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() Disclosure Not Required. Pursuant to Section 803(2) of the Conflict of Interest Law, the
disclosure required in subsection (B) above is not required in the case of an interest in a contract described
in Section 802(2) of the Conflict of Interest Law.

D) Recusal and Abstention. No director or employee of the Corporation may participate in
any decision or take any official action with respect to any matter requiring the exercise of discretion,
including discussing the matter and voting thereon, when he or she knows or has reason to know that a
conflict of interest exists. Directors and/or employees must recuse or abstain, as applicable, from
deliberations, votes, or internal discussion on matters which could give rise to a conflict of interest, and are
prohibited from attempting to influence other directors or employees in the deliberation and voting on such
matter.

(E) Resignation. The directors and employees of the Corporation acknowledge and agree that,
pursuant to the Conflict of Interest Law, recusal and abstention do not cure a conflict of mterest and that,
in some instances, the director or employee may be required to resign one of the positions that is creating
the conflict of interest. Counsel to the Corporation will be available to provide guidance on these matters.

® Penalties for Violations. Pursuant to Section 805 of the Conflict of Interest Law, any
officer or employee of the Corporation who willfully and knowingly violates the foregoing provisions of
the Conflict of Interest Law, may be guilty of a misdemeanor. Furthermore, pursuant to Section 804 of the
Conflict of Interest Law, any contract that 1s willfully entered into by or with the Corporation in which there
is an interest prohibited by the Conflict of Interest Law shall be null, void and wholly unenforceable.

SECTION 4. PROHIBITED ACTIONS. (A) General. Pursuant to Section 805-a of the Conflict of
Interest Law, no member, officer or employee of the Corporation shall:

(1) cither directly or indirectly, solicit, accept or receive any gift having a
value of seventy-five (75) dollars or more, whether in the form of money, service, loan,
travel, entertainment, hospitality, thing or promise, or in any other form, under
circumstances in which it could reasonably be inferred that the gift was intended as a
reward for any official action on his or her part, or that it was intended to or could
reasonably be expected to influence him or her in the performance of his or her official
duties;

2) disclose confidential information acquired in the course of his or her
official duties or use such information to further his or her personal interests;

3) receive or enter into any express or implied agreement for compensation
for services to be rendered in relation to any matter before the Corporation; or

)] receive or enter into any express or implied agreement for compensation
for service to be rendered in relation to any matter before the Corporation whereby his or
her compensation is to be dependent or contingent upon any action by such Corporation
with respect to that matter; provided, however, that this paragraph shall not prohibit the
fixing at any time of fees based upon the reasonable value of the services rendered.

B) Penalty for Violation. Pursuant to Section 805-a of the Conflict of Interest Law, any person
who shall knowingly and intentionally violate the Conflict of Interest Law may be fined, suspended or
removed from office or employment in the manner provided by law.
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SECTION 5. DETERMINATION OF CONFLICT OF INTEREST. The Governance Committee
and/or Ethics Officer of the Corporation shall advise any individual who appears to have a conflict of
interest how to proceed. The Governance Committee and/or Ethics Officer of the Corporation shall seck
guidance from counsel to the Corporation regarding the determination of a conflict of interest.

SECTION 6. POSTING AND AVAILABILITY. (A) The Chief Executive Officer of the Corporation
shall have a copy of the Contlict of Interest Law and of this Policy posted in the office of the Corporation
in a place which is conspicuous to the officers, members and employees of the Corporation.

B) All Directors and employees of the Corporation should be provided with this Policy upon
commencement of employment or appointment and shall be required to acknowledge that they have read,
understand and are in compliance with the terms of this Policy. Directors and employees should review on
an ongoing basis circumstances that constitute a conflict of interest or the appearance of a conflict of
interest, abide by this Policy and seek guidance when necessary and appropriate. This Policy is intended
to supplement, but not replace, any applicable state and federal laws governing conflicts of interest,
including, but not limited, the Conflict of Interest Law.

SECTION 7. MISCELLANEOUS PROVISIONS. (A) Ei i
8 5 srrtoi-lnlores A wrertbes—et ane :

[Reserved.]

(B) Compensation. Pursuant to Section858-a(1) of the Act, the compensation of an officer or
full time employee of the Corporation (but not including part time employees or consultants, including
accountants, attorneys and bond counsel to the Corporation) shall not be contingent on the granting of
financial assistance by the Corporation.

Adopted: JanuwaryMarch |, 2024
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DRAFT FOR DISCUSSION PURPOSES ONLY
DATED: EEBRUARY 23MARCH 21, 2024

HERKIMER LOCAL DEVELOPMENT CORPORATION

INTERNAL CONTROL POLICY

The Herkimer Local Development Corporation (the “Corporation™) is governed by a Board of Directors
(the “Board”) consisting of not less than three (3) nor more than seven (7) directors (cach a “Director™).
Professional Services are provided by the staff of the Herkimer County Industrial Development Agency and
a Chief Executive Officer (collectively, the “Administrative Staff”).

SECTION 1. GENERAL.

The Board is responsible for authorizing all bank accounts and check signing activity.
Financial institutions where Corporation accounts are maintained are notified of any
changcs in check signatories, following the transition of officers or changes in staff with
check signing responsibilities.

Receipts, disbursements and all record keeping is handled by the Administrative Staff.

Disbursements are authorized by the Board and checks payable-to-the-Administrative-Staff
must be signed by an authorized check signor—+he-sutherized-eheelesieners (cach an
“Authorized Signor™), provided however, that an Authorized Signor may not execute a

check pavable to themselves. The Authorized Signors of the Corporation shall be identified
on Schedule A attached hereto and shall include the Treasurer of the Corporation pursuant
to the By-Laws of the Corporation. The Corporation may, by resolution, appoint additional

authorized-checksisnessAuthorized Signors.

All checks for authorized disbursements must be reviewed by an authorized check auditor
(each an “Authorized Auditor”) following execution thereof by an Authorized Signor and
prior to distribution of the check to pay for the disbursement. The Authorized Auditors of
the Corporation shall also be identified on Schedule A attached hereto. The Corporation
may, by resolution, appoint additional Authorized Auditors.

Financial Reports are made at cach board mecting and all records are reviewed by an
independent auditor on an annual basis. Each year the independent auditor reviews and
reports on the Corporation’s internal control system.

SECTION 2. CASH RECEIPTS.

If cash is received, the cash must be deposited immediately with 24 to 48 hours upon receipt
by an authorized person.

Records of cash received must be totaled and initialized by authorized employees.

Incoming checks must be restrictively endorsed, “for deposit only” with the Corporation’s
account number, scanned, filed and then deposited.

Bank deposit receipts must be compared to the original bank deposit slips.

SECTION 3. CASH DISBURSEMENTS.

(A)

25036489v2 055315.00006

Voucher and Authorization

° The Chairman, Vice Chairman or Treasurer must review and approve all vouchers
for all disbursements.
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(B) Checks

Supporting documentation (voucher with signature and invoice with a copy of
contract) must accompany checks when presented for signature.

All disbursements must be made by check.

Only pre-numbered checks shall be used and always in sequence.

Prior to preparing checks, payment vouchers should be compared to vendor
invoices for accuracy. Checks must be prepared from vendor invoices only and
not from a vendor statement.

Two signatures are required for checks over $10,000.

Any voided/spoiled checks must be marked “Void™.

(C) Bank Reconciliations

Bank accounts must be reconciled by the Chief Executive Officer on a monthly
basis and reviewed by the Treasurer Quarterly.

Checks outstanding over 90 days must be periodically investigated, with payment
stopped when appropriate and an entry made to restoring such items to cash if
appropriate.

SECTION 4. REIMBURSABLE PURCHASES, TRAVEL AND EXPENSES. Rcimbursement for
purchases, travel, and other expenses are made pursuant to the Corporation’s Travel Policy.

SECTION 5. RENT AND ANNUAL RECEIVABLES. The Chief Executive Officer will establish and
maintain a receivable record of annual and monthly payments due the Corporation arising from lease
agreements, rents and fees ete.

Adopted: FebruaryMarch |, 2024
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SCHEDULE A

Authorized Check Signors

Name Title
Michael Werenczak Treasurer
Cory Albrecht Vice Chairman
John J. Piseck, Jr. Chief Executive Officer
Victoria Adams Operations Manager
Jennifer Young Administrative Assistant

rthirizal Clis 1
Name Title
Vineent J. Bono Chairman
John Scarano Director
Ann Gaworecki Director
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DRAFT FOR DISCUSSION PURPOSES ONLY
DATED: JANUARY 26MARCH 21, 2024

HERKIMER LOCAL DEVELOPMENT CORPORATION
TRAVEL POLICY

SECTION 1. PURPOSE AND AUTHORITY. The purpose of this travel policy (the ‘“Policy™) is to
implement Section 2824(1)(e) of Title Two of Article 9 of the Public Authorities Law (the “Act™), which
requires that members of the board of directors of the Herkimer Local Development Corporation (the
“Corporation”) establish written policies and procedures applicable to travel paid for by the Corporation.

SECTION 2. GENERALLY. It is the policy of the Corporation that uniform procedures be followed for
the authorization and expenditure of funds for travel associated with Corporation’s business.

SECTION 3. POLICY STATEMENT. The Corporation will reimburse members, employees and
approved non-employees for necessary and reasonable travel expenses incurred in furtherance of the
Corporation’s business (“Qualified Expenses™).

SECTION 4. PRE-APPROVED TRAVEL AND TRAVEL RELATED EXPENSES. Qualified
Expenses incurred by Corporation members, employees or approved non-employees to be reimbursed by
the Corporation, using Corporation funds that have been set aside for such purposes or that the Corporation
has available for reimbursement of travel expenses (the ““Travel Budget™), must be approved in advance by
the Chief Executive Officer of the Corporation, or, with respect to travel expenses of the Chief Executive
Officer, the Chairman of the Corporation. The Chief Executive Officer will advise the Chairman of the
Corporation of all approved requests.

(A) The Chairman, with the assistance of the staff of the Corporation shall continue to inform
the Chief Executive Officer of the status of the Travel Budget throughout the year, so that the Chief
Executive Officer is able to approve and/or deny travel expenses accordingly.

B) The Chief Executive Officer or his/her designee will assist the member, employee or
approved non-employee, if desired, with arrangements for travel and the accompanying reimbursement
procedures.

(@) Reimbursement of Qualified Expenses are subject to the substantiation and approval
provisions contained in Section 7 of this Policy.

SECTION 5. UNAPPROVED TRAVEL AND TRAVEL RELATED EXPENSES. Qualified Expenses
that are incurred by Corporation members, employees, and approved non-employees who have not received
prior approval from the Chief Executive Officer may be submitted for reimbursement. However, if the
Travel Budget does not contain adequate funds to cover the entire amount of such travel expense, full
reimbursement is subject to an amendment of the Travel Budget by the Corporation members.

SECTION 6. SPECIFIC TRAVEL EXPENSES.

(A) Travel by Car/Mileage Expenses. Mileage shall ordinarily be computed between the office
of the Corporation and the destination. However, in the interest of convenience, mileage may be calculated
from the traveler’s residence and the destination, so long as the traveler resides within Herkimer County

New York, or, with respect to the staff of the Corporation, the counties contiguous to Herkimer County,

New York. The reimbursement shall be based upon the current standard mileage reimbursement rate

A-29

25036489v2 055315.00006



promulgated by the Internal Revenue Service (the “IRS”), which is intended to take into account all actual
automobile expenses such as fuel and lubrication, towing charges, repairs, replacements, tires, depreciation,
insurance, ctc.

(B) Travel by Air/Rail/Rental Car. Coach class or any discounted fare shall be used in the
interest of economy. The use of business or first-class or other higher cost services may be authorized only
in extenuating circumstances, which extenuating circumstances shall be presented to the Corporation
members in writing and approved by a majority of said members.

() Subsistence Expense. Subs1stence expenses 1ncurred wh11e travelmg consisty of charges
for lodgmg, meals and m(:ldental expenses £ ips 5 g i

ef—t-hts—Pel-}eybg any memberE ofﬁcerE or emglogee asa result of the Qerformance of the1r ofﬁcml dut1e

(D) Miscellancous Expenses. Reimbursement for miscellancous expenses shall be determined
on a case-by-case basis at the discretion of the Chief Executive Officer.

SECTION 7. REIMBURSEMENT PROCEDURE. A travel expense voucher reporting all Qualified
Expenses pertaining to a particular trip must be submitted to the Chief Executive Officer and/or Chairman
of the Corporation within forty-five (45) days of the end of the trip.

(A) Substantiation. The travel expense voucher should include:
) Date and time of departure from and return to the Corporation or traveler’s
residence;

2) Purpose of the travel or the nature of the business benefit derived as a result of the
travel;

3) Whether or not the expenses incurred during the travel were pre-approved; and
@ The amount of cach expenditure, listed by date and location.

(B) Receipts. The original of the following receipts must be submitted along with the travel
expense voucher:

o)) All travel tickets (i.e. airline tickets, train tickets, rental car agreement);
2) All meal receipts (i.c. signed credit card slips or payment stubs); and
3) All lodging receipts (i.. hotel, motel receipts).
(C) Final Approval. The Chief Executive Officer and/or Chairman shall review each travel
expense voucher in order to ensure that the traveler has provided adequate substantiation and to determine
whether the expenses listed therein are reasonable. The Chief Executive Officer and/or Chairman may

require a traveler to submit additional substantiation and, if the Chief Executive Officer and/or Chairman
finds a particular expense to be unreasonable (cither as to amount or purpose), the Chief Executive Officer
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and/or Chairman may deny reimbursement of the expense or reduce the amount of the reimbursement for
such expense.

Adopted: JanwaryMarch |, 2024
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