must be 
reviewed by provider’s Medical Director. 

 
 Provider Reporting 
 

Provider must report to Mazzitti & Sullivan any limitation or change of an individual 
clinician’s participation in provider organization within thirty days of the imposition of 
the limitation.  Provider shall report any sanction against an individual by 
Medicare/Medicaid immediately upon notification to provider of such sanction. 

 
Network providers are required to notify Mazzitti & Sullivan regarding practitioners who 
are newly credentialed to treat Mazzitti & Sullivan members, or recently terminated 
practitioners.  Additionally, updates in credentialing (e.g., therapist has acquired CAC 
designation or CISM training) are also required as needed. 
 

 Mazzitti & Sullivan Oversight 
 

Credentialing decisions are subject to review and oversight by Mazzitti & Sullivan, who 
shall have final authority over credentialing activities.  Mazzitti & Sullivan retains the 
right to approve new practitioners and sites, and to terminate or suspend individual 
practitioners. Mazzitti & Sullivan shall have access to provider’s credentialing files and 
credentialing committee minutes upon reasonable request. 
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National Network Saturation 
 
Account Managers at Mazzitti & Sullivan EAP are all trained in assisting clinicians with 
credentialing and other questions, and one is designated as the Provider Network Coordinator.  
This Provider Network Coordinator is the primary individual responsible for assimilating new 
therapists/agencies into our integrated EAP database, acquiring necessary paperwork and forms 
to complete each provider’s file, and conducting routine network auditing to make sure that our 
information is current and accurate.   

 
Because each employer has different needs for clinicians based upon locations and 
concentrations of employees or employees, our provider network coordinator will work with the 
East Stroudsburg Area School District to ensure that our national network fits their employees’ 
needs like a hand in a glove.  This ability to customize our system ensures that every 
policyholder has access to the full range of clinical and community based services, regardless of 
their geographical location.   
 
Mazzitti & Sullivan EAP is inclusive rather than exclusive with its clinical network; we are 
frequently adding new providers across the country to our database through active recruitment in 
areas where more clinicians are needed as well as via specific client requests.  It is our goal to 
offer our individual clients several options within a 30-minute drive of their home or work.  
Through our many years of work with both private and public employers, we have found that no 
single clinician is a “perfect fit” with everyone – there are countless variables in everyone’s lives 
that affect their preferences.  Since working with a therapist is a very personal event, it is 
imperative that there be a rapport between the individual and the therapist; without this rapport, 
progress is difficult at best.  To ensure that the EAP is as effective as possible to our individual 
clients, we work with them at the initial intake to find a provider who is compatible with their 
needs; in the event that the therapist is not a good “fit” with the client, we offer a 
complimentary re-referral to a different clinician.  Many times it is clear after the first session 
if that therapist is not going to be compatible with the client.  If this happens for any reason, 
(such as emotional compatibility) the individual client is always welcome to contact us for an 
alternate referral.  So that the caller has the full EAP benefit to use with a provider who can assist 
him/her/them, we return the first session back to the client.  For example, if someone is 
authorized for 3 EAP sessions, and has been to one session with a provider that he or she is 
dissatisfied with for any reason, we will offer them 3 EAP sessions with a different provider.  
There is no limit to how many times an individual client may change providers; however, we 
find that in most cases the second referral is a better fit than the first and the client is satisfied. 
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COMMUNITY RESOURCE REFERRALS  
 
The Employee Assistance Program is more than just counseling.  It has become clear to us over 
the past thirty years that there is no single service that will help every employee in a given 
organization, and in response to the changing needs of our client base, we have expanded our 
services in order to assist more people.  Not everyone wants – or needs – one-on-one, face-to-
face counseling; however, many people are unaware of the vast community resources that are 
available to them for any given issue. 
 
Part of what makes the EAP “comprehensive” is our ability to offer additional resources to 
callers who are looking for assistance either in addition to, or in lieu of, counseling.  We 
maintain a collection of resources nationwide on a variety of topics and concerns, including but 
not limited to the following areas: 
 

• Adoption Information 
• Child Care 
• College Scholarships 
• Domestic Violence Assistance and Shelters 
• Drug/Alcohol Treatment Program Options 
• Elder Care 
• Financial 
• Gambling 
• Halfway Houses 
• Health-Related (Cancer, Multiple Sclerosis, other physical issues) 
• Homeless Shelters 
• Housing and Utility Assistance 
• Immigration Information 
• Legal 
• Mental Health Support Groups 
• Pregnancy Services 
• Substance Abuse Support Groups 
• Suicide Hotlines 
• Teenagers 
• Veteran Services 
• Victim/Witness Services 

 
Resource referrals are part of the EAP services and can be requested unlimited times.  Many of 
these resources are free of charge, or have a nominal fee, to use.  If we are aware of a fee, we 
will let the caller know ahead of time.  Our staff is also skilled in conducting the necessary 
research to find information in areas not listed above, upon request.  We provide telephone 
numbers, addresses, and (where applicable) websites to the caller so that he or she may follow up 
with the resources and determine which option(s) will be most beneficial.  Some programs are 
need-based or have specific criteria for which a person must qualify; we leave it up to the 
individual to follow through directly with the resource. 
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Telephonic Elder Care Management and Direction 
 
Studies show that as many as 35% of all employees are dealing with elder care issues.  These 
problems result in absenteeism, workday interruptions, emergencies, replacement costs for 
caregivers leaving the workforce, and decreased productivity as a result of stress, depression, 
illness, and exhaustion.   
 
Through our partnership with Senior Management Services, we offer the option for callers to 
utilize their EAP sessions as 30-45 minute telephone consultations to discuss caregiving issues 
and to explore available resources for themselves and older relatives.  This benefit – which is 
included with the EAP contract at no extra charge – permits those employees with adult 
caregiving responsibilities to focus on their jobs by providing them with the proper resources to 
move forward and continue working when their aging relations are in need of care.  
 
Senior Management Services can also help employees who are getting ready to retire, by 
assisting them with the various issues that occur just before, during, and after retirement. 
 
The elder care component includes: 

• Access for elder care support and information for each employee through a nationwide 
toll-free hotline. 

• A customized caregiver resource packet designed to assist employees in locating services, 
even if the aging person does not live locally. 

• Total confidentiality. 
 
 
Telephonic Financial Fitness Services 
 
The BALANCE Financial Fitness Program has long been utilized by credit unions as a way to 
help their members to be “fiscally fit” – and we have also contracted with them to provide their 
telephonic services to our clients as well. 
 
BALANCE can provide confidential money management and debt counseling and information, 
as well as Housing Counseling (buyer education, affordable housing, early delinquency 
intervention, default and foreclosure, reverse mortgages, and tenant rights). They will also send 
free printed materials to callers to help them with money management, housing issues, or 
bankruptcy prevention, and have a variety of materials available on their website. 
 
BALANCE can also provide direct services with debt consolidation for a low additional fee, as 
well as offer current credit reports (with scores) and a Credit Report Review for a reasonable fee, 
with no additional obligation and the security of knowing that one’s Social Security Number is 
not going to be compromised. 
 
Note:  Balance financial fitness program does not endorse or sell any specific financial products 
or services which would create a conflict of interest. 
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SUBSTANCE ABUSE PROFESSIONAL SERVICES  
 
If the East Stroudsburg Area School District has any CDL drivers on staff (such as bus drivers) 
who test positive during, before, or after conducting any safety-sensitive responsibilities, that 
employee will require an evaluation from a DOT-certified Substance Abuse Professional (SAP).  
Mazzitti and Sullivan will coordinate SAP evaluation services as defined in 49 CFR Part 382 US 
DOT regulations.  The SAP will meet the criteria specified in the US DOT regulation and are 
certified by the National Association of Alcoholism and Drug Abuse Counselors Certification 
Commission.   The SAP will evaluate all employee drug or alcohol referrals when the employee 
has violated DOT regulations 49 CFR Part 40.  The SAP will communicate the results of the 
evaluation and any recommendations for treatment to the employer’s designated representative.  
It will be the responsibility of the SAP to provide case management services for these patients 
while they are actively participating in any recommended treatment program.  With appropriate 
releases of information, the SAP will communicate with treatment and aftercare providers to 
ascertain the patient’s treatment progress, status and compliance.  The SAP will determine the 
patient’s ability to return to work in a CDL or safety sensitive job position.  The SAP will also 
recommend a follow-up drug testing schedule for the patient, which conforms to US DOT 
guidelines.  The SAP will communicate completion/ termination of treatment, results of the 
return to work evaluation and the recommended follow-up testing schedule to the designated 
representative.  Case management services provided by the SAP are in addition to regular case 
management services provided by Mazzitti & Sullivan EAP staff. 
 
Mazzitti & Sullivan EAP Services will provide coordinated services and disseminate information 
referred as a Condition of Continued Employment (COCE).  This formal referral is a process that 
we have a great deal of experience in administering.  In addition to providing the appropriate 
paperwork, we will also train supervisors in the procedure for a COCE referral.  Necessary 
consents are obtained from the employee so that the account manager can provide ongoing 
updates about attendance in treatment and referral recommendations to the contact person listed 
on the release form. 
 
The cost for Department of Transportation evaluations by a qualified Substance Abuse SAP is 
not covered under the EAP or included in the standard contract price; fees for SAP services are 
usually paid by the affected employee unless other arrangements are made in advance with the 
employer and/or union (if applicable). 
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EAP PROGRAM DESIGN OPTIONS  
 
A major contributor to our success over the years has been our ability to listen to employers and 
design Employee Assistance Programs that meet their specific goals and objectives.  This 
flexibility has led to the development of numerous program designs.     
 
While we administer programs that offer any number of sessions, depending upon the needs and 
goals of different organizations, the Three Session Model is the most popular EAP design 
selected by employers that are implementing a program for the first time.  In fact, most of the 
contracts that we have consist of three session models, because it also expands to cover each 
person attending counseling.  The three-session model allows the counselor to perform a more 
in-depth assessment of the client’s problems or to do some brief solution-focused therapy with 
the client if the problem is not severe.  Since the goal of the Employee Assistance Program is 
early intervention, the prospect of success for brief therapy increases dramatically.  It is our 
experience that 90.35% of the clients utilizing the three-session model EAP do not require 
referrals beyond the EAP for additional treatment.  Part of the reason for this high number 
may be that we design our EAPs to provide the contracted number of sessions for each family 
member.  Many other EAPs only allow the contracted number of sessions for the entire family.  
For example, a family of four that comes for family counseling through our EAP would be 
entitled to up to 12 sessions.  Under many other EAPs, a family of four would be entitled to 
only three sessions.  In the three-session model the average number of sessions used by each 
client is 2.38.   
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PROGRAM SET UP/POLICY DEVELOPMENT  
 
Mazzitti & Sullivan EAP Services staff will provide expertise in setting up all aspects of the 
Employee Assistance Program for the East Stroudsburg Area School District.  Our staff would 
meet with designated district representatives to establish the Employee Assistance Program goals 
and objectives and develop a time line for implementation.  We would review the East 
Stroudsburg Area School District’s personnel policies on mental health and chemical 
dependency issues, as well as policies on sexual harassment, fitness for duty and time/leave.  
Mazzitti & Sullivan’s staff will provide technical assistance in developing EAP policy and policy 
in any other personnel area as requested.   
 
We will establish EAP supervisory training programs and employee orientations as described in 
this proposal and a schedule for their delivery.  All training presentations and employee 
orientation programs will be coordinated with district staff, taking into consideration staffing 
availability and work schedules.  We will develop selected promotional materials that have been 
approved by district representatives and oversee their production and distribution.   

 
 
 

PROGRAM PUBLICITY AND PROMOTION  
 
For an EAP to be successful, it must be understood and accepted by those it is intended to serve.  
Mazzitti & Sullivan will work with designated district personnel to develop a program of 
publicity and promotion utilizing a variety of materials and approaches that may include, but are 
not limited to the following: 
 

• Brochures 
• EAP Wallet Cards 
• Posters 
• Website Access 

 

• Initial Mailing to Employees’ homes  
• Monthly Newsletters (via e-mail) 
• Orientation Video on DVD/CD 

EAP promotional materials are always available at no extra charge, and many are personalized 
with the district’s name and/or logo.  We believe that program promotion is most effective when 
it is carried out on a regularly scheduled basis.  Also, since the benefit would be new for the East 
Stroudsburg Area School District, we would recommend that initial program promotion include 
a letter and brochure that is mailed directly to the employees’ homes so that covered dependents 
are aware of the services.  Worksite posters should be prominently displayed on an ongoing basis 
in any faculty lounges or staff break areas.  We also distribute an EAP newsletter (via e-mail) 
that addresses personal problem issues and also serves to remind employees and their family 
members about the EAP and how to access it.  Should utilization fall below 3%, Mazzitti & 
Sullivan will discuss strategies for training and/or promotional activities to enhance utilization.  
Our average annual utilization for all of the Employee Assistance Programs that we 
administer is consistently over 9%. 
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EAP MANAGEMENT/SUPERVISORY TRAINING  
 
All relevant research, data and experience have demonstrated that Employee Assistance Program 
efforts require that key worksite personnel all be trained to ensure expedient and efficient 
program operation.  The staff of Mazzitti & Sullivan will be available to be involved on any level 
in the training of the district’s principals, supervisors, and managers.  Mazzitti & Sullivan staff 
that would participate in this effort have strong backgrounds in developing and presenting EAP 
training packages that are 1) easy to understand and 2) educational on program objectives, 
procedures and benefits.  Training packages would be developed in concert with district 
personnel to ensure that all program goals are met.  Drawing on our experience in this area, we 
would help develop training packages that are designed to accomplish the following objectives: 
 

• To have the training participants examine their attitudes toward alcoholism and 
other chemical dependency issues as well as mental health and personal problems. 
 

• To impress upon the training participants the need for such a program and the 
benefits of the program to the employer and the employees. 
 

• To impress upon the training participants the need to remain objective when dealing 
with employees with substance abuse and other related problems. 
 

• To provide the training participants with an understanding of the concept of 
employee assistance and the types of problems the program can address. 
 

• To educate the training participants in the role of documentation and the need for 
this in effectively dealing with deteriorating job performance. 
 

• To educate the training participants in the area of addiction and recovery. 
 

• To educate the training participants for the necessity of a team approach when 
dealing with the troubled employee, particularly the substance abuser. 
 

• To define the role of the key people in the intervention process. 
 

• To impress upon the training participants the need to focus on “job performance” 
when confronting a troubled employee. 
 

• To enable the training participants, in a non-threatening environment, to practice 
confronting the troubled employee. 
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Training Presentation 
 

The training program will utilize the following things to accomplish its goals: 
 

• Lectures 
• Experiential Exercises (role play) 
• Written Materials Designed to Reinforce Learning Process 
• Questions/Comments 

 
 
Employee Orientation 
 
Mazzitti & Sullivan will provide on-site employee orientation sessions as well as provide an 
orientation video on DVD and CD-ROM.  These orientation sessions have several goals.   

 
• To explain the operation and benefit of the Employee Assistance Program for the      

workers and their families. 
 
• To address concerns about cost for services through the Employee Assistance        

Program. 
 
• To explain the range of services and types of problems covered by the Employee      

Assistance Program. 
 
• To address concerns about the confidentiality of the Employee Assistance Program. 
 
• To explain program access and service availability near their worksite or home. 
 
 
 

Employee and Supervisory trainings will be conducted as needed and determined by a 
designated district representative, such as a Human Resource Director or Business Manager.   

 
Note: All training designed to orient employees, supervisors and managers to the EAP benefit is 
included in the annual price per covered employee.   
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HUMAN RESOURCE / MANAGEMENT CONSULTATION  
 
The Employee Assistance Program provides a valuable benefit to school principals and 
department supervisors within the district – they are often faced with personnel and worksite 
issues that impact on job performance but are rooted in personal problems that their employees 
are experiencing. While principals, supervisors, and administration staff may be well trained in 
supervising performance and safety issues, they are not equipped to handle mental health and 
chemical dependency issues.  Through training, the Employee Assistance Program works with 
managers and supervisors to build a truly functional working relationship.  Management 
employees learn about the services the EAP can offer to them in dealing with problem 
employees.  Once educated, these employees come to view the EAP as another tool that they can 
use in managing the workplace and their employees.   
  
Mazzitti & Sullivan account management and clinical staff will be responsible for providing 
individual consultation to principals, managers, and administration staff regarding day-to-day 
management of employees with problems and proper procedure for referral to the EAP.  Our 
staff can handle calls about traumatic events at the work site and work with the district to plan 
appropriate responses.   
 
Another consideration is that major changes in the workplace, such as restructuring, downsizing, 
and/or other district changes, often result in employee stress.  When problems develop because 
of this, the Employee Assistance Program can provide either transitional or outplacement 
counseling.  Access to information regarding these services is available 24 hours a day through 
our account management and on-call clinical staff. We view the development of strong working 
relationships with employers as a key to EAP success.  To demonstrate our commitment to this, 
we have established a separate 800 number that is available to supervisors and managers for 
the purpose of consultation.  This phone number is 1-800-241-5740. 
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OUTCOMES / REPORTS  
 

Mazzitti & Sullivan will provide quarterly utilization and program performance reports to the 
East Stroudsburg Area School District.  Mazzitti & Sullivan account management staff collects 
the data from our clients, evaluators, treatment facilities, supervisors, and managers that make up 
the basis of our reports.  We have a fully integrated, networked computer system that allows us 
to easily collect and enter data.  The database that we use to store information and generate 
reports is custom developed by Herbert & Lewis in Washington, developed specifically for our 
agency and the tracking and reporting needs of our EAP system.  We have the ability to track 
clients through the system, from contact to assessment to treatment and aftercare.  We can log 
the type, level, and length of each client’s treatment experiences, and track actual costs per 
client.  The database allows us to measure treatment success and failure over time.  We can chart 
treatment outcomes and measure them against other EAP systems and national data.  In addition 
to treatment information, we track utilization and employer-by-employer demographic 
information.  When incorporated into the EAP quarterly reports, this information should give the 
East Stroudsburg Area School District a snapshot of their workforce and the type of issues that 
their employees are dealing with during any given reporting period.   
 
Provisions for our annual report which recap utilization and compare performance with 
normative statistics are as follows:  Program utilization, program statistical analysis, and 
summary of observations and recommendations.   
 
Annual reports include data that explains how the EAP is performing for each employer.  The 
annual report demonstrates how well the Employee Assistance Program for the school district is 
operating in comparison with other districts as well as other employers covered under our EAP.  
The annual report shows the utilization rate for each quarter of the year and compares annual 
utilization with the normative national statistics.  For example, the utilization rate for a program 
in its first year of operation is usually highest due to implementation of the program and general 
questions about the service.  We expect that usage will “mature” after a few years of operation 
and eventually stabilize at a rate between 6-10%.  The annual report will show if the utilization 
rate for a certain entity exceeds or falls below the normal range we expect for a program. 
 
In addition to the utilization rate data, the annual report also explains the types of problems 
handled by the EAP, the breakdown in percentages according to category, and any outstanding or 
unusual trends or areas where there seem to be problems beyond those we see in the normal 
course of operations.  The employers are able to see how most clients are referred to the EAP 
and who is most involved in that process.   

 
The annual report also indicates client satisfaction in regards to the EAP as a whole system.  It 
states what percentage of clients accepted treatment recommendations and the percentage of 
situations or problems that were improved or resolved.  The report also offers recommendations 
for changes that may further better the program for the employers. 
 
A Sample Annual Report is included at the end of this proposal for your reference. 
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PROGRAM ACCESS  
  
Referral Procedure 
 
The process used in making a referral to the EAP Program will come in several forms: 
 

• Human Resources / Supervisory Referral – Referral made by human resources or 
supervisory personnel (principal or department manager, for example) who has 
knowledge of the availability of the EAP and encourages the employees to utilize 
this benefit. 
 

• Self-Referral – Employees who have personal problems that affect everyday life 
and need help may voluntarily seek help. 
 

• Family Referral – Family members may access the program at any time for help 
with personal problems. 

 
• Other Referral – School counselors, school nurses, other coworkers, family 

doctors, lawyers, or other professionals may recommend that an employee seek 
help for him/herself or a family member. 
 

 
Mazzitti & Sullivan EAP Services will provide a toll-free national (800) telephone number for 
employees and their families to use 24 hours a day, 365 days per year.  
 
During normal business hours (Monday through Friday, 7:30 a.m. to 5:00 p.m.), the phones will 
be answered by an EAP account manager.  The account managers are all college-educated and 
fully trained in our system’s policies and procedures, with a minimum of five years’ experience 
in the EAP and/or psychology fields.  Initial response to a call after normal business hours will 
be through our live answering service.  The answering service is staffed by Master’s level 
therapists who will assist an employee in the referral process and can also provide immediate 
telephonic support to employees in a crisis situation.  This clinician will have the ability to 
handle emergency requests and work out immediate resolution through our emergency services 
network, provide telephone support for distressed clients, and provide information about the 
EAP’s operation and services. 
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INTERNET BASED SERVICES  
  
At www.mseap.com, you will find a user friendly, interactive website with 
information for employees and their family members, supervisors, current and 
future employers, and our network providers.  If you have a QR reader installed 
on your smartphone/tablet, you may scan this code to directly access our 
website; the QR code is also included on our brochures and posters to facilitate 
access to the website. 
 
Employees can access the employee orientation video, review frequently asked questions, and e-
mail questions to account managers.  HR and supervisors can download manager mandate 
paperwork, review available training lists, request supplies to promote the EAP, and e-mail their 
dedicated account manager.   
 
You will also have access to the Mazzitti & Sullivan Work / Life Services section of our 
website.  This service is password protected to ensure only your employees and their family 
members will have access to this information.  Work / Life Services was developed to assist 
your employees in gaining a balance between their work and home life so they can be as 
productive and secure as possible in their day to day life.  Overwhelming responsibilities at home 
and work can create poor health, inefficiency, and a culture of stress.   Mazzitti & Sullivan EAP 
Services has developed a comprehensive database of information, links, and articles on many life 
management topics. 
 
We also maintain a Facebook page (http://www.facebook.com/mseap) as well as a Twitter 
account (@mseap) so that our regular blog posts and website updates are automatically cross-
posted to these social media platforms for those who use them.  Additionally, we maintain a 
presence on LinkedIn (www.linkedin.com/pub/mazzitti-sullivan-eap-services/91/411/a18) where 
we host a members-only group.  
 
Usage of the website (including the Work/Life Section) and QR code are considered 
confidential.  We do not track individual usage, what sites are visited, or what items are 
downloaded; we only check the total number of logins under each employer’s unique username. 
Individuals may access the Facebook and Twitter without “Liking” or “Following” if they 
choose.  We never sell, rent, lend, or give anyone’s personal information to anyone for any 
reason outside of normal EAP operations. 

 22 

http://www.mseap.com/
http://www.facebook.com/mseap
http://www.linkedin.com/pub/mazzitti-sullivan-eap-services/91/411/a18


CONFIDENTIALITY OF RECORDS  
 
All activities conducted by Mazzitti & Sullivan EAP Services follow the strictest confidentiality 
standards as designated by state and federal laws. This includes Public Law 92.255 implemented 
by Federal Regulation 40FR27802, July 1, 1985 and by s/s 4 and s/s 8 of 222263 (P.L. 221) 
71PS1690.101, as well as the federally mandated HIPAA regulations. No information will be 
released to any source without the completion of a signed release of information form. We 
maintain all EAP records for a minimum of seven years. 
 
The Employee Assistance Program operates from a base of confidentiality.  This confidentiality 
is fundamental to the success of the Employee Assistance Program because without it the 
employees and their family members would be very reluctant to utilize its services.  While the 
issue of confidentiality is crucial to the success of the Employee Assistance Program, employers 
do have some legitimate right to information from the program to justify the program’s expense.  
For these reasons, issues regarding confidentiality and information sharing need to be clearly 
established at the inception of the program.   
 
Client confidentiality regulations, as established by state and federal law, protect the employee 
and family members from having any information released which deals with the clinical nature 
and subsequent treatment of their problems.  Laws affecting specific areas of confidentiality vary 
from state to state, but in Pennsylvania there are very specific laws that govern the right to 
disclose information gathered in a clinical setting.  The rights of clients coming to the Employee 
Assistance Program are well protected from disclosure in cases of mental health and substance 
abuse treatment.  Exceptions to this would be cases of extreme medical emergency, instances 
where there is evidence of child abuse or where there is potential for serious harm or threat to the 
life of the client or someone else.   
 
Issues regarding transmission of clinical information must follow confidentiality guidelines, in 
that information will not be released without the appropriate written consent of the person whose 
information is being released.  The information consent must be very specific in terms of to 
whom the information can be released, what specific information is being released, and the 
purpose for the release of information. There also needs to be a time constraint as to the amount 
of time that is allowable for information to be shared by the EAP about a particular client’s 
involvement with services. 
 
Employee Assistance Programs generally see their role as one of protecting client privacy and 
abiding by client confidentiality.  However, Employee Assistance Programs need to recognize 
their responsibility to the employer as a client with whom they are contracting for this service.  
Employers have a legitimate right to know about information that may lead to the destruction of 
their property or that may result in harm to their employees, clients, or customers, depending on 
the type of business in which they are engaged.  In general, employers have a legitimate right to 
information that puts them, their employees, or the public at risk.   
 
The Employee Assistance Program and employer must establish what information will be shared 
with the employer in written policy before the onset of the program.  The parties may agree that 
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the Employee Assistance Program will communicate information to the employer about dangers 
to the work site, property, and the public.  Exceptions to client confidentiality need to be clearly 
stated.  Once the policy on communication has been established, employees and family members 
need to be informed of this prior to their entering into services with the Employee Assistance 
Program.   
 
Aside from dealing with client/clinical issues and threats to the employer’s operation, personnel, 
and property, the EAP may communicate with the employer about other issues and trends.   As 
clients bring problems affecting their lives to the Employee Assistance Program, recurrent work 
related themes may develop that impact on the work environment or the employees’ lives.  These 
can be communicated to the employer by the Employee Assistance Program without there being 
a breach of client confidentiality.  For example, the Employee Assistance Program may see an 
unusually large number of people for job related stress issues and the Employee Assistance 
Program may want the employer to be aware that they may have some issues that need to be 
addressed in this area.  There may be an unusually high incidence of work place conflict, sexual 
harassment, or cultural diversity issues.  With help from the EAP, identified problem areas at 
work can be successfully addressed. 
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TRAINING AND ORGANIZATIONAL DEVELOPMENT  
 
As issues impact upon the work site, Human Resource Directors managers and/or Union Leaders 
turn to the Employee Assistance Program for expertise and guidance.  The changing face of the 
workforce has presented challenges for employers that were non-existent 25 years ago.  In 
addition to the EAP supervisor training and employee orientation that Mazzitti & Sullivan offers 
to employers with whom we contract, Mazzitti & Sullivan has developed an entire training 
portfolio of programs, seminars, workshops and presentations that would be available to the East 
Stroudsburg Area School District at a discounted rate.  This portfolio currently contains more 
than 100 different topics with new ones being constantly developed.  The most common requests 
are for trainings on the following topics: stress management, drug and alcohol abuse issues, 
conflict resolution, team building, and dealing with difficult people.  A listing of our current 
training and workshop portfolio is available at our website at: 
http://www.mseap.com/management/training-programs.  
 
Additional costs for training and organizational development are separate from the contract costs 
unless stated otherwise.  For our EAP clients, typical rates for our on-site, in-person training 
sessions are as follows: 
  $350.00 per hour (1-2 hours) 
  $1,000.00 for 3 contiguous hours 
  
Training rates include travel, preparation, and materials (excluding assessment tools, such as 
TriMetrix DNA or EQ) and are for any number of participants.  
 
In addition to these trainings, we also offer comprehensive Job Matching and Pre-
Employment Assessment Services.  If you have any high-turnover positions within your school 
district, we have the capability to measure the needs of the job and provide online assessments so 
that you can match the best candidate for that position.  Some of the assessments may be added 
to a training (for an extra fee), or otherwise used with existing employees.  Our partnership with 
TTI has offered us the opportunity to conduct these statistically valid and reliable assessments to 
assist employers who are struggling with finding the “right fit” for a specific job, as well as help 
with departmental discord, communication issues, and employee/management coaching.   
 
We have also found these assessments useful in assisting employers with Succession Planning – 
this process includes identifying staff who model leadership capabilities, as well as providing 
them with the appropriate assessment, de-briefing, and a Personal/Professional Development 
Plan that is designed specifically for them and contains specific time frames, goals, methods, 
and measurable outcomes of development. 
 
There is an additional charge for each of these optional services; please contact us for details.  
Although we can provide the assessments to non-EAP clients, those who have contracted with us 
for our EAP receive a discount on this service. 
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CRITICAL INCIDENT STRESS MANAGEMENT  
 
An effective Critical Incident Stress Management (CISM) program should be comprehensive and 
integrate prevention, early intervention, and follow-up strategies.  CISM strategies and written 
policies should be developed and implemented by a designated Critical Incident team comprised 
of a range of workplace professionals representing Human Resources and Safety Departments, as 
well as union representatives and representation.  It has proved to be effective when a Critical 
Incident Debriefing Coordinator from the Employee Assistance Program provides leadership and 
guidance for this team.  Also, peer debriefers within the organization should be trained to 
respond to events designated as Critical Incidents. 
 
In addition, it is recommended that prevention strategies be utilized, particularly for those 
employees who are most at risk for cumulative stress.  Strategies may include stress 
reduction/management programs and psycho-educational programs relative to compassion, 
fatigue, self-care, and family stressors for employees.  In addition, supervisors should be trained 
in the utilization of fitness for duty and observable behavior guidelines in order to refer 
individuals to the EAP for threat assessments relative to danger to self and others. 
 
Critical Incident Debriefings or Defusings may be utilized in high-risk areas where individuals 
are at risk for cumulative or traumatic stress responses.  In most cases, it is important to provide 
debriefings in a timely fashion.  Through a network of credentialed mental health Critical 
Incident Debriefers located throughout Pennsylvania and nationwide, debriefers can respond to 
an incident within hours and sometimes minutes.  All debriefers (including Mazzitti & Sullivan 
EAP Account Management staff) are experienced and credentialed and are certified by the 
International Critical Incident Stress Foundation.  Following debriefings, key individuals receive 
a report with recommendations for any additional follow-up, including post trauma counseling. 
 
Debriefings must be scheduled at times convenient for the employer in order to minimize 
disruptions in work schedules and related costs.  Based on the location and specific requirements 
of the CISD request, either a staff or consultant debriefer will be selected to perform the 
debriefing. 
 
Nationwide Debriefing Network 
  
All of our EAP Account Managers are ICISF certified in conducting CISM Defusings and 
Debriefings, so that we may provide assistance to most areas that we service within four hours.  
Through our nationwide EAP Provider Network, we have also identified those EAP providers 
who are certified in providing CISM as well as those providers who specialize in trauma, grief, 
and loss issues.   
 
It is important that the CISM process, including debriefings, be managed and monitored for 
quality and consistency relative to intake, delivery of services, and follow-up reports and 
response.  The CISM Coordinator will ensure that debriefings will be delivered in a timely and 
responsive fashion. 
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Program Components 
 
Preventative pre-incident education and training programs which may include but are not limited 
to: 

• Violence in the workplace (including domestic violence in the workplace). 
 
• Stress reduction and management techniques. 
 
• Dealing with difficult people. 
 
• Conflict resolution. 
 
• Mediation and intervention techniques for supervisors. 
 
• Compassion fatigue (burnout) and boredom. 
 
• Family and significant other education and support services. 
 
• Policy and protocol development relative to violence in the workplace and fitness 

for duty. 
 
• One-on-one crisis intervention such as threat assessments (threat to self or others). 
 
• Critical Incident Debriefings and Defusings. 
 
• On-site clinical consulting services. 
 
 

Policies and Procedures for Debriefers 
 
In order to ensure an appropriate, successful and consistent response to critical incidents, the 
following protocols have been established by Mazzitti & Sullivan EAP.  
 
When a CISM request is received by Mazzitti & Sullivan, a staff member will discuss the 
situation with the client, determine the services that will be provided, and fill out a Critical 
Incident Intake Form.  At this time, authorization will be obtained from the client for billing the 
services and expenses, or using pre-paid contracted hours. 
 
Debriefings and/or defusings must be scheduled at times convenient for the client school district 
in order to minimize disruptions in work schedules and related costs.  Based on the location and 
specific requirements of the CISM request, either a staff member or consultant debriefer will be 
selected to perform the service. 
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Before the Debriefing - Consultant Debriefer’s Responsibilities 
 

• Each clinician is responsible for keeping us updated with any changes of address, 
telephone, experience or availability. 
 

• When we have had a request for a debriefing that we would like the consultant 
debriefer to conduct for us; we will call the clinician to determine his/her 
availability.   
 

• The EAP Account Manager will be in touch with the employer to advise which 
consultant debriefer will be responsible for conducting the on-site service. The 
consultant debriefer will be asked to contact the client directly to introduce 
him/herself and confirm the date, time, and location and obtain directions.  At this 
time, the debriefer will also be informed of any special circumstances or requests by 
the client (i.e. foreign language, hearing impairment) and any additional benefits 
available for participants needing further assistance. 
 

• If any given provider is unavailable at the time requested by the client school 
district, Mazzitti & Sullivan will find another debriefer to fulfill the request.   
 

• If, after accepting the assignment, the clinician is unable to provide the debriefing, 
they should immediately contact Mazzitti & Sullivan.  We will then take 
responsibility for finding another debriefer.  Under no circumstances should the 
clinician select a replacement or pass on the request to an associate.  However, we 
will accept any recommendations for an experienced debriefer who may be 
available.  We are always interested in provider recommendations and referrals of 
qualified debriefers to add to our panel. 

 
During the Debriefing - Consultant Debriefer’s Responsibilities 
 

• During the CISM process, the consultant debriefers provide education and support 
rather than clinical services. 
 

• Consultant debriefers should stress confidentiality of all discussions, debriefings, 
and consultations.  In order to maintain the role of impartial facilitator, it is Mazzitti 
& Sullivan’s policy to avoid taking sides or writing reports that support or harm 
employees, management or the corporation. 
 

• Consultants will be acting as representatives of Mazzitti & Sullivan and as such 
should not distribute their own handouts or materials to either employees or 
management.  Mazzitti & Sullivan will supply a set of handouts that can be 
photocopied and distributed to participants.   
 

• Managers are frequently unprepared to deal with critical incidents or are concerned 
about how to handle the aftermath.  A brief consultation before the debriefing can 
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help management understand the CISM process and how to best implement it in the 
current situation.  When arriving on-site, it is important to assess the situation and 
offer a consultation if it appears warranted. 

 
• If participants request additional assistance beyond the debriefing, the consultant 

should follow the procedures for referrals as directed by Mazzitti & Sullivan or the 
client contact.  If Mazzitti & Sullivan is the mental health or EAP provider, 
participants can call 1-800-543-5080 for assistance.  If no specific information has 
been provided, participants can be apprised of local community resources and/or 
referred to their Employee Benefits department for information about their 
individual benefits.  The consultant should not expect to add clients to a private 
practice as the result of contacts made during a debriefing. 
 

• Occasionally, in the course of a debriefing, participants identify a workplace issue, 
problem or concern that could serve as useful feedback to the client school district.  
If appropriate, first ask the group if they want this information brought to the 
attention of Human Resources or other appropriate management staff.  It should be 
emphasized that no names or specific comments will be shared, only the general 
problem or issue that was raised. 

 
-  If the group reaches a consensus that the problem can be brought to 

management, you should then discuss the information with Mazzitti & 
Sullivan, not the client school district.  Mazzitti & Sullivan will assume 
the responsibility for bringing the matter to the attention of the appropriate 
individual(s). 

 
- If a consensus is not reached, let the group know that without their 

permission, the problem will not be brought to the attention of anyone in 
their organization.  However, since you are acting as our representative, it is 
not a breach of confidence to share these issues with us and we would 
appreciate your including them in your report back to us.  We will then hold 
this feedback in strict confidence. 

 
After the Debriefing - Consultant Debriefer’s Responsibilities 
 

• Follow-up with Mazzitti & Sullivan: 
 

- If there were any problems with the debriefing, or difficulties with 
management or employees, contact Mazzitti & Sullivan, not the client. 

 
- Upon the completion of the debriefing services, please phone Mazzitti & 

Sullivan at 1-800-543-5080 with a brief report of how things went and any 
concerns or requests that may need additional follow-up. 
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• Follow-up with Client: 
 

- Consultant debriefers should only follow-up with the client under the 
direction of Mazzitti & Sullivan.  Consultants will not be reimbursed 
for services provided without prior approval by Mazzitti & Sullivan. 

 
- If the client contacts the provider directly and requests additional on-site 

services, we recommend that the provider either refer the client back to 
Mazzitti & Sullivan or call us directly with the client request.  We will 
then contact the client to obtain authorization for billing or using their 
contracted hours for the additional services. 

 
- If we have requested that the clinician follow-up with the group, questions 

should include: how people are functioning, whether the workplace has 
returned to normal, what needs the client has now, whether there are any 
particular employees that management is concerned about, and what other 
resources could be utilized (i.e. training or consulting). 

 
 
If the East Stroudsburg Area School District is a member of PSEA, the district may be eligible to 
access CISD services at no cost in the event of an eligible Critical Incident.  Otherwise, CISD 
services are priced at $300.00 per hour, with a two-hour minimum for each response.   
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VENDOR PROFILE  
 
Corporate Background 
 
Mazzitti & Sullivan EAP Services is an organizationally separate division of Mazzitti & Sullivan 
Counseling Services, Inc.  The EAP division has its own dedicated staff, phone and computer 
systems, operating policies, procedures, forms, and data management systems.  Our main office 
is located at: 
 

Mazzitti & Sullivan EAP Services  
3207 North Front Street 
Harrisburg, PA 17110  

 
Telephone: 800-543-5080 
Dedicated management line: 800-241-5740 
Fax: 717-901-5659 

 
Chief Financial Officer: Charles R. Mazzitti 
Chief Executive Officer: Andrew T. Sullivan 
Medical Director: Stefan Kruszewski, MD 
Supervising Psychologist: Debra Good, MA 
 

Mazzitti & Sullivan Counseling Services was founded in 1983 by Chuck Mazzitti and Andy 
Sullivan out of a common desire to help people. In 1984, they created Mazzitti & Sullivan EAP 
Services in response to a growing need for Employee Assistance Programs in Central 
Pennsylvania, and incorporated the business in 1990.  Both founders still maintain an active 
presence and participate with daily activities of the business. 
 
Our history is rooted in outpatient clinical services and clinical professionals lead our operations 
rather than business school graduates.  In other words, we know how the counseling and EAP 
fields work through our personal experiences rather than theoretical knowledge.  As a result, our 
priorities center on individual client care, service delivery, and successful outcomes.  We have 
found that by concentrating on these areas, our business has grown, our reputation has grown, 
and we encounter an increasing number of opportunities for success.   We believe that client care 
and a commitment to customer service will produce the results long sought by the managed care 
arm of the health insurance industry.  Our commitment to individual care has led us to develop 
numerous Employee Assistance Program models for employers as well as expand our other 
services to include Pre-Employment Assessments, Job Matching, Succession Planning, 
Employee/Management Coaching, Exit Interview Services, and increase the different ancillary 
services that we include with every EAP contract. On the counseling side, intensive outpatient 
programs for adolescents and young adults all grew out of our commitment to address the needs 
of our patient population.   
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In the area of employee assistance, we have experienced steady growth over the years, and today 
our agency manages contracts that include more than 300 employers and provides services to 
approximately 500,000 covered lives at more than 600 work sites nationwide. 
 
Mazzitti & Sullivan EAP Services has at its disposal: 
 

• An extensive network of nearly 3,000 mental health and substance abuse clinicians that 
allow us to offer comprehensive Employee Assistance Program services to our clients 
nationwide.   
 

• Since our expertise in the area of drug and alcohol treatment was the foundation of our 
business since its inception in 1983, our network in this area is extensive and 
comprehensive.  This ensures that we will be able to provide any related service to help 
the East Stroudsburg Area School District comply with Drug-free Workplace and 
Federal DOT testing and treatment requirements.   
 

• Expertise in providing assessment and referral services as exhibited by our work with 
federal, state, and county government agencies; businesses and industries; school 
districts; hospitals; insurance companies and other organizations.  Mazzitti & Sullivan 
regularly refers thousands of individuals to counseling and other resources each year, in 
addition to hundreds of on-site services (these include EAP orientations/ reorientations, 
trainings, other presentations, meetings with Human Resources, department managers 
and/or employer liaisons, and an on-site presence at health/wellness/benefit fairs). 
 

• The availability of comprehensive EAP and other training materials and extensive 
experience in providing training services to supervisors, union stewards, employees and 
other interested groups.  Supervisory training programs that we have presented over the 
past few years range from two-hour overviews to forty hour, week-long intensive 
programs for the Commonwealth of Pennsylvania. 
 

• More than 32 years’ experience in EAP Program development, implementation, and 
administration including the following: 

 
 Program design for joint management/union EAP programs, managed behavioral 

healthcare programs, and traumatic stress management programs 
 
 Development and administration of EAP programs for both public and private 

employers 
 
 Development of EAP policy and procedure materials 
 
 Design, development, and printing of EAP educational, promotional and publicity 

materials 
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 Set up patient files and perform account management and quality assurance 
activities 

 
 Quality Assurance activities with evaluated and referred patients 
 
 Generation of reports on administrative, fiscal, and programmatic aspects of EAP 

operations 
 
 Development and administration of EAP operations, including fiscal management, 

reporting, record keeping, and Management Information Systems through our 
custom designed database  

 
 A multi-disciplinary clinical team with experience in all aspects of mental health 

and chemical dependency treatment; this experience influences the management 
and operation of our business providing emphasis on treatment and delivery of care 

 
 Technological advances that have allowed us to keep our overall costs consistent, so 

that with continuous growth we have maintained the same pricing structure for 
the past 30 years 

 
 A staff of more than fifty doctors, psychologists, EAP account managers, training 

specialists, organizational development and human resource specialists, with full 
time administrative support 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Our corporate headquarters in Harrisburg, PA 
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 MAZZITTI & SULLIVAN EAP SERVICES’ PHILOSOPHY  
 
We believe that everyone deserves to have a happy and productive life and that for the most part; 
people are able to strive for these goals on their own.  However, when chemical dependency 
and/or mental illness create unmanageable and uncontrollable distress in our lives, therapeutic 
intervention is necessary and desirable.  In many cases, the speed and consistency with which 
services are delivered can mean the difference between a successful treatment opportunity and 
failure.  The value of accurate assessment and diagnosis is essential to this process, and quality 
treatment services ensure success.  We are dedicated to this process and have built our systems 
accordingly.  We believe that cost-driven, treatment-denial based approaches waste money and 
time, and create problems for the individual, the provider, the employer, and the insurer. 
 
Our emphasis is that assessment and triage services are client-driven rather than cost-driven.  
By determining the appropriate type and level of treatment, employers as well as insurers can 
realize genuine long-term health care savings.  We believe that the goals of quality care and cost 
savings can both be attained through a coordinated approach to service delivery. 
  
Mazzitti & Sullivan EAP Services has built its reputation and business upon delivering high 
quality services in a very timely manner.  The principle of customer satisfaction (both individual 
and on the employer level) is a central tenet of our business.  We have learned from the mistakes 
of cost-driven managed care.  As a result, we develop systems that integrate 
insurer/provider/individual relationships rather than strain them.  Since we have our own 
counseling agency, we know what our affiliate providers experience on a daily basis – as a result, 
we try to make our processes and procedures easy to understand, efficient, and mutually 
beneficial for all involved parties. 
 
Mazzitti & Sullivan EAP Services is dedicated to providing exceptional customer service to our 
clients.  The pursuit of this is the engine that drives our business. We consider our contracts to be 
our performance guarantees, because we do what we say we do.  Our guarantee to you is that we 
have a willingness to not only work for you, but also with you – and provide personalized 
services every step of the way through our account managers.  We put a face to the name and 
won’t abandon you after the contract is signed: even our smallest contracts are managed the 
same way.  
 
We get higher utilization of services than our competitors when comparing apples to apples, 
because our account managers continuously work with our clients – by building strong working 
relationships with employers – to help them to meet program goals.  By keeping up to date on 
the needs of our clients as well as any current events that may be affecting them, we are always 
adapting our service delivery system to meet the changes in demands for access and service, 
whether in regard to technology, reporting, or customer care.  Our staff members become an 
invaluable resource for management, HR, employees, and their family members in solving 
problems that affect their abilities to function at their best. 
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EAP PRICE PROPOSAL FOR THE 
EAST STROUDSBURG AREA SCHOOL DISTRICT  

The following is the discounted price for Employee Assistance Program services that Mazzitti & 
Sullivan can offer to the East Stroudsburg Area School District.  While this price is for the 3-
session EAP model, we can design a program with any number of sessions.  We also have the 
ability to manage behavioral health care benefits through the EAP.   

These prices include all of the EAP services described in this proposal unless otherwise noted 
above. 

EAP Services for all covered Employees and Family Members 

3 Counseling Sessions Model $18.00
per employee, per year 

This rate is guaranteed for one hundred eighty (180) days from the signed date of this proposal. 

January 28, 2015 
Signature Date   
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ABC Company 
EAP Activity Report Highlights 

Report Period:  April 1, 2013 to March 31, 2014 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

 
Clients Who Contacted EAP for Referral and 
Scheduled Appointment with a Therapist 

 
 

185 

 
Clients Who Contacted EAP for Referral but Decided 
Not to Follow through Scheduling Appointment with a 
Therapist 

 
 

3 

 
Telephonic Services (Legal Referrals, Community 
Resources, Questions About EAP, or Telephonic 
Counseling) 

 
 

4 

 
Support Service for Supervisors (Contact with 
Supervisors/Managers/HR Representatives) 

 
1 

 
On-Site Services (Meetings with HR/Supervisors, 
Presence at Health/Wellness/Benefit Fairs, 
Trainings/Orientations, Mediation, Coaching, Crisis 
Response Services) 
 

 
 

2 

 
Work/Life Section of Website – Logins under HELP 
 

 
32 

 
TOTAL: 

 

 
227 

 
ACTIVITY RATE (based on 1,843 employees) : 

 

 
12.32% 
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PROGRAM OPERATION AND ACTIVITY  
  
This report marks the end of the seventh year of operation of the Employee 
Assistance Program for the employees of ABC Company.  The past year saw a 
slight decrease in activity of program services, with a steady stream of referrals and 
management consults. 
 
The Employee Assistance Program is administered by Mazzitti & Sullivan EAP 
Services through a contractual agreement with ABC Company. 
 
As the Employee Assistance Program for ABC Company matures, we continue to 
work together to build a solid foundation for the program.  In looking at the present 
data, we feel that the monthly electronic newsletter, posters, and additional 
presentations or workshops will continue to help maintain the visibility of the 
program. 
 
The goal of this program is to help those using it to identify specific problems in 
their lives and develop the most effective plan for resolving these problems so the 
individual can continue to live and work in the healthiest manner possible.   
 
In looking at the program activity for 2013-2014, program utilization based upon an 
estimated employee population of 1,843 is 12.32%.   After a great First Quarter 
start, there was a slight decrease in program activity during the remaining 
quarters.  We will continue to monitor this activity to be sure that it is not a 
downward trend for the EAP usage and, if necessary, take appropriate steps to 
address it.   
 
The success of the program may be a direct result of the employees and family 
members of ABC Company perceiving the program as a benefit.  These 
achievements can establish trust and credibility with the employees believing in the 
confidentiality of the program.  It is also evident that the support of the supervisory 
staff and human resources department has made a significant factor in helping to 
establish confidence and credibility for the program. 
 



PROGRAM STATISTICAL REPORT 
 
As a company, we are continuously striving to improve our data collection and 
reporting.  The statistical data received from these reports help us look for areas 
that need our attention or should be changed to improve effectiveness.  Overall, the 
statistics show that this program is functioning as designed. 
 
 
Type of Contact 
 
The “Type of Contact” section of the annual report is designed to show you how 
individuals are using the system.  The “Therapist Referrals” category of the report 
shows how many individuals actually set up an appointment to discuss their 
problem face to face with a counselor.  The “Telephonic Services” category includes 
individuals who call regarding a service that we do not directly provide, as well as 
individuals who have called our service but have decided not to follow through with 
setting up an appointment.  This year ABC Company had 192 individuals access the 
system via these two methods, which shows that the employees are accessing the 
system on a consistent basis and are comfortable using it when situations do arise.       
 
“Management Consults” reflect the number of supervisors calling the EAP with 
questions on how to handle a situation with an employee or regarding a disciplinary 
action involving an employee.  There was one management consult this year.  This 
number shows a level of managerial understanding of the EAP.  Certainly 
supervisors and HR is welcome to contact us at any time with any questions or 
concerns about the EAP. 

 
“On Site Services” refers to any services that took place physically at ABC 
Company.  This year our account manager was on site with the company for two 
visits in the fourth quarter to drop off the third quarter report and promotional 
supplies.  We encourage you to keep in mind our availability for any benefit fairs or 
company meetings so that we can help promote the EAP whenever appropriate.   
 
Finally, “Work/Life Services Utilization” is where we report on the number of logins 
to the Work/Life section of our website, www.mseap.com.  There were 32 logins to 
our website this year.  We are very pleased to see this many logins, and hope this 
number grows as awareness of the website increases. 
 
 
Referral Source 
 
Under the referral source category, the number of referrals made to the EAP by the 
Human Resources Department was higher than last year at 2.16%.  However, 
supervisor referrals increased from 5.61% to 8.11%.  This increase does not 



necessarily represent an increase in disciplinary problems. Instead, it appears to 
reflect the supervisors’ concern for the well being of their employees.  It also shows 
that the supervisors’ trust to use the system for assistance with employee 
performance concerns.  Self-referrals were down about 2% in 2013-2014, composing 
59.46% of all referrals.  In return, there was a decrease in referrals done by/for 
family members of employees, decreasing from 27.10% to 22.16% in 2013-2014.  The 
percentage of referrals from other resources (i.e. co-workers, doctors, friends, clergy, 
etc) increased significantly going from 3.27% in 2013-2014 to 8.11% during this 
contract year. 
 
We are constantly working to improve our statistical reports each year to accurately 
reflect all program activity.  However, it is difficult to assess the accuracy of 
reported referrals from HR and supervisors.  Clients are historically hesitant to 
report referrals made by supervisors and personnel from the Human Resources 
Department. 
 
 
Recommendations Accepted Beyond EAP 
 
Once again, the percentages remained consistent with those of the 2013-2014 
contract year.  91.35% of all EAP clients did not go beyond their EAP sessions.  And 
4.32% continued with Outpatient Therapy.  The remaining categories followed as 
such: Inpatient treatment was 0.00%; Self Help Groups increased to 1.62% from 
.93% in 2013-2014; Financial/Legal Counseling was down to .54% from .93% in 
2013-2014; and Community Resources increased from 0.00% to 2.16% during this 
contract year. 
 
 
Assessed Problem 
 
The types of problems handled by the Employee Assistance Program in 2013-2014 
appear to follow the same trends from the previous year (2012-2013).  However, 
there was a substantial increase in the Vocational area of Assessed Problems.  This 
may be a result of the growing pains within the company.  The remaining types of 
problems and their percentages are as follows:  Family/Marital problems accounted 
for 44.27% of all referrals in 2013-2014; Emotional/Psychological difficulties were 
reported at 36.46% in 2013-2014, and 35.91% in 2013-2014; Substance abuse 
referrals increased from 2.27% in 2013-2014 to 5.21% during this contract year; 
Financial and Legal referrals combined for a total 3.64% in 2013-2014.  Health 
Related and Other Miscellaneous Problems were also down from last year’s 
combined 3.63% to 1.04% in 2013-2014. 
 
As previously stated, the Assessed Problem classified as Vocational increased 
significantly this year compared to 2012-2013 contract year.  This year the 



percentage almost doubled by going from 5.00% in 2012-2013 to 9.38% by the end of 
the contract year.  The pattern for client contacts in 2013-2014 mirrors that of last 
year with the highest number of reported vocational difficulties being between the 
second and third quarters. 
 
 
Client Background 
 
Through the 2013-2014 contract year we saw similar patterns within the reported 
clients’ backgrounds when compared to 2012-2013 reported client information.  All 
percentages remained close to those of the 2012-2013 year.  More females than 
males accessed the system; this is consistent with our other corporate clients, either 
because there are more females in the workplace or because women are usually 
more willing to discuss their problems with others. 
 
The average age of the clients also remained consistent with last year’s 31 years of 
age. 
 
 
Follow-Up 
 
91% of the clients contacted after their EAP sessions reported that their problems 
were either resolved or improved.  This is an 8.00% increase from the 2012-2013 
reported follow-ups.  The increase in reporting an improved situation over last 
year’s numbers affected those clients that reported the situations did not change.  
Last year 11.09% reported that their situation did not get either better or worse.  
However, during 2013-2014 only 8% reported that their situation did not change.       
 
 
SUMMARY 
 
In looking back over the past year, it appears that the Employee Assistance 
Program has been successful in working toward the goals and objectives established 
for it by the ABC Company.  The program is useful in helping employees and their 
family members solve problems that adversely affect their lives.  The program was 
well utilized; we feel that this is a reflection of the support and trust demonstrated 
by ABC Company and its employees for its operation.   
 
We believe that the program is providing a useful service to the employees of ABC 
Company, and based on this past year’s experience, the program appears to be a 
vital benefit.  In order to continue this excellent program usage, we are constantly 
attempting to find effective ways of promoting the EAP.  Throughout the coming 
year, we hope to provide employees with promotional materials as needed and hope 



that the company takes advantage of the training video (on DVD or CD-ROM) to re-
acquaint employees with our program.  There is also our website, 
www.mseap.com, where employees and their family members can access 
interesting articles and helpful links in the Work/Life section.  To enter, you will 
need the following: 

 
Login:   ABC 
Password:   EAP 

 
Also, trainings and workshops can be used to resolve specific areas of concern for 
individual regions.  We have an extended list of possible trainings to choose from 
and can create workshops developed for any topics that we have not already 
developed.  In addition, our monthly newsletters continue to give the employees 
articles that may assist them with typical life concerns.  
 
We welcome your comments and suggestions on how we can help your company 
increase their knowledge and awareness of the program and therefore become more 
effective in our goal of benefiting employees and their families.  We strongly urge 
the company to take advantage of the numerous on-site services we have available 
to your employees and welcome the opportunity to discuss your system and needs 
face to face. We will continue to work closely with ABC Company and its 
employees, and look forward to continued success.  
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ABC Company 
Employee Assistance Program Annual Activity Report 

April 1, 2013 - March 31, 2014 
        
        
      ANNUAL  
TYPE OF CONTACT 1ST QUARTER 2ND QUARTER 3RD QUARTER 4TH QUARTER TOTALS ANNUAL % 
Therapist Referrals 56 46 44 39 185 81.50% 
Telephonic Services 3 1 1 2 7 3.08% 
Management Consults 0 1 0 0 1 0.44% 
On Site Services 0 0 0 2 2 0.88% 
Work/Life Services Utilization 5 8 7 12 32 14.10% 
TOTAL CONTACTS: 64 56 52 55 227 100.00% 
         
TRAINING HOURS: 0 0 0 0 0  
WEBSITE HITS 45 89 74 102 310   
        
REFERRAL SOURCE        
* based on therapist referrals        
H R Department 0 0 1 3 4 2.16% 
Supervisor 2 7 4 2 15 8.11% 
Self   36 25 25 24 110 59.46% 
Family   15 10 10 6 41 22.16% 
Other   3 4 5 3 15 8.11% 
TOTAL   56 46 45 38 185 100.00% 
         
RECOMMENDATIONS        
ACCEPTED BEYOND EAP        
*based on therapist referrals        
Inpatient/Hospital 0 0 0 0 0 0.00% 
Outpatient Therapy 4 0 1 3 8 4.32% 
Self Help Group 0 0 3 0 3 1.62% 
Financial/Legal Counseling 0 0 1 0 1 0.54% 
Community Resources 2 1 1 0 4 2.16% 
EAP Services Only 50 45 38 36 169 91.35% 
TOTAL   56 46 44 39 185 100.00% 



        
ASSESSED PROBLEM     ANNUAL  
* based on therapist referrals  1ST QUARTER 2ND QUARTER 3RD QUARTER 4TH QUARTER TOTALS ANNUAL % 
        
Family / Marital 28 24 17 16 85 44.27% 
Emotional / Psychological 20 12 17 21 70 36.46% 
Substance Abuse Related 3 4 3 0 10 5.21% 
Financial   2 1 0 2 5 2.60% 
Legal   1 0 1 0 2 1.04% 
Vocational 4 6 6 2 18 9.38% 
Health Related 1 0 1 0 2 1.04% 
Other   0 0 0 0 0 0.00% 
TOTAL   59 47 45 41 192 100.00% 
         
CLIENT BACKGROUND        
* based on therapist referrals        
Employee   40 34 35 28 137 74.05% 
Family Member 16 12 10 10 48 25.95% 
TOTAL   56 46 45 38 185 100.00% 
           
Male   14 11 13 11 49 26.49% 
Female   42 35 32 27 136 73.51% 
TOTAL   56 46 45 38 185 100.00% 
        
AVERAGE AGE 32 33 27 32 31  
               
ACTIVITY RATE       
* based on total contacts            
# Eligible Employees 1843 1843 1843 1843 1843  
#Consults/Clients 64 56 52 55 227  
Activity Rate 3.47% 3.04% 2.82% 2.98% 12.32%  
               
FOLLOW-UP         
          
Situation Improved 80% 98% 88% 97% 91%  
Situation Stayed Same 15% 2% 12% 3% 8%  
Situation Declined 5% 0% 0% 0% 1%  
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Depuly Tsx Collector's Email:
"L

, qâ- -åq63
DepuÇ lax Collector's Sigiature: r I :l ¡sêr- Date:

Ïax Colleclor's Signature:

This is an ûppointmont of a Deputy Tax and sottle taxea durlng any Inc€pacitat¡on ol lhe Tax Colteclor
(as delined lo Locel lax Cotlection Law. Sectbn 22 l9l 17 2 p S S S5t 1.221)

SIGI{ATURE T TTTLE '?¡h^d
Tlqþd r(-

/
s¡LJIIAI Uf(E ó TìILE D'\IE

UI¡JTI I Yì

StL'lY tuxÊ Ë tilLtt uAt b

JçlrlJUL UIS I KIC f:

APPROV/\LS

SIGMTURE T TIILE: OATE

ADDRÊSS; PHONE NUMBER:

SURETY COMPANY

TEx Collodtr lhould oblaln signÉÌures froÍi 6ach larìng cllshicl Bnd rc(um complotod toÎm to tña Surety Cornpony (Kegg a oopy fot your .Êcorús,l
Surely should slgn d€putl¿sllo¡ spreem€nl and r€lum the signed documont to colleclor

.,DO NOT RETURN TO DCED"



ocErlclct{$ (t2.r.,
COMMO{-IIVEALIH Of PÉ.NNS YLVANIA

D€PARIMÊNI QF COMMUNIIV g Êcor¿ou|c o€vELoPIIENÍ
GOVERNOR S CÊNrÊR Fcrfi tocAt GovERNh,¡€N r SÉRV|C€S

ACT 164-2014
APPOINTMENT OF A

DEPUTY TAX COLLECTOR FORM

Tt¡ coll€ctor should obtsin Eionâtures from thet taxing d¡stricr ånd rctum Èomplotsd form lo your Surety Cornpany (keep a cory lor your rscords iSurtty Ehûlb acknowledg. the appointrnent by s¡gn¡ng End retuming the signod documont to th6 Tâx coflector

This is an appo¡ntmonl of á Oopuly Tax C¿lleclor to ooll6ct and soülo laxea during eny lnc€padtalþn of
(as dol¡n€d ln Local Tax Cottection Law. Section 22 lBl ITZ p S S 551 t.Z2l),

Tax Colleclor for

do horeby appo¡nt as Deputy

{7 r-\ C

t-r c
L

I

yve
&

t.
?

I
lhe

tfñr-".r l- oe-

Deputy Tax Collector's Address ,?r, r -r

t

?

I,

<t^... fr rì -"

I)A-LH4L\ rr V ¡e.W ri.) o" t¡
Òl

'i ;,, s

\-É:

'2oDeputy Tax Collector's Email:

rl
oate: I \ 3\ ,:l-() t5

Tax Colleclor (Printed/typed):

County of

Deputy Tåx Collector's Signature:

lax Collector's Signature

-/
Ter Collsclor

Oate; I

t-1"". c-î'q (v
OATE ({ r.{12ùi<

+ c-! c (XOJ
PHONE NU'IBERs2\ yZt 85 0(

SKJNAIURE 6 TITIE; _) OATE

GOTJÈTY: PHONE NUMBER

ÞI(¡MIUXE 6 IIILts uAr Èì

S{;ltO{rL OTSTR¡STÌ PI-IONE NUMBERj

APPROVÂLS

SIGI,.AruRE T lTtE: DATË:

,{DORESSì PHONE NUMBER:

SUREÏY COMP,\NY

Tax ColbAor should obta¡n signalures fronr eæh trxifE dlstrtcl and retum co.npl€lod fom to the Sursty Compôny (Keop a copy lor your rBcofdr )
Surely *horrld sion doputl¡¿lion agreemsnt and ratum th€ signed documont to colfeclor.

..DO NOT RETURN TO DCED'T



DCED.CLGS-o58 (12-'14)
COI\4MONWEALTH OF PENNSYLVANIA

DEPARTIVIENT OF COMMUNITY & ECONOMIC DEVELOPIVENT

oñenñon's cENTER FoR LocAL GovERNl\¡ENT SERVIcES

ACT 164-2014
APPOINTMENT OF A

DEPUTY TAX COLLECTOR FORM

Tax Collector for

do herebY appoint as DePutY

2.t

t+1L-

, | ¿als',(
Phoú\

/f¿ ttt-

L@ m*l t0f4

and settle taxes during any lncapacitation of the Tax Collector
Tax Collector to collectThis is an aPPointment of a

Section 22 (B) t72 P.S. S 5511.221)'in Local Tax Collection Law,(as defined

County of

Deputy Tax Collector's Email:

Deputy Tax Collector's Signatu

Tax Collector's Signature:

Deputy Tax Collector's Address:

Tax Collector (Printed/tYPed)

Date:

Date:

Tax collector should obtain signatures from the taxing district and return completed form to your surety company (keep a copy for your records')

surety should acknowledge tne appointment by signing and ieturning the signed document to the Tax collector'

Tax Collector'should obtain signatures from each

Surety should sign d

taxing district and return completed form to the Surety Company (Keep a copy for your records')

eputÉ"t¡on agreement and return the signed document to collector'

e Þ& ç
NUMBER:

5'70-fot-¡.-t 9Át ,nI

PHONE NUMBER:

õÃTE:

APPROVALS

DATE:
SIGNATURE & TITLE:

PHONE NUMBER:
ADDRESS:

SURETY COMPANY

**DO NOT RETURN TO DCED**





EAST
STROUDSBURG
AREA
SCHOOL DISTRICT

No,625

SECTION: FINANCES

TITLE: PROCUREMENT CARDS

ADOPTED

625. PROCUREMENT CARDS

The Board approves the use of procurement cards for permissible purchases and/or

services to be purchased for the official use of the East Stroudsburg Area School

District by desþnated employees to improve the efficiency of purchasing activities,

reducing processing 
"*pér..r, 

improve controls for small-dollar purchases, and

streamline vendor payment. The Board directs the administration to establish

safeguards to prevent misuse of such cards'

The Board shall approve the list of employees authorized to use District procurement

cards.

Misuse insurance of $100,000 shall be provided by the procurement card vendor.

procurement Card - a corporate charge card designated to reduce the cost and

administrative burden of small-dollar purchases.

A list of authorized users of procurement cards shall be maintained in the Business

Office and shall include employees in designated positions'

All use of procurement cards shall be supervised and monitored on a regular basis by

the Busineis Manager and the Superintendent who shall ensure the use of such cards

is in accordance with the funds budgeted for this purpose.

Proper accounting measures for the use of procurement cards shall be developed,

distiibuted, implèmented and monitored by the Business Manager and the

Superintendent.

An employee authorized to use a procurement card shall maintain adequate security

of the ôard while it is in his/her possession. Under no circumstances may the card be

used by another individual.

Each employee using a District procurement card shall sign acatd usage agreement

and receive training on applicable policies and procedures.

Procurement cards shall be used onl for authorized District and shall not

2. Definition

3. Delegation of
Responsibility

4. Guidelines

1. Purpose
SC 510
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625. PROCUREMENT CARDS -Ps.2

be used for personal purchases, or other use that is contrary to laws, regulations or

internal policies. The District retains the authority to revoke any procurement card

used for unauthorized or personal purposes.

Violation of this policy by an employee shall result in disciplinary action, in
accordance with Board policy.

The established procedure for processing purchases by employees using

procurement cards shall be as follows:

1. Employee deals directly with the authorized vendor for any disputed

transactions including sales tax.

2. Business Office receives the invoice for payment.

3. Cardholder verifies receipt of purchased items, reconciles the billing
statement with purchases, attaches receipts, indicates account numbers, and

signs as correct.

4. Supervisor reviews all information on the cardholder's information, verifies
that all receipts are attached and signs for approval.

Purchases on his/her assigned procurement card by an individual employee shall not

exceed the following:

1. Transaction limits will be established for each card by the Business Office.
Requests to change these limits must be made in writing to the Business

Manager with full justification.

2. Fixed expiration period will be in compliance with our fiscal calendar year

July 1 through June 30.

The following list includes but is not limited to items authorized for purchase

without obtaining bids or quotes by employees using procurement cards:

1. Stationery, office supplies

2. Instructionalsupplies

3. Minor repair items

4. Computer equipment, parts and accessories

5. Food for use in curriculum

Pol. 3 17,4Il, 517

sc 510,751,
807.1
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625. PROCUREMENT CARDS - Pg' 3

7. Industrial technologY suPPlies

8. Recurring utilitY bills

9. Other categories as deemed necessary

procurement cards shall not be used to circumvent the required bidding process.

References:

School Calendar- 24 P.S. Sec. 510, 751,807 'l

Board Policy - 317,610, 61 1,612,613

6. Food and specialtY items for cafeteria

sc 751, 807.1

Pol. 610, 611,6t2,
6t3
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East Stroudsburg Area School District
Procurement Gard Policies and Procedures

Guide for cardholders

A. General Overview

East Stroudsburg Area School District initiated a "Procurement Card Program:'
with PNC Bank. The Procurement Card is an internationally accepted Visa credit
card issued to authorized School District personnel to be used only for business
purposes. Spending controls are determined individually for each card, ensuring
that the card can only be used for specific purposes and within specific dollar
limits.

The benefits of the Procurement Card program include:

The Procurement Card is designed to streamline the procurement
process. Departments and/or buildings will be given a purchasing card
that can be used to make purchases from vendors who accept VISA. Use
of the Card by department heads, departmental secretaries, and other
authorized users expedites and simplifies the purchase of goods and
supplies. lt also allows department's greater flexibility in procuring
needed items, especially from vendors that do not accept purchase
orders.

Use of the Card improves efficiency and reduces costs involved in small
dollar purchases. lt eliminates the need to enter and process requisitions,
purchase orders, or Direct Payment forms, as well as the processing of
individual invoices and vendor checks. The School District for all

Procurement Card charges receives one monthly invoice for each card.

3. The Procurement Card also offers the school district an annual cash
rebate based on total program spending volume.

B. lssuance of Purchasing Cards

1

2

1 The procurement card program is administered by the Business Office,
which will coordinate the issuance, maintenance, and cancellation of
cards with the School District's processor, PNC Bank, administrators of
the Procurement Card program. Visa cards are provided with the School
District's logo and are issued in the name of an employee. lndividual
cards are assigned a per transaction dollar limit, typically $1,000 but with
higher levels for certain operations as appropriate. Monthly dollar limits
are also established ($1,000 or higher depending upon historical
departmental expenditures).

Cards will be issued to new cardholders only after they have received
appropriate instructions and have signed a Procurement Card Agreement
Form.

2

Purchasing Card Policy
Established 01/201 5
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c Cardholder Liabil itv/Resoonsibilitv

Designated cardholders are responsible for the proper use and

safeguarding of cards issued to them. They must maintain accurate
records of all Procurement Card transactions, and promptly report any
lost or stolen cards (see Section l). All purchases made with the card

must be within established budgets and comply with school district policy.

lndividuals will be personally liable for any unauthorized charges.

lntentional misuse of the procurement card for other than official use is

considered as fraud. The procurement card will be cancelled and may
result in a disciplinary action against the employee. The employee
will also be personally liable for the total amount of any unauthorized
purchases made in connection with the misuse.

prob lems in this regard should be reported to the Business Office. lf
upon reviewing receipts a cardholder determines that sales tax has
been assessed, the cardh r must contact the vendo r for a credit.

Departments which have multiple cards cannot use one card to get
around the card limit. The Procurement Card should only be used for the
particular unit within the department that it was issued to.

ln case of an emergency the Business Office Card may be used to
facilitate things. This use is limited to emergencies, and urgent needs

However, there are occasions where vendors demand payment by use of
a credit card. ln such cases, when the vendor is listed on State Contracts
the Business Office will opt to use the Business Office's card to facilitate
that transaction. For any other situation a Purchase Order will be issued.

The Procurement Card can also be used for the payment of invoices by

the accounts payable department.

I

2

D Use of the Procurement Card

1. Authorized cardholders may make purchases in person or by phone, mail,

or lnternet. Any ordered items must be shipped directly to the department
or building.

2. Telephone, mail order, and lnternet purchases should be made only from
reputable merchants. Back orders should be avoided. Merchants should
be asked for the total charge including any shipping and handling'

East Stroudsburg Area School District Procurement Cards are marked as

tax exempt. When making purchases, cardholders must inform
merchants that the school district is not subject to state sales tax. Any

3.

4

5

Purchêsing Cârd Policy
Established 01/201 5

6. Purchasing Cards mav be used for:
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. office, educational, and other operating supplies

. maintenance, grounds, and custodial supplies (Facilities
Management)

. food and specialty items for the cafeteria
o utilities and other reoccurring bills

Examples of items which mav not be purchased with the Purchasing
Gard include:

. Goods and Supplies in excess of cardholder transaction limits

. Services of any type, such as consultants, honoraria, speakers,
repair and maintenance services, etc. (due to contractual and
1099 vendortax reporting requirements) These payments could
be made using the Business Office's card at the discretion of the
Business Manager

. Gash Advances

. Personal ltems
r gifts, greeting cards, prizes, flowers, alcohol
¡ ltems that must go out for bid based on Gommonwealth and

School District purchasing policies
. Food and refreshments other than for Family and Consumer

Science and the Gafeteria

Items such as printers, software, computers & etc. cannot be purchased
without the approval of the ltech Department and will be processed by the
Itech Department. Any violation of these types of purchases can result in
the credit card being cancelled.

Cardholders are not required to solicit competitive bids for their
purchases. However, they should seek the best value for the School
District and ensure that the price paid is reasonable.

10 Each card is also assigned a monthly dollar limit that may not be
exceeded.

11 The East Stroudsburg Area School District Procurement Card program
includes the ability to designate where spending is allowed by utilizing
merchant category code blocking. Vendors are assigned an industry-
specific code, and certain codes have been blocked or restricted from
Procurement Card use. lf a department experiences a card decline from
a vendor that provides eligible goods or supplies, the Business Office
should be notified.

E. Gardholders

1. A "cardholder" will be assigned to each Procurement Card issued. The
responsibilities of the cardholder include:

7

8

I

Purchas¡ng Card Pol¡cy
Established 01/20'15
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a

a

a

a

lnsuring only authorized personnel have access to the Procurement

card. étuoe¡¡rs RRe Hor RutHonlzeo useRs'
tnsuringrecerpts are turned in for all purchases made with the

Procurãment bard. lf the purchase is made via phone or internet, a

receipt should be requested and a packing slip should be collected.

Reconciling the monthly statement received from PNC Bank with

the receipt or packing slips collected.

Prepare a Procuremént Card Log(see appendix.A), which must be

submitted, to the Business Office, by the 12tn of the next month' A

.ðpV of pNC Bank's statements along with all receipts and packing

slipé must be attached to the procurement card log'

Nö purchase of a single item with a value of $5,000 or greater can

be made with the procurement card without having the Business

Office's approval.

a

F. Reconciliation of Monthlv Statements

1. Business Office will receive your monthly statements and forward them to the

cardholder. Business Officewill review all monthly statements and contact

departments for clarification if necessary and require written justification for

all inaPProPriate Purchases.

2. To assist the Business Office in verifying your monthly statements, we are

requesting the following:

. Complete the procurement card log (see appendix A)'
o Month - ls a dropdown box, you should enter the

month the transaction occurred
o Week Ending - lf you would like to keep a weekly

log of your transactions you can use this field'

o taìt + Oigits - Are the last 4 numbers on the

Procurement card.
o Name on Card - The name of the employee who is

asstgned to the card.
o Date Purchased - Use the date on the receipt'

o Vendor - Where the items were purchased'

o Amount - Total sale of the transaction carded to

the card'
o ltem Description - Give a brief description of what

was Purchase and whY it was needed'

o Account Code - ls a dropdown box, please enter

the account you wish to charge the transaction'
There are separate fields for each part of the

account code.
oTransactionNumber_lsthetransactionnumberon

Your receiPt.

Purchas¡ng Card PolicY
Establ¡shed 01/20'15

Page 4 of 8



o Comments/Disputed ltems - This is where you

would add any additional information you may have

about the transaction.

a

a

a

Have your receipts attached to the procurement card
log(see appendix A) in the order they appear on the
statement. REMEMBER: You must have a receipt for all
purchases. lf you are missing a receipt, a "missing receipt
form"(see appendix B) must be completed.

Have your statement with documentation attached and
turned- into the Business Office by the 12th of the month.
This will give the accounting staff the time needed to
process the entry before funds are deducted from our bank
account.
Auditors examine all purchases and records of the school
district. They may question any of the purchases made by

you from a vendor. As a cardholder, you are required to
provide additional justification in response to questions
they may pose.

G. Return of Goods/Purchases

1. Cardholders are responsible for all returns of goods. Returns will be

credited to the cardholder's account. Gash refunds are strictly
prohibited.

H. Dispute Resolution

lf a cardholder does not agree with a charge posted on a monthly
statement, he/she should attempt to resolve the problem with the vendor.

lf the vendor agrees that an error has been made, the vendor will issue a
credit to the cardholder's account. The cardholder should also notify the
Business Office immediately of disputed charges. Cardholders should
keep copies of all documentation dealing with disputed items untilthey
are resolved.

lf a purchase is found to be defective or incorrect, the cardholder is
responsible for obtaining replacement, correction, or credit as soon as
possible. lf a merchant refuses to replace or correct the goods, or to offer
a credit, the purchase is considered to be in dispute.

l. Lost or Stolen Cards

Report lost or stolen cards immediately to the Business Office.
Cardholders will not be responsible for any charges after the card is
reported lost or stolen.

1

2

1

2

Purchasing Card Pol¡cy
Established 01/2015
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The Business Office must approve any exception to this Procurement Card
policy. lf approved, the written justification/approval (see appendix C) form must

be attached to the invoice, bank statement and the Procurement Card Log, which

will be fonruarded to the Business office.

The attached form must be filled out and approved by the Business Office before

any transaction is completed. The Business Office may not approve if the limits

of ine transactions is above the threshold requiring competitively bidding.

I have received and reviewed the District's Procurement Card Policies and Procedures

Guide.

Signature

Type or Print Name

Date

Purchas¡ng Cârd Policy
Estâbl¡shsd 01/2015
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East Stroudsburg Area School District
PROCUREMENT CARD LOG

MONTH

Name on card

Week Ending: --

Appendix A

Last 4 digits of €rd number

COMMENTS'DISPUTED ITEMSTransaction Numbs

09

DepcrtmenlBuiklíng

1400

ode

Grade

000

Fundíng
Source

ObjætFunclíonFund
liem Descript¡on

$0.00

AmountVendorPurchased

3

4

#

2

TOT
(must equal Bank Statement)

Cardholder S¡gnature

Date

Business Office S¡gnature

Date

Attach all rece¡pts to this form and forward to the business office aong w¡th the bank statement'



00 D¡stricl w¡de

01 School Board

02 Superirìlendent

03 Human Resources

04 Curriculum

05 Business Off¡ce

06 |TEC

07 Transporlation

08 Ma¡ntenance

09 Pupil Services

10 Resica

11 JM Hill

12 Sm¡thf¡eld

13 JTL Grade 6

14 M¡ddle Sm¡thf¡eld

16 Bushkill

17 East Stroudsburg Elementary

18 Technology Learn¡ng Center

19 LIS Grade 6

21 Speciâl Projects

22 Admin¡strative Systems

24 Custod¡al Services

25 lu/3rd Party

31 High School South

32 JT Lambert lntermediate

33 Art

34 Business Education

35 Dr¡ver Education

36 English

38 Gu¡dance

37 Fore¡gn Language
39 Health Services
40 Family & Consumer
41 Technology Education

42 i.ib.?,ry
43 Math
44 lnstrumental Music
45 Vocal Mus¡c

46 Physical Education
47 Read¡ng
48 Science
49 Social Studies
50 Special Education
51 H¡gh School North
52 Lehman lntermed¡ate
61 Athlet¡cs
91 Security

DEPARTMENT:

99

BUILDING:

00 District wide

10 RES

1I JMH

12 SMI

14 MSE

16 BES

17 ESE

18 TLC

31 EHS

32 JÍL
51 EHN

52 LIS

GMDE:

30

00 District wide

10 Elementary

20 lntermediate

324 Employee Education and/or Training

330 Contracted Serv¡ce (contracl form)

340 Tech¡ncal Services

43 1 Maintenance Repair lo Building

432 Equipment repair/maintenance

433 Vehicle repair/maintenance

438 Techology repair/ma¡ntenance

442 Equipment lease/rental

448 Techology Lease/Rental

449 Uniform rental

640 - books, textbooks, period¡cals, reference, workbooks Books and Periodicals (gold)

Property Sewice/ÙIemberships @1ze)

Equipment @ínk)

Communications (peaclr)

OBJECT:

>s2500 -reDìacementto¿

768

Tech (computers, peripherals,
audio/visual):

810 Profess¡onal membership/dues/fees

531 - postage (stamps or meter refill)

532 Te¡ephone

538 lntemet

540 - advert¡sing

550 - pr¡nting services

580 - Conference Travel ExPense

581 lnd¡strict Travel M¡leage

General Supplies (grean)

(Cost ofeach item is less than $1500)
610 - consumable teaching and off¡ce items

618 - administrative tech suppl¡es/software

650 - educat¡onal tech suPPl¡es/software

810 - Dues and Fees

751 S1500-2500 - orieinaVadditional

752 >$2500 -originâì/additional
761 51500-2500 -reolacement

757 S1500-2500 -orisinal/additional
758 >$2500 -orieinal/additional
767 $1500-2500 - replacement

2120 Guidance

2220 Technology

2250 Libøry
2260 Curriculum & lnstruct¡on

2310 Board of Educat¡on

2360 Superintendent

2380 Principal

2420 Medic¿l

2430 Dental

2450 Non-Publ¡c Medical

2500 Business Office

2600 Ma¡nienance

2620 Custodial

2630 Grounds

2700 Transportat¡on

2830 Personnel/Pupil Services

Support Services:

Instruction:

Non-Instructional:

1 100

l2xx
1360

1410

1490

2840 Oata Process¡ng

2271 Certified

2272 Non-Cert¡fied

2834 Certif¡ed

283ó Non-Cert¡f¡ed

Business Ed.

Driver Ed.

ESL

Regular Ed

Spec¡al Ed.



Appendix B
East Stroudsburg Area School District

PURCHASING CARD MISS¡NG RECEIPT FORM

have either not received or have misplaced a Procurement Card receipt, i.e. merchant sales slip.

This form is submitted in lieu of the original receipt.

Cardholder Department Name:

Card Number:

Date of Transaction:

Vendor

Unit Price AmountQuantity# Item Purchased and Purpose

'l

2

3

4

5

6

7

8

9

10

11

12

't3

14

15

I certify that the amounts shown above were expended for East Stroudsburg Area School District business purposes

Cardholder of Department Signature: Date:

One form must be filled out for EACH missing receipt. Submit this form with your other receipts and your transaction log,

within five business days of receipt of your monthly statement.

Purchas¡ng Card Policy
Established 01/2015
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Appendix C

East Stroudsburg Area School District
Procurement Gard
EXCEPTION FORM

DepartmenVBuilding Name on card

Card Number:

Name Vendor:

Total DollarAmount:

Dollar AmountDescription

Justification for Exception to Procurement Card Policy:

Approval/Disapproval by Business Offìce

Approved

_Disapproved

Business Office Signature

Purchasing Card Pol¡cy
Establ¡shed 01/201 5

Date
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East Stroudsburg Area School District Procurement Card

Cardholder Implementation Form
Employee Usage Agreement

your participation in the procurement card program is a convenience that carries responsibilities. Although the

card ii issueã in your name, it should be considered District property and should be used with good judgment.

Your signature below verifies that you understand this agreement and agree to comply with District
procurement card procedures.

1. The procurement card is provided to employees based on their need to purchase school-related goods and

,er,ri""r. A card may be revoked at any time based on change of assignment or location. The card is not an

entitlement nor reflective of title or position.

2. The card is for school-related purchases only; personal charges are not to be made to the card.

3. You are responsible for all charges made against the card.

4. Improper use of the card can be considered misappropriation of District funds, which may result in

disciplinary action, up to and including termination.

5. All charges are billed directly to and paid directly by the District. Any personal charges on the card could

be considered misappropriation of District funds since the cardholder cannot pay the bank directly.

6. Cardholders are expected to comply with intemal control procedures in order to protect District assets. This

includes keeping receipts, reconciling the procurement card log and bank statement, and following proper

card security measures.

1. Cardholders are responsible for reconciling their monthly bank statement and resolving any discrepancies

by contacting the supplier first and then the bank.

8. Each card is assigned an account code by the business offtce and purchases will be automatically charged to

that code. The card holder will log the correct account code on the procurement card log for each

transaction.

9. A lost or stolen card should be reported immediately by telephone to the business office.

10. A cardholder must surrender the card upon termination of employment (i.e. retirement or
voluntary/involuntary termination). At this point, no further use of the account is authorized.

I have read this agreement; I understand the responsibilities that I will be assuming; and, I agree to conform to

the District's purchasing card procedures, which I have received and reviewed separately.

Cardholder Signature Pro gram Administrator S ignature

Type or print name above Type or print name above

Date Date



APPLIGATION AND CERTIFICATION FOR PAYMENT AU DOCUMENT G7O2 PAGE ONE OF ONE PAGES

TO OWNER:ESASD

50 Vine St

East Stroudsburg, Pa. 18301

PROJECT: Bushkill Elem. School APPLICATIONNO:

PERIOD TO:

VIA ARCHITECT:

J finrl Disfibution to:

OWNER

CONTRACTOR

FROMCONTRACTOR:

Kobalt Construction Inc

115 DysonRd
Swiftwater, Pa. 18370

CONTRACT FOR: Concrete/Masonry

12130/2014

PROJECTNOS: 16-4.2

CONTRACTDATE: 10/6/2014

I. ORJGINAL CONTRACT ST]M
2. Net change by Change Orden
3. CONTRACT SUM TO DATE (Line I + 2)
4. TOTAL COMPLETED & STORED TO

DATE (Column G on G703)
5. RETAINAGE:

a. l0 %ofCompletedWork $
(ColrmnD+EonG703)

b. % of Stored Matedal $

ïGi¡tumn F on G703)
Total Retainage (Lines 5a + 5b or

Total in Column I of G703)
ó. TOTAL EARNED LESS RETAINAGE

(Line 4 Less Line 5 Total)
7. LESS PREVIOUS CERTIFICATES FOR

PAYMENT (Line 6 from prior Certifìcate)
8. CURRENT PAYMENT DTJE

CONTRACTOR'S APPLICATION FOR PAYMENT
Application is made for paymen! as shown below, in connection with the Contract.
Continuation Sheet, AIA Document G703, is attached.

The undersigned Contractor certifies that to the best ofthe Contractor's knowledgg
information and belief the Work covered by this Application for Payment has been

completed in accordance with the Cont¡açt Documents, that all arnounts have been paid by
the Conhactor for Work for which previous Certificates for Payrrent were issued and

payments received from the Owner, and that current payment shown herein is now due.

By: Date: December 24,2014
COMMONWEALTH OF PENNSYLVANIA

State ofì County of: Monroe
to before me this 24th day of December, 2014

Notary Public:

In accordance with the Contract Documents, based on on-site observations and the data

comprising the application, the A¡chitect certifies to the Owner that to the best of the
Architect's knowledge, information and belief the Work has progressed as indicaæ{

the quality of the Work is in accordance with the ConF¿ct Documents, a¡rd the Contractor
is entitled to paynrent of the AMOUNT CERTIFIED.

AMOUNT CERTIFIED...... . .... $

(Atlach explanation dffirsfron the amount applied. Initial all/ìgures on this
Application and
ARCHITECT:

changed to conþrmwith the amount cerlified.)

$-:,i-llO
Date: \l-lÙ-zdf

This is not The AMOIINT CERTIFIED is payable only to the
contractor named payment ajrd acceptance ot payment are ì/vlthout

prejudice to æry rights ofthe Owner or Contractor under this Contract.

$

$
$

$

316,042.50
3,075.00

319,117.50
3 l9,l 17.50

$ 0.00

$ 319,1t1.50

0.00

0

zþ,45'
q6d.1t

9, BALANCE TO FINISH,INCLIJDING RETAINAGE
(Line 3 less Line 6)

$

By

NOTARIAL SEAL
JENNIFER L HARRIS

Notary Publ¡c
POCONO TWP, MONROE COUNTY

My Commission Expires oct 16,2016

ADDIIIONS L'T,DUUIIUNSCHANGB ORIJBR SUMMARY
Total changes approved
in previors months by Owner

Total approved this Month $3,075.00 $0.00

$0.00TOTALS $0.00

NET CHANGES by Change Order $3,075.00

AIADOCUMENTGTO2.APPLICAÎONANDCERTIFICATIONFORPAYMENT 1992EDITION AIA'OI992 THEAMERICANINSTITUTEOFARCHITECTS, lT3SNEWYORKAVE,NW,WASHINGTON,OC2OO0É.5292

Users may obtain validatlon of this document by requestlng a completed AIA Document D40l - Gertification of Documenfs Authenticity from the Licensee.



CONTINUATION SHEET AA DOCUMENT G7O3 PAGE2 OF 2PAGES

Project = Gapital lmprovements Phase 2
Engineer = The Architectural Studio
AIA Document G702, APPLICATION AND CERTIFICATION FOR PAYMENT, containing
Contactor's signed certification is attached.

In tabulations below, amounts are stated to the nearest dollar.

Use Column I on Contracts where variable retainage for line items may apply.

APPLICATIONNO: 3
APPLICATIONDATE: Dec 30 2014

PERIODTO: Dec 30 20L4
ARCHITECT'S PROJECT NO: 1 6-14 . 2

IA B c D E F G H
W()KK CUMPLT,I T,IJ M,qIT,KIALS

PRESENTLY
STORED
(NOT IN
D ORE)

IUI AL
COMPLETED
AND STORED

TODATE
(D|-E+F)

(G+C)
7o BALANCE

TO FIMSH
(c-G)

I

RETAINAGE
(IF VARIABLE

RATE)

llïM
NO

DESCruPIION UI WORK
VALUE

SUHBDULbL)
tsKUM PTG,VIUUI'

APPLICATION
(D+E)

IHIS fbruuu

$30,000.00

$45,000.00

$135,000.00

$20,000.00

$19,850.00

$r0,000.00

$8,642.50

$2,000.00

$6,000.00

$3,900.00

$3,000.00

$2,250.00

$r5,400.00

$15,000.00

$3,075.00

100.00%

100.00%

100.0002

100.000¿

100.00%

100.000¿

100.00ol¡

100.00%

100.0002

100.00%

100.00%

100.00%

100.00%

100.00%

100.00%

I
2

J

4

5

6

7

8

9

9

l0
ll
t2
13

t4
15

t6

Mob -Demob General Conditions

Demo

Concrete Sidewalks

Concrete Curbs

MG Crete Repairs lnclude Terace Area

Basketball Hoop

Bollard Repair-Replacement

Topsoil Seed Restoration Lawns

Patching Asphalt

A. 300 SF Sidewalk Replacment

B. 75 LF Curb Replacement

C. 300 SF Asphalt Replacement

Gl Anti Spall

G2 Re Caul Ex Joints

Change Orders Below

Change Order I
Change Order 2

s30,000.00

$45,000.00

$135,000.00

$20,000.00

s19,850.00

$10,000.00

$8,642.50

$2,000.00

$6,000.00

$3,900.00

$3,000.00

$2,250.00

$15,400.00

$15,000.00

s0.00

$3,075.00

2l $ ,ooo.oo

' $ ,ooo.oo

$135,000.00

$20,000.00

$19,850.00

$7,500.00

$8,642.50

$2,000.00

$6,000.00

$3,900.00

$3,000.00

$2,250.00

s15,400.00

sl 5,000.00

$0.00

$3,075.00

5tN
$0.00

s0.00

$0.00

$0.00

$2,500.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

h so.oo

.00

$307

$0.00

$l

$l
$

GRAND TOTALS $319,1 17.50 $31 617.50 500.00 s0.00 $3 l9,l 17.50

Phase"2" Concrete and at Bushk¡ll Elem. School

Users may obtain validat¡on of th¡s documênt by r€questing of the license completed AIA Document tX0l - Gertification of Documenfs Authentic¡ty

AIA DOCUMENT G7O3 CONTINUATION SHEET FOR G7@ . 1992 ÊDITION 'AIA @1992

THE AMERICAN INSTITUTE OF ARCHITECTS, 1735 NEW YORK AVENUE, N W. WASHINGTON. D.C 20006-5232

46

G703-1992



CONTRÂCTOR's APPLICANO}¡ FOR PAYITIENT ,rf,r4l
To Owner: EAST STROUDSBURG SCHOOL DISTRICT

50 VINE STREÉT
EAST STROUDSBURG, PA 18301

Frum Contractor llorthoast Slte Contractors
32¡t{l Oak Grçve Drlve
East StÌoudsburg, PA 18302

PROJËCT NO. 16-14.1 NEO15

ProJect
Location:
Archltecht:

J. T. LAMBERT INTERMEDIATE SGHOOL
2OOO MITFORD ROAD
THE ARCHITECTURAL STUDIO

Appllcatlon No,: #2

Line 1

Line 2
Line 3
Line 4
Une 5

Line 6
Line 7
Line I

6 14,457 .2e y'
21 112.65y'

less Line 4): $ 73,4

Ìhe undersignåd contraç1or certifies thal to tho best of tha contractor's kntnMedge.

lnformallon and belief lhe wo¡t oorered by rhh Appllcation fur Payment has be€n

æmpleted in accordanoe with rhe contrafÍ doeumenta, and that cunent psymsnt

shonn hersin is now due.

coHTR.{CToR: NortheastSile ContractoF

8Y:

Work Through Date: f nÙnú4
Retalnage: None

Terms: Net 15 Days

Chanqe Ordere SummaryOriginal Çontract Sum:
Net Change By Change Orders:
Contract Sum To Dat6 (L¡nes 1 &2):
TotalComdete & Stored To Date:
Retainage 10% of Gompleted Work
Less For

Balance To (Line

s 221,220,00 I
'ç rrr,rri.oo {
$ 144,572.63

/

s¡;ft'þ-ala
5t¿te of:

and sworn ìo before me this

Notary Public:

,/ /- '/
countyof: ¡¡ç¡ 10 l-

l*irv'"í iiu^g.r z.ô/{ ¿¿Ãibâ

"*n&n¿ -/ar

PENNSYTVANIA

øh-- ?îrE

h&llc
Commission Expires: e.4.4 ¿r1)t



T

To Owno;

Prorectl
Locltlon:
Architsclrt:

EAsl 8ÎROUÞ8AuRG gCtlOOL OlSfRlCT

50 VINE gTREET

EAST SfROUDSBURG, PA t8!OT

J. T. LAITBERT INTERIIEÍXATE SCHOOL

2OOO 1IILFORD ROAD

Hanover A¡roc.

From Gontrector: Noñt*æt Slte Goûtrrctorr
32¡l{l Oak Grcvo Drive

EFt Slroudsbúg, PA 18302

1 ol2
t1

LÞtail Page No:

rAppilicetbn No:
Wo{t DstÊ:

N oK I MH Je F Gå ct D
E6láncÊ lo FinlshThiB Aooíl¡cstion CornDl€{ed to DabOuml.ity Tolsl AfndrnlUí¡t No.

Amo{IrtOuaÍltv Amounl QuantlyQuanlrty ÀnounlQuan¡tty Amounl
0.3 s9s4.sl 1o.7 t2,?28.100.5 s1,591.s0 0.2 s636.60I s3,183 00MOBTL|Z^TlOùl53,r83.00 LS t0

s2,023.0052,023.00 0.3 s86o7¡2,800.00 a.71STAGGING AREA FENCELS 20
s275.400.6 92.7ô4_00 0.1 $1,836,000.rl4.2 591E.ooI ¡4,590.0030 BARICAD'ES I TRAFFIC CONTROLLS

aræ.ws25,S0.00 a2 s6,490.@5s,z¡s.oo 0.5 0.8f;t2.150.û0 0.3L40 DEMOLITIONLS
¡1.12sl 1.2f0.00 0 50.00s1.121.00 0.9 1511 .210.00 0.1DOGHOUSE INLET/ NA^/ M TOPS ILS 50

s0,210.00 10 5460.00So.m 13s 1355{¡,67û.00145LF 80 21
42,728.55s27.289.50 300 s2,070.ms2.070.00 365s 3955s2s.359.50 3004Z5556.90 SF 70 NEW SIDEWALK

s0.m $155 313.200 00 0s6.000.00 30 '7,55 s13,200.00 25SY 80 NE'W ASPHATTWAII(WAY
52.350.000 90,00 ISo.oo So.mI 52,350.00LS so REAPIR TRÀClÛBOAROS¡SCREENI NGS
s3,750,m 50.0050.00 0 s0.00 150.00I 93,750.00rtEW RAILS I SAND & PAIÑÍLS 100

$0.0016æ ss,2r6.o0So.oo 0 s0.00So oo1630 $5,2f 6 0{AF 110 TOPSOIL / SEÉD / }/IÅTTING
s2.8É¡5.00 s850,500.250.75 0.Ì5 s8.505.00511.340.00 s0.00ILS 120 ASPI{ALT PATCHING

$28,87s.00s0-00 75s0.00 s0.G0 075 s28.875.005385,00 EA 130 PATCHING
ss.542.53 0,15 $1,683.980.85 .53 0.85sr 1,226.50 So.o€1LS 140

0.85 533,702.50 0.ls s5,947.s00.8s s33,702.501 s39,850.00 s0.00BIG STEPSLS 150
$s.s20.oos0.00 Is0.00 50.a0 01 s5,5æ.00LS 160 ALTERNATE G.1 A¡il SPAIIiNg
s7.19204o.2 s1,94&m 0.8s0.00 4.21 s9,710.00ALf ERNATE G-2 CaulldruLS 17A

50.00 s0.000 s0.00 050.00s0.00
s0.00 $0.00s0.00 0 $0.00 0s0.00

0 s0.00 utl,0 s0 c0s0,00
0 s0.00 $0,000 t0-00s0.00

f0.0cs0.00 0 s0.00s0,00 0s0.00
$0.000.00 s0.m 0 $0.000$.m
s0.00s0.ûo 0 s0.000s0.00
$0.00so.m 0 50.oos0.00 0s0.0{)

s0.00 0 so.0oU.(ru 0

378.6¡*t.3t ¡l{,.Ír.26t1&,E72.83¡2r.458.5{l ¡r21,'t,l&13l2:1,aN-ûTOTAL COT{TRACT
CHANGE

;0.00 s0.00 s0.000 s0.00 0s0.00
;0.00 0 50.00 $o.oo0 s0.0cs0.00

So.@ $0.00¡0,0{ 0 30m 090.00
s0.@ $0.000 s0.00 0$0.00

0.00 So.m $0.000 50.æ 0¡0.00
,0.00 s0.m 30.m0 $0 00 G$0.00

s0.æ0 $0.00 0$o.oos.00
s0.( )l ¡0 00s0.00 0 ¡0.00 0$.0{

0IU.UU 0 91.00$0.00
o.00 $0.00 0 s0.o 'l ¡0.m0$0.00
ñff 30.00

tr{,457,2€s1 21t221,22C.00 t21,45ô.30Total Completad To Dlto;



GONTRACTOR'S APPLICATION FOR PAYMENT

To Owner: EAST STROUDSBURG SCHOOL DISTRICT
50 VINE STREET
EAST STROUDSBURG, PA I8301

From Contractor: Northeast Site Gontracto¡rs
32,O Oak Grove Drive
East Stroudsburg, PA 19302

PROJECT NO. 16-14.1 NEOI5
Project:
Location;
Architecht:

Finish (Line 3 less Line $ 55,811.90

The undersigned contractor certifies that to the best of the conlractocs knowledge,
information and belief the work covered by this Application for payment has been
completed in accordance with the contrect documents, and that cunent payment
shown herein ¡s noü/ due.

CONTRAGTOR: No Site Gontractors

BY: DATE: {t,

Application No.: #3
Work Through Date. 1213112014

Retainage: None
Terms: Net 15 Days

Change Orders Summary

J LAMBERT INTERMEDIATE
2OOO MILFORD ROAD
THE ARCH ITECTURAL STUDIO

Line 1

Line 2
Line 3
Line 4
Line 5
Line 6
Line 7
Line I

Original Contract Sum:
Net Change By Change Orders:
Contract Sum To Date (Lines I & 2):
TotalComplete & Stored To Date:
Retainage 5olo of Completed Work
Less Prevíous ications For

Balance o

fi 221,220.OO

221,220.00
165,408.10

8,270.41
115.36

$
$
$
$
$

State of: /4
and sworn to before me this

PENNSYLVANIA county o¡' ¡¡ o,i 10 e-

{ dayof }c^r r/..FY L¿t tt

Gurrent Due 27 33

2076



-l i T'Ð Ownbn

Pro¡ect:

Locaüon:
Archltecht

EAST STROUDSBURG SGHOOL DISTRICT

50 VINE STREET
EAST STROUDSBURG, PA I83OI
J. T, LAITIBERT INTERI'EDIATE SCHOOL
2000 friltfoRf, RoAD

F¡pm ContracbÍ ilortfi €ast Site Contñctons
32¡10 Oak Grove Drive
East StrÞudsburg, PA 18302

Deta¡l Page No: 1 dj 2
Appilication No: #ì

Hanover Assoc. Work Date: 72ßL/2ot4
A B c D E F G H J K L M N 0

Unit Price Unit Item No. Descrlpuon Quantitv Total Amounl Previous Appilication This Applllcat¡on ComDleted to Date Balanoe to Finlsh Retalnaqe
Quantity Amounl Quanlitv Arnount Ouantitv Amount Quantitv Amount

5z.22B.tos3. I 83.00 LS 10 MOBILIZATION 1 $3,183.00 o.7 s0.00 o.7 ç2,228.10 o.3 S9s4.90 $1 11.41

s2,023.00$2.890.00 LS 20 STAGGING AREA FENCE 1 $2,890.00 0.7 0.3 s867.00 1 $2,890.00 0 So.m s'1,f4.50
s4.590.m LS 30 BARICADES / TRAFFIC CONTROL 1 $4,590,00 0-6 S2.7s4.oo 0.3 st,377.OO 0.9 131 ,00 0.1 $206.55

S32.4so.oo LS 40 DEMOLITION 1 $32,450.00 0.8 S25.960.00 0.1 93,24s.00 0.9 $29,205.00 0.1
S11.210.00 LS 50 DOGHOUSE INLET/ NEW M TOPS 1 $11.210.00 t Su,210.oo s0.00 1 $ll 0.00 0 s0.m

s46.00 LF 60 NËVV CURB 21' 145 $6.670.00 135 S6,210.oo 10 s460.00 145 $6.670.00 0 $333.50s0.m
s6-90 SF 70 NEW SIDEWALK 4255 s29.359.50 3955 s27,289.s0 300 52,o7o.oo 4255 $29.359.50 0 s0.oo

s13,200.00$24o.oo SY 80 NEW ASPHALTWAIKWAY 55 s13.2m.00 55 s0.00 55 sr3.200.00 o $660.00
S2,35o,oo LS 90 REAPIR TRACK/BOARDS/SCREENINGS 1 s2.350.00 So.oo I S2.3so.oo I s2.350.00 o $o.oo $117.50
s3,320.0û LS 100 NEW RAILS / SAND & PAINT t $3,750.00 s0.00 So.oo 0 s0.00 1 7 $0.00

s3.20 SF 1't0 ÎOPSOIL/SEED/MATTING 1630 $5,2r6.00 s0.00 So.oc 0 $0.00 1630 $0.00
Su.34o.oo LS t20 ASPHALT PATCHING 1 $11,340,00 0.75 s8.s0s,00 0.25 s2.83s.OC I $r r,340.00 o s0.m s567.00

538s.oo EA 130 CONCRETE PATCHING 75 $28,075,00 s0.00 So.oo 0 $0.00 75 $0.00
s11.226.s0 LS 740 SMALL STEPS 1 $11.226.50 0.85 s9.542.s3 0.15 S1,683.es 1 $11,226.50 0 U.UU s561 33
s39.6s0.00 LS 150 BIG STEPS 1 s39.650.00 0.8s S33,702.50 0.15 s5,947.s0 1 $39,850.00 0 s1.982.50

s5.520.00 LS 't60 ALTERNATE G-1 Antl Spatlinq t s5.520.00 $o.oo So.oo 0 $0.00 7 s5,520.00 00.00
S1,9,18.00s9,740.00 LS t70 ALTËRNATE G-2 CaUIKInq 1 s9.740.00 o.2 s0.00 0.2 $1,94S.00 0.8 Sz,7g2.oo $97.40

$0.00 s0.0! 0 s0.00 0 So.m $0.00
$0.00 So.oo 0 $0.00 0 $0.00
$0.00 s0.00 0 $0.00 0 So.oo $0.00
$0.00 So.oo 0 0 So.oo $0.00
$0.00 s0.00 0 $0.00 0 s0.00 $0.00
$0.00 So.oo 0 $0.00 0 $0.00
$o.00 So.oo 0 $0.00 0 0.o0 s0.00
$0.00 0 s0.00 0 so.oo $o.oo

So.o¡ 0 $0.00 0 so.oo $0,00
TOTALCONTRACT 92:21,2m.00 $r¡l4.572.G3 S20.886.¡t8 $r65,¡|{)8.10 ¡õ5.8rr.90 s8.270-4t

CHANGE ORDERS
$0.00 s0.m 0 $0.00 0 So.@ $0.00
s0.00 s0.00 0 $0.00 0 $0,00
s0.00 s0.00 0 s0.00 0 ;0.(þ $0.ü)
$0.00 So.oo 0 $0.00 0 0.ü) s0.00

;0.00Change Order Total: s0.00 5o.os So.oo s0,00

$165,108-10Proiect Total Completêd To Date: i2:21,220.00 $l¡f4,572.63 s20.835.48 1.90 $8,270.41



CONTRACTOR'S APPLICATION FOR PAYMENT

To Owner: EAST STROUDSBURG SCHOOL DISTRICT
50 VINE STREET
EAST STROUDSBURG, PA 18301

From Gontractor: Nortr¡east Site Gontractorc
3240 Oak Grove Drlve
East Stroudsburg, PA 18302

PROJECT NO. 16-14.1 NEOl5
Project:
Location:
Architecht:

J. T. LAMBERT INÏERM SCHOOL Applicaton No,: #4
2OOO MILFORD ROAD
ÏHE ARCHITECTURAL STI.JDIO

Original Contract Sum:
Net Change By Change Orders:
Contract Sum To Date (Lines 1 A 2)
TotalComplete & Stored To Date:
Retainage 5o/o of Completed Work
Less Previous For

Balance To Finish (Line 3 less e4

8 221,220.00

$
fi 221,220.00
$ 168,396.10
$ 8,419.81

$ 157 137.70

52,923.90

DArE: Z leÅ

county ofi IAO¡| "0 
L

Z. dayof fLlnt ry, ¿otç

Work Through Date: 113112015
Retainage: None

Terms: Net 15 Days

Change Orders SummaryLine 1

Line 2
Line 3
Line 4
Line 5
Line ô
Line 7
Line I

The undersigned contractor certifies that to the best of the contractor's knowledge,
information and belief the wo¡k covered by this Application for payment has been
e,ompleted in accordance with the contract documents, and that cunent payment
shown herein is now due.

CONTRACTOR: Slte Cont¡actors

BY:

State of:
and sworn to before me this

PENNSYLVANIA

rrent Due:

PublÈ
llotartât Seal

NotaryPubr¡c': -& Wr¿/Pb
Commission Expires: Sg//. ??¡ àd/l



To Owner:

Prolect:
Locat¡on:

EA{¡T STROUDSBURG SCHOOL DISTRICT
50 VINE STREET
EASTSTROUDSBURG, PA IB3OI
J, T. LAIIIBERT IN'IERMEDIATE SCHOOL
2000 MtuoRo RoAD

Àisoc.

From øntractor: Noúeast Sfte Gontracfoß
3240 O"* U-"" On*
East gtroud3burg, PA 18302

1oÍ2
&

Debil Page No:

Applllcatior No:

Work Date:
Á B c t) E F G H J K L M N

Unit Price unit Item No DescriÞtion Quentity TotalAmounì Prevlous Appilicetlon This Aooili{åtion Completed to Date to F¡nßh Retelnåqe
Ousnt¡lv Amounl Quantitv Amount Ouentitv Amount Quentitv Amount

LS l0 MOBILIZATION 1 s3.183.m o.7 Sz.228.10 So.oo 0.7 E2.22AtO 0.3 $111.41
2,890.00LS 20 STAGGING AREA FENCE 1 62,890.00 1 s0.00 I ¡2.890.00 o $l¿14.50

i4.590.m LS 30 , ttl 
^ô

BARICADES /TRAFFIC CONTROL I 0.9 0.9 $4.131.00 0.1 s208.55
LS 40 DEMOLIIIÔN 1 $32.450 00 0.9 s29.20s.00 So.oo 0.9 s29.205 00 0.1 $245"m
LS 50 DOGHOUSE INLET/ NEW M TOPS I $'l f .210.00 I s11,2rc.m s0.00 7 s11,210.00 0
LF 60 NEWCURB 21" 145 $6.670.00 L45 s6,670.00 s0.00 14s $6,670.00 0 s0.00

6.90 SF 70
s2s,359,50

NEWSIDEWALK 4255 s29.359.50 4255 s0.00 0
240.00 SY 80 NEWASPHALT WALKWAY 55 $13.200.00 55 so.o0 55 0 So.æ $ô60.00

s2.3s0.o0 LS 90 REAPIR TRACK/BOARDS/SCREENINGS t 2qn nn1 s2.350.00 1 so.00 7 0 So.m $117.50
s3.320.00 LS 100 NEIA' RAILS / SAND & PAINT 7 0.9 0.9 o.1 $143.40

53.2( SF 110 I 1630 s5.216.00 s0.00 0 30.00 1630 ss.216.0C s0.0c
s11.340.m LS 120 ASPHALT PATCHING 1 $11.940.00 I s11.340.o0 1 $'l 1,340.00 0 3587 00

EA 130 CONCRETE PATCHING 75 $28.875.00 s28.87S.0CSo.oo so.m 0 s0.00 75 $0.00
LS 140 Si¡IALL STEPS 1 s1 1.226.50 I s11.226.s0 So.m 1 $11.226.õ0 o s561.33
LS 150 BIG SIEPS I $39.650.00 I so.00 1 c $l

5,520.m LS 0.00160 ALTERNATE G.1 AnH SÞaIIInq 7 $5,520.00 So.oo 0 1
s9.740.00 LS L7D ALTERNATE G¿ Caulkir¡q 1 $9,7¿!0,00 0.2 $o,oo o.2 0.8 s97.40

$0.00 s0.00 0 0
s0.00 0 $0.00 0 S0.oo $o.00
s0.00 So.oc 0 s0.00 0 So.oo to.o0
s0.00 so_of 0 $0.00 0
$0.00 0 $0.00 0 So"oo
80.00 $o'oc c 0 SoJo
$0.00 So.oc 0 $0.00 0 So,oo
$0.00 90.0c c s0.00 0 So.oo

0 0 So.oo
TOTAL CONTRACT ¡iní.220.o0 i165,,O8.t0 sr68.396.t0 ¡52.ti13.9r

s0.00 so.m 0 s0_0c 0 s0.cxl
s0.00 0 $0_0c 0 So.oo
s0.00 So.oo 0 s0_00 0
$0.00 So.m 0 $0.00 0 s0-00

Change Otder Tot¡l: So.oo so,m So.oo s0.0!
t221.220.00Pro¡sct Tobl Complêbd To Oele:

58.¡H9.ol5,¡108.'10 32.988.00 3168,396.t0 ¡52,8'¡3.90



AF,PLIUA I IUN ANU GER.TIFIGATION FOR PAYMENT AIA D)CUMENT G7O2 PAGE ONE OF 3 PAGES

TO OWNER East Stroudsburg Area School Dist

50 Vine Street

East Stroudsburg, PA 18301

FROM CONTRACTOR:

Wind Gap Electric, Inc.

125 West Seventh Street
Wind Gap, PA 18091

CONTRACT FOR: Electrical Construction

PROJECT: HVAC Renovations & APPLICATION NO

Lighting Upgrades at

ESSD J.T. Lambert Intermediate School

PERIOD TO:

VIAARCHITECT:
Strunk-Albert Engineering

804 Seven Bridge Road
East Stroudsburg, PA 18301

Distribution to:

CONTRACTORU3U15

PROJECTNOS: (JTL) 18613

CONTRACTDATE:

CONTRACTOR'S APPLICATION FOR PAYMENT
Application is made for payment, as shown below, in connection with the Contract.
Continuation Sheet, AIA Document G703, is attached.

The undersigned Contractor certifies that to the best ofthe Contractor's knowledge,
information and belief the Work covered by this Application for Payment has been
completed in accordance with the Contract Documents, that all amounts have been paid by
the Contactor for Work for which previous Certificates for Payment were issued and
payments received from the Owner, and that current payment shown herein is now due.

CONTRACTOR: Wind Gap Electric, Inc.

By: Jaray 26, n15

State of: Pennsylvania County of:
Subscribed and swom me this
Notary Public:
My Commission t")
In accordance with the Contract Documents, based on on-site observations and the data

comprising the application, the Architect certifies to the Owner that to the best of the
A¡chitect's knowledge, information and belief the Work has progressed as indicated,

the quality of the Work is in accordance with the Contract Documents, and the Contractor
is entitled to payment of the AMOUNT CERTIFIED.

AMOUNTCERTIFIED........... $ Lì

(Attach explanation if amount certiJìed iliffers from the amount applíed. Initial all /ìgures on this
Application and onthe Continuation Sheet that are changed to conformwith the amount certi/ìed.)
ARCHITECT: Strunk-Albert Engineering

By: J.-C_ E. Àù*__ Date:

1. ORIGINAL CONTRACT SUM
2. Net change by Change Orders
3. CONTRACT SLIM TO DATE (Line I + 2)
4. TOTAL COMPLETED & STOREDTO

DATE (Column G on G703)
5. RETATNAGE:

a. l0 Yo of Completed Work $
(ColumnD+EonG703)

b. % of Stored Material $

-(Coh¡mn 

F on G7o3)
Total Retainage (Lines 5a + 5b or

Total in Column I of G703)
6. TOTAL EARNED LESS RETAINAGE

(Line 4 Less Line 5 Total)
7. LESS PREVIOUS CERTIFICATES FOR

PAYMENT (Line 6 from prior Certificate)
8. CURRENTPAYMENTDUE
9. BALANCE TO FINISH, INCLUDING RETAINAGE

(Line 3 less Line 6)

$

$

$

$

1,000,000.00
0.00

1,000,000.00
163,100.00

16,310.00

$

$

$

$

16,310.00

146,790.00

790.00

$

This ificate is not negotiable. The AMOUNT CERTIFIED is payable only to the
Uontractor named herem. lssuance, payment and acceptance of payment are wthout
prejudice to any rights ofthe Owner or Contractor under this Contract.

CHANGE ORDERSUMMARY ADDI'I'IONS Db,DUC'IIONS
Total changes approved
in previous months by Owner

Total approved this Month

TOTALS $0.00 $0.00

NET CIIANGES by Change Order $0.00

AIA DOCUMENT G7O2 ' APPLICATION AND CERTIFICATION FOR PAYMENT . 1992 EDITION .AIA .@1992 THE AMERICAN INSTITUTE OF ARCHITECTS, 1735 NEW YORK AVE., N.W, WASHINGTON, DC 20006-5292

Users may obta¡n validation of this document by requesting a completed AIA Document D40l - Certification of Document's Authenticity from the Licensee.



CONTINUATION SHEET AIA DOCUMENT G7O3 PAGE 2OF3 PAGES

AIA Document c702, APPLICATION AND CERTIFICATION FOR PAYMENT, containing
Contractor's signed certification is attached.

In tabulations below, amounts are stated to the nearest dollar.
Use Column I on Contracts whe¡e va¡iable retainage for line items may apply.

APPLICATIONNO:
APPLICATION DATE:

PERIOD TO:
ARCHITECT'S PROJECT NO:

4
t/26/1s
L/3]./Ls

,xTr,) 1861_3

A B c D E F G H I
\,VUKI( UUMtsLþIT,DITEM

NO.
DESUKIPIIUN UT. WURK SCHEL'ULEI)

VALIJE T.KUM Pl(bVIUUS
APPLICATION

(D +E)

IHIS PEruUL)
MA''IEKIALS
PRESENTLY

STORED
(NOTIN
D ORE)

IUI'AL
COMPLETED
AND STORED

TO DATE
ID+E+F)

(G+C)
Yo BALANCE

TO FINISH
(C- G)

KETAINAU¡;
(IFVARIABLE

RATE)

l0

I

7

8

9

2

3

4

5

6

Bond & Insurance

Supervision

Mobilization

Demolition

Lamp Recycling

Conduit (Distribution) - M
-L

Wire (Distribution) - M
.L

PanelboardsD(ftnr./Disc. Sw. - M
-L

Conduit (Branch) M
L

Wire (Branch) - M
-L

$23,000.00

$25,000.00

$12,000.00

$88,000.00

$10,000.00

$10,400.00

$11,300.00

$19,000.00

$3 1,000.00

$r0,000.00

$6,000.00

$19,000.00

$67,000.00

$26,000.00

$36,000.00

23,000.00

4,000.00

8,000.00

7,000.00

0.00

17,400.00

10,000.00

4,400.00

5,300.00

5,000.00

8,000.00

0.00

0.00

4,000.00

7,000.00

0.00

2,000.00

2,000.00

0.00

0.00

1,000.00

1,000.00

7,000.00

12,000.00

2,000.00

1,000.00

4,000.00

8,000.00

5,000.00

15,000.00

23,000.00

6,000.00

10,000.00

7,000.00

0.00

12,000.00

20,000.00

2,000.00

1,000.00

8,000.00

15,000.00

22,400.00

2s,000.00

5,400.00

6,300.00

100.00%

24.00%

83.33%

5192%
55.75%

63.16%

64.52o/o

20.00o/o

16.670/o

42.11%

22.39%

86.t5%

69.44%

7.95o/o

0.00%

19,000.00

2,000.00

81,000.00

10,000.00

5,000.00

5,000.00

7,000.00

l1,000.00

8,000.00

5,000.00

I1,000.00

52,000.00

3,600.00

11,000.00

0.00

Users may obta¡n val¡dat¡on of this document by of

AIA DOCUMENT G7O3 ' CONTINUATION SHEET FOR G702. 1992 EDITION .AIA.O1992
THE AMERICAN INSTITUTE OF ARCHITECTS, 1735 NEW YORK AVENUE, N.W, WASHINGTON, D.C. 20006.5292

a completed AIA Document D40l - Certification of Document's Authenticiþr

G703-'1992
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AIA Document c702, APPLICATION AND
Contractor's signed certification is attached.

CERTIFICATION FOR PAYMENT, containing APPLICATIONNO:
APPLICATION DATE:

PERIOD TO:
ARCHITECT'S PROJECT NO:

r/%/ß
t/3a/ß

,YTr,) 18613

In tabulations below, amounts axe stated to the nearest dolla¡.
Use Column I on Contracts where variable retainage for line items may apply.

Users may obta¡n validation this document by requesting of the license a

AIA DOCUMENT G7O3 . CONTINUATION SHEET FOR G7O2 . ,1992 EDITION . AIA . OI992
THEAMERICAN INSIITUTE OFARCHITECTS, 1735 NÊWYORKAVENUE, N.W. WASHINGTON, D.C. 20006-5232

A B c D E F G H I
WUKI( UUMPLIJIÏI)llïM

NO.
DESCRIPTION OF WORK SCHb,DULED

VALUE t,RUM PREVIOUS
APPLICATION

(D+E)

IHTS PERIOI)
MA'IIiRIALS
PRESENTLY

STORED
(NOTTN
D ORE)

IUI'.qL
COMPLETED
AND STORED

TO DATE
(D+E+F)

(G+C)
"/o BALANCE

TO FINISH
(c- c)

KEIAINÁ.GB
(IF VARIABLE

RATE)

1l

t2

t3

14

l5

t6

t7

l8

Lighting Fixtures - M
-L

Switches, Receptacles & Plates - M
-L

Lighting Controls - M
.L

Fire Alarm System - M
-L

Final Inspections & Commissioning

Punch List Items

Close-Out Documents

Data - M
.L

$350,000.00

$150,000.00

$4,000.00

$26,000.00

$27,000.00

$42,000.00

$4,400.00

$400.00

$500.00

$s00.00

$500.00

$400.00

$600.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

350,000.00

150,000.00

4,000.00

26,000.00

27,000.00

42,000.00

4,400.00

400.00

. 500.00

500.00

500.00

400.00

600.00

$1,000,000.00 $r03,100.00 $60,000.00 $163,100.00 16.31% $836,900.00

AIA Document D401 - Gertification of Document's Authenticity

G703-1992



APPLICATION AND CERTIFICATE FOR PAYMENT

To owne¡: East Stroudsburg School District
50 Vine Street

East Stroudsburg, PA 18301

From Contractor: Myco Mechanical, lnc.

1 N Washington Street

Telford, PA 18969

Contract For:

Project: 1416S JT Lambert lntermediate School Application No.

Period To:

Via Architect: Strunk-Albert Engineering

RD 5 Box 5198 Seven Bridges Rd

East Stroudsburg PA 18301

Project Nos:

8 Distribution to:
I owner

fI Archite*
E Contractor1131t2015

Contract Date: 5l3Ol2O14

CONTRACTOR'S APPLICATION FOR PAYMENT
Application is made for payment, as shown below, in connection w¡th the Contract
Continuation Sheet ¡s attached.

The undersigned Contractor certifies that to the best of the Contractor's knowledge,
information, and belief, the work covered by this Application for Payment has been
completed in accordance with the Contract Documents. That all amounts have been
paid by the Contractor for Work for which prev¡ous Certificates for Payment were
issued and payments received from the Owner, and that current payment shown
herein is now due.

CONTRACTOR: Myco Mechanical, lnc.

C)o
=
=oz.
¿r

=-o
!

=zØ
E
z.

1. Original Contract Sum .

2. Net Change By Change Order . . . .

3. Contract Sum To Date .

4. Total Completed and Stored To Date

5. Retainage:
a. 10.00% of ComPleted Work

b. 0.00% of Stored Material

Total Retainage

6. Total Earned Less Retainage

7. Less Previous Certifìcates For Payments

8. Current Payment Due . .

9. Balance To Finish, Plus Retainage

,,, â"inrliììá D^",01-vD'hD¡,

stateor: PennS UIV
b"efore

AnÌ.A. á rr countyor: hW[f-Smethis Óv 
, ,91tot )Tru(MLt

ItúCttdYlCI,lì bW,D ¿ v vv -
$194,926.04

$0.00

$3,338,500.00

$10,859.78

$3,349,359.78

$1,949,260.35

$194,926.04

$1,754,334.31

$1,671 ,564.46

$82,769.85

$1,595,025.47

Subscribed and sworn to
Notary Public: Meaghan Ellis
My Commission expires:

,lúrc.t l, ht)
ARCHITECT'S CERTIFICATE FOR PAYMENT
ln accordance with the Contract Documents, based on or¡site observations and the data
comprising the above application, the Architect certifies to the Owner that to the best of the
Architect's knowledge, information, and belief, the Work has progressed as indicated,
the qual¡ty of the Work is in accordance with the Contract Documents, and the Contractor
is entitled to payment of the AMOUNT CERTIFIED.

AMouNr cERÏFtEo $ 92,769.95

(Attach explanat¡on ¡f amount ced¡f¡ed diffeß from the amount appl¡ed. lnitial all figures on this Application and on the
Continuat¡on Sheet that are changed to conform with the amount ceftif¡ed )

ARCH

This is not negotiable. The AMOUNT CERTIFIED is payable only to the
Contractor named herein. lssuance, payment, and acceptance of payment are without

=<l
Oñô-
=o3V

ui.Z =îec93çl
T.oa 

= =E.æ¡-Ë
B 5Ei*
:ãõ EÈÞc) Ø
-oJc
'2,
NIo<
ã

Additions DeductionsCHANGE ORDER SUMMARY

$10,859.78 $0.00
Total changes approved
in previous months by Owner

Total Approved this Month $0.00 $0.00

$10,859.78 $0.00TOTALS

$10,859.78Net Changes By Change Order prejudice to any rights of the Owner or Contractor under this Contract.



CONTINUATION SHEET Page 2 of5

Application and Certification for Payment, containing
Contractor's signed certification ís attached.
ln tabulations below, amounts are stated to the nearest dollar.
Use Column I on Contracts where variable retainage for line items may apply

lnvoice#: 14165#8 Contract : 1416$ JT Lambert lntermediate School

Application No. :

Application Date:
To:

Architect's Project No. :

8

01t31t15
01131t15

A B c ED F G H

Work Completed Materials
Presently

Stored

(Not in D or E)

Total
Completed
and Stored

To Date

(G/c)
Balance
To Finish

(c-G)

RetainageItem
No.

Description of Work Scheduled
Value From Previous

Application
(D+E)

This Period
ln Place

1

2

3

4
5

6

7

8

I
10

11

12

13

14

15

16

17

18

19

20
21

22
23
24
25
26
27
28

29
30
31

32

Bond
Permits
Mobilization
Submittals
Allowance
Pre-Construction Planning
Demo
Phase 1

Phase 2A
Phase 2B
Phase 2C
Phase 2D
Phase 2E
Phase 3

POD AIt M-4
HVAC Pipe
Hanger Material - P-1

Hanger Labor - P-1

Pipe Material- P-1

Pipe Labor - P-1

Hanger Material - P-2A
Hanger Labor - P-24
Pipe Material - P-zA
Pipe Labor - P-2A
UG CHW Material
UG CHW Labor
Hanger Material - P-28
Hanger Labor - P-28
Pipe Material- P-28
Pipe Labor - P-28
Hanger Material - P-zC
Hanger Labor - P-2C

75,000.00
20,000.00
20,000.00
20,000.00
77,630.00
20,000.00

0.00
15,000.00
4,000.00
4,000.00
4,000.00
4,000.00
4,000.00

10,000.00
5,000.00

0.00
25,000.00
25,000.00

150,000.00
120,000.00

8,000.00
8,000.00

50,000.00
35,000.00
20,000.00
10,000.00
3,000.00
3,000.00

15,000.00
10,000.00

3,000.00
3,000.00

75,000.00
20,000.00
20,000.00
20,000.00

0.00
12,000.00

0.00
15,000.00

0.00
0.00

4,000.00
4,000.00
1,320.00
1,000.00

0.00
0.00

25,000.00
22,500.00

150,000.00

92,400.00
8,000.00
1,600.00

50,000.00
7,000.00

20,000.00
0.00

3,000.00
0.00

15,000.00
0.00

3,000.00

3,000.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

75,000.00
20,000.00
20,000.00
20,000.00

0.00
12,000.00

0.00
15,000.00

0.00
0.00

4,000.00
4,000.00
1,320.00
1,000.00

0.00
0.00

25,000.00
22,500.00

150,000.00

92,400.00
8,000.00
1,600.00

50,000.00
7,000.00

20,000.00
0.00

3,000.00
0.00

15,000.00
0.00

3,000.00

3,000.00

100.00%
100.00%
100.00%
100.00%

0.00%
60.00%

0.00%
100.00%

0.00%

0.00%
100.00%
100.00%
33.00%
10.00%
0.00%
0.00%

100.00%
90.00%

100.00%
77.00%

100.00%
20.o0%

100.00%
20.00%

100.00%
0.00%

100.00%
0.00%

100.00%
0.00%

100.00%
100.00%

0.00
0.00
0.00
0.00

77,630.00
8,000.00

0.00
0.00

4,000.00
4,000.00

0.00
0.00

2,680.00
9,000.00
5,000.00

0.00
0.00

2,500.00
0.00

27,600.00
0.00

6,400.00
0.00

28,000.00
0.00

10,000.00
0.00

3,000.00
0.00

10,000.00
0.00

0.00

7,500.00
2,000.00
2,000.00
2,000.00

0.00
1,200.00

0.00
1,500.00

0.00
0.00

400.00
400.00
132.00
100.00

0.00
0.00

2,500.00
2,250.00

15,000.00
9,240.00

800.00
160.00

5,000.00
700.00

2,000.00
0.00

s00.00
0.00

1,500.00
0.00

300.00

300.00



CONTINUATION SHEET Page 3 of5

Application and Gertification for Payment, containing
Contractor's signed certification is attached.
ln tabulations below, amounts are stated to the nearest dollar.
Use Column I on Contracts where variable retainage for line items may apply.

lnvoice # : 14165 #8 Contract : 14165- JT Lambert lntermediate School

Application No. :

Application Date:
To:

Architect's Project No.

01131t15
01t31t15

A B c ED F G H

Work CompletedItem
No.

Description of Work Scheduled
Value From Previous

Application
(D+E)

This Period
ln Place

Materials
Presently

Stored

(Not in D or El

Total
Completed
and Stored

To Date

(D+E+F)

(G/c)
Balance
To Finish

(c-G)

Retainage

33
34
35
36
37
38

39
40
41

42
43
44
45
46
47
48
49
50
51

52
53
54
55
56
57
58

59
60

61

62
63
64

Pipe Material - P-2C
Pipe Labor - P-2C
Hanger Material - P-2D
Hanger Labor - P-2D
Pipe Material - P-2D
Pipe Labor - P-2D
Hanger Material - P-2E
Hanger Labor - P-2E
Pipe Material - P-2E
Pipe Labor - P-28
Hanger Material - P-3

Hanger Labor - P-3

Pipe Material- P-3
Pipe Labor - P-3

HVAC Equipment
Chiller
lnstall Labor
lce Storage
lnstall Labor
AHU's
lnstall Labor
Existing AHU Refurbish
lnstall Labor
UV's
lnstall Labor
UV Shelving
lnstall Labor
VAV.s
lnstallLabor
Hot Water Coils - I
lnstall Labor
Terminal Equipment

13,000.00
10,000.00
7,000.00
7,000.00

35,000.00
28,000.00

5,000.00

5,000.00
23,000.00
18,000.00
9,000.00
9,000.00

55,000.00
40,000.00

0.00
150,000.00

5,000.00
100,000.00

5,000.00
60,000.00

5,000.00
25,000.00

2,000.00
390,000.00
25,000.00
10,000.00
5,000.00

30,000.00
5,000.00

15,000.00
2,000.00

40,000.00

13,000.00
10,000.00

7,000.00
7,000.00

35,000.00
28,000.00

5,000.00
1,650.00

23,000.00
5,940.00
9,000.00

900.00
55,000.00
4,000.00

0.00
0.00
0.00
0.00
0.00

0.00
0.00

25,000.00
0.00

390,000.00
7,500.00

'10,000.00

1,000.00
30,000.00

1,000.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

900.00
0.00

4,000.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00

2,500.00
0.00

500.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00

13,000.00
10,000.00
7,000.00
7,000.00

35,000.00
28,000.00

5,000.00
1,650.00

23,000.00
5,940.00
9,000.00
1,800.00

55,000.00
8,000.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00

25,000.00

0.00
390,000.00

'10,000.00

10,000.00
1,500.00

30,000.00
1,000.00

0.00
0.00
0.00

100.00%
100.00%
100.00%
100.00%
100.00%
100.00%
100.00%

33.00%
100.00%
33.00%

100.00%
20.jjo/o

100.00%
20.00%

0.00%
0.00%
0.00%
0.00%
0.00%

0.00%
0.00%

100.00%
0.00%

100.00%
40.OOo/"

100.00%
30.00%

100.00%
20.00%

0.00%
0.00%
0.00%

0.00
0.00
0.00
0.00
0.00
0.00
0.00

3,350.00
0.00

12,060.00
0.00

7,200.00
0.00

32,000.00
0.00

150,000.00
5,000.00

100,000.00

5,000.00
60,000.00

s,000.00
0.00

2,000.00
0.00

15,000.00
0.00

3,500.00

0.00
4,000.00

1s,000.00
2,000.00

40,000.00

1,300.00
1,000.00

700.00
700.00

3,500.00
2,800.00

500.00

165.00
2,300.00

594.00
900.00
'180.00

5,500.00
800.00

0.00
0.00
0.00
0.00
0.00

0.00
0.00

2,500.00
0.00

39,000.00
1,000.00
1,000.00

150.00
3,000.00

100.00
0.00
0.00
0.00



CONTINUATION SHEET
Page 4 of5

Application and Certification for Payment, containing
Contractor's signed certifìcation is attached.
ln tabulations below, amounts are stated to the nearest dollar.
Use Column I on Contracts where variable retainage for line items may apply.

lnvoice #: 14165 #8 Contract: 1416$ JT Lambert lntermediate School

Application No. :

Application Date:
To:

Architect's Project No. :

8

01131t15
01t31t15

A B c ED F G H

Work CompletedItem
No.

Description of Work Scheduled
Value From Previous

Application
(D+E)

This Period
ln Place

Materials
Presently

Stored

(Not in D or E)

Total
Completed
and Stored

To Date

(G/c)
Balance
To Finish

(c-G)

Retainage

65
66
67
68
69
70
71

72
73
74
75
76
77
78
79
80
81

82
83
84
85
86
87
88
89
90
91

92
93
94
95

96

lnstall Labor
Packaged HVAC Units - 2
lnstall Labor
EF's - I
lnstall Labor
RF's - 2
lnstall Labor
Boiler Room Equipment
Pumps&VFD's-4
Expansion Tanks/Air Separators
Glycol Feeders - 2
lnstall Labor
Glycol
Glycol lnstall Labor
Sheetmetal
Duct Material - Base Bid

Labor - Base Bid

Duct Material- POD
Labor - POD
GRD.s
GRD Labor
Tank Removal
Roofìng
Concrete
Excavation/Asphalt Patching
Fencing
GC - Bulkhead Work
Chemical Treatment
ATC

Engineering/Shop Drawings
Valves & Dampers

BAS Material

5,000.00
90,000.00
4,000.00
2,000.00
1,000.00
4,000.00
2,000.00

0.00
30,000.00
10,000.00
5,000.00
5,000.00
7,000.00
2,000.00

0.00
15,000.00
9,000.00
8,000.00
5,000.00

870.00
1,000.00

34,000.00
4,000.00

55,000.00
55,000.00
29,000.00

6,000.00
5,000.00

0.00
49,850.00

229,250.00

51,800.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

30,000.00
10,000.00
5,000.00
2,500.00

0.00
0.00
0.00

900.00
540.00

0.00

0.00
0.00
0.00

34,000.00
0.00

11,000.00
0.00
0.00

1,200.00

0.00
0.00

49,850.00
229,250.00

25,900.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

18,130.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
30,000.00
10,000.00
5,000.00
2,500.00

0.00
0.00
0.00

900.00
540.00

0.00
0.00
0.00
0.00

34,000.00

0.00
11,000.00

0.00
0.00

1,200.00

0.00
0.00

49,850.00
229,250.00

44,030.00

0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%

100.00%
100.00%
100.00%
50.00%

0.00%
0.00%
0.00%
6.00%
6.00%
0.00%
0.00%
0.00%
0.00%

100.00%

0.00%
20.00%

0.00%
0.00%

20.00%
0.00%
0.00%

100.00%
100.00%

85.00%

5,000.00
90,000.00
4,000.00
2,000.00
1,000.00
4,000.00
2,000.00

0.00
0.00
0.00
0.00

2,500.00
7,000.00
2,000.00

0.00
14,100.00
8,460.00
8,000.00
5,000.00

870.00
1,000.00

0.00
4,000.00

44,000.00
55,000.00
29,000.00

4,800.00
5,000.00

0.00

0.00
0.00

7,770.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
3,000.00
1,000.00

500.00
250.00

0.00
0.00
0.00

90.00
54.00

0.00

0.00
0.00
0.00

3,400.00
0.00

1 ,1 00.00
0.00
0.00

120.00
0.00
0.00

4,985.00
22,925.00

4,403.00



CONTINUATION SHEET
Page 5 of5

Application and Certification for Payment, containing
Contractor's signed certification is attached.
ln tabulations below, amounts are stated to the nearest dollar.
Use Column I on Contracts where variable retainage for line items may apply

lnvoice#: 14165#8 Contract : l4165. JT Lambert lntermediate School

Application No. :

Application Date:
To:

Architect's Project No.

I
01t31t15
01131t15

A B c D E F G H

Work CompletedItem
No.

Description of Work Scheduled
Value From Previous

Application
(D+E)

This Period
ln Place

Materials
Presently

Stored

(Not in D or Eì

Total
Completed
and Stored

To Date

(D+E+F)

(G/c)
Balance
To Finish

(c-G)

Reta¡nage

97
98
99

100
101

114
115

116
117

118
119
120

Project Management
lnstall
Programming
Commissioning
Training
lnsulation
Phase 4
Balancing
Punchlist
Closeout Docs
Training
CO-1 New Pump pipe packages

47,300.00
451,690.00

30,300.00
29,850.00

9,960.00
100,000.00

0.00
26,000.00

5,000.00
2,000.00
3,000.00

10,859.78

14,190.00
135,507.00

9,090.00
8,955.00

0.00
40,000.00

0.00
0.00
0.00
0.00
0.00

7,601.85

4,730.00
45,169.00

4,545.00
1,492.50

0.00
'10,000.00

0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

18,920.00
180,676.00

13,635.00
10,447.50

0.00
50,000.00

0.00
0.00
0.00
0.00
0.00

7,601.85

40.00o/o

40.00%
45.00%
35.00%

0.00%
50.00%

0.00%

0.00%
0.00%
0.00%
0.00%

70.00%

28,380.00
271,O14.00

16,665.00
19,402.50

9,960.00
50,000.00

0.00
26,000.00

5,000.00
2,000.00
3,000.00
3,257.93

1,892.00
18,067.60

1,363.50
1,044.75

0.00
5,000.00

0.00
0.00
0.00
0.00
0.00

760.1 I

Grand Totals 3,349,359.78 1,857,293.85 9l,966.50 0.00 I,949,260.35 58.20% 1,400,099.43 194,926.04



GHANGE
ORDER
PROPOSAL

OWNER
ENGINEERS

CONTRACTORS
FIELD

OTHER

X
X
X

n
n

PROJECT:
East Stroudsburg Area School District
J.T. Lambert lntermediate School
2000 Milford Road
East Stroudsburg, Pa 18301

TO CONTRACTOR:
Myco Mechanical, lnc
1 N. Washington Street
Telford, PA 18969

CHANGE ORDER NO: 3

DATE: January 23,2015

ENGINEER'S PROJECT NO: 186-13

CONTRACT DATE: May 30, 2014

CONTRACT FOR: HVAC Renovations and
Lighting Upgrades

The Contract is changed as follows:

Credit for the reduction of the number of hot water coils and air flow stations to be provided in the Auditorium

Not valid until signed by the Owner, Engineer, and Gontractor

The original (Contract Sum) @ was
Net change by previously authorized Change Orders
The(ContractSum)@priortothisChangeorderWaS...........
The (Contract Sum)@ will be (ine+ease$ (decreased) (unehans€d) by

this Change Order in the amount of ...............
Thenew(ContractSum)@includingthisChangeorderwillbe'.

TheContractTimewillbe@(unchangedby)(0)days.

Strunk-Albert Enqineerinq
ENGINEER

Address

804 Seven Bridge Road
East Stroudsburg, Pa 18301

BY:/.q*¿.k-
DATE: January 23,2015

lnc.
CONTRACTOR

Address

1 N. Washington Street
Telford, PA 1896

y'*

/5

$ 3,338,500.00
$ 10,859.78
$ 3,349,359.78

$ (-$7,286.56)
$ 3,342,073.22

East Stroudsburg Area School District
OWNER

Address

2000 Milford Road
East Stroudsburg, Pa 18301

BY

The date of Substantial Completion as the date of this Change Order therefore is Unchanged, August 31,2015

NOTE: This summary does not reflect changes in the Contract Sum, Contract Time or Guaranteed Maximum Price which
have been authorized by Construction Change Directive.

Z:\Projects\ESSD J.T. LambertAC (JTL) 18613\CONSTRUCTION\Change Orders\Mechanical\Change Order# 3\Change-Order# 3 Myco.Doc



GHANGE
ORDER
PROPOSAL

OWNER
ENGINEERS

CONTRACTORS
FIELD

OTHER

X
X
X

n
n

PROJECT:
East Stroudsburg Area School District
J.T. Lambert lntermediate School
2000 Milford Road
East Stroudsburg, Pa 18301

TO CONTRACTOR:
Myco Mechanical, lnc
1 N. Washington Street
Telford, PA 18969

CHANGE ORDER NO:4

DATE: January 23,2015

ENGINEER'S PROJECT NO: 186-13

CONTRACT DATE: May 30, 2014

CONTRACT FOR: HVAC Renovations and
Lighting Upgrades

The Contract is changed as follows:

Provide materials to blank off the excess outside air intake opening for the unit ventilators.

Not valid until signed by the Owner, Engineer, and Gontractor

The original (Contract Sum) @ was
Net change by previously authorized Change Orders
The(ContractSum)@priortothisChangeorderWaS...........
The (Contract Sum) @ will be (increased) (¿eerease¿) {unehang€d) by

this Change Order in the amount of ...............
Thenew(ContractSum)@includingthisChangeorderwillbe'.

TheContractTimewillbe@(unchangedby)(0)days.

Strunk-Albert Enoineerinq
ENGINEER

Address

804 Seven Bridge Road
East Stroudsburg, Pa 18301

Mvco Mechanical, lnc.
CONTRACTOR

Address

1 N. Washington Street
Telford, PA 18969

$ 3,338,500.00
$ 3,573.22
$ 3,342,073.22

$ 4,232.65
$ 3,346,305.87

East Stroudsburo Area School District
OWNER

Address

2000 Milford Road
East Stroudsburg, Pa 18301

The date of Substantial Completion as the date of this Change Order therefore is Unchanged, August31,2015.

NOTE: This summary does not reflect changes in the Contract Sum, Contract Time or Guaranteed Maximum Price which

have been authorized by Construction Change Directive.

BY: BY BY

E: January 23,2015

Z:\projects\ESSD J.T. Lambert AC (JTL) 1861 3\CONSTRUCTION\Change Orders\Mechanical\Change Order # 4\Change-Order # 4 Myco.Doc
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