
Succession Plan  

The following framework reassigns the Executive Director’s (ED) "Essential Duties" to the Board 
of Directors based on the roles defined in the Bylaws. 

DCPLB Emergency Succession Assignment 
In the absence of the Executive Director, the following leadership structure shall manage the 
organization's affairs: 

ED Duty Category Assigned Board 
Officer 

Bylaw/Job Desc. Basis 

Chief Executive 
Oversight 

Board Chair 
(President) 

Acts as CEO; exercises general supervision 
over all activities. 

Financial & Audit 
Management 

Treasurer Responsible for funds, securities, receipts, and 
monthly financial review. 

Public & Govt. 
Relations 

Vice Chair Performs duties of the President in their 
absence; assists in stakeholder advocacy. 

Records & 
Compliance 

Secretary Custodian of corporate records, meeting 
minutes, and legal notices. 

Grants & Contracts Executive 
Committee 

Authorized to enter contracts and accept 
donations/grants via resolution. 
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This Emergency Succession Policy formalizes the temporary reassignment of Executive 
Director (ED) duties to the Board of Directors. It is designed to ensure the Dutchess 
County-Poughkeepsie Land Bank (DCPLB) maintains operational continuity, financial 
integrity, and compliance with the New York Not-for-Profit Corporation Law during an unplanned 
absence of its sole employee. 

 

Emergency Succession Policy 
1. Purpose 
The purpose of this policy is to ensure the continuity of leadership and operations of the DCPLB 
if the Executive Director is unable to perform their duties due to an unexpected absence (e.g., 
illness, emergency, or sudden departure). As a one-employee organization, the Board of 
Directors assumes all corporate powers to protect the organization’s assets and mission. 

2. Activation of the Succession Plan 
This policy is activated when the Board Chair (President) determines the ED is unavailable for 
more than [5] business days without a prior coverage plan. The Board Chair shall immediately 
notify the Board of Directors and initiate the reassignment of essential duties. 

3. Reassignment of Essential Duties 
Per the DCPLB Bylaws and ED Job Description, duties are reassigned as follows: 

A. Governance & General Supervision 
●​ Lead: Board Chair (President) 
●​ Responsibilities: Exercise general supervision and control over all activities. Serve as 

the primary point of contact for legal counsel. Oversee administrative staff or consultants 
to ensure timely deliverables. 

B. Financial Management & Oversight 
●​ Lead: Treasurer 
●​ Responsibilities: Assume custody of all funds and securities. Review monthly financial 

statements for accuracy. Oversee accounting functions, including auditing and 
budgeting. Sign checks and orders for payment (countersigned by the Chair). 

C. External Relations & Advocacy 
●​ Lead: Vice Chair (Vice President) 
●​ Responsibilities: Perform duties of the President in their absence. Represent the Land 

Bank to government officials, funders, and stakeholders. Assist with grant management 
and negotiating agreement terms. 

D. Records, Marketing, & Compliance 
●​ Lead: Secretary 

Adopted June 30, 2026 



●​ Responsibilities: Act as custodian of corporate records. Ensure all legal notices are 
given. Oversee maintenance of marketing materials, the website, and social media. 

4. Operational Maintenance & Property 

Function Acting Lead Source Reference 

Contractor Oversight Board Chair Manage distressed property contractors. 

Grant Reporting Vice Chair Monitor progress and documentation for funders. 

Audit Oversight Audit Committee Oversee accounting/financial reporting 
processes. 

HR/Payroll Treasurer Manage payroll and benefit programs. 

5. Authority to Contract 
During the ED's absence, only the Board Chair, or another officer authorized by a specific Board 
resolution, may enter into contracts or execute instruments in the name of the Corporation. 
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DUTCHESS COUNTY-POUGHKEEPSIE LAND BANK BOARD RESOLUTION NO. 
2026-___ ADOPTION OF EMERGENCY SUCCESSION POLICY AND PLAN 

WHEREAS, the Dutchess County-Poughkeepsie Land Bank (DCPLB) 
recognizes that its Executive Director is currently the sole employee 
responsible for the day-to-day operations and financial management of the 
organization; and 

WHEREAS, the Board of Directors desires to ensure the continuous operation 
of the Land Bank and the protection of its assets in the event of a sudden, 
unplanned absence of the Executive Director; and 

WHEREAS, the Board has reviewed the Emergency Succession Policy which 
reassigns essential duties to Board Officers in accordance with the DCPLB 
Bylaws and Executive Director Job Description; 

NOW, THEREFORE, BE IT RESOLVED, that the Board of Directors hereby 
adopts the Emergency Succession Policy effective immediately; and 

BE IT FURTHER RESOLVED, that in the event this policy is activated, the Board 
Chair, Vice Chair, Treasurer, and Secretary are hereby authorized to execute 
such documents and take such actions as are necessary to maintain the 
operations of the Corporation; and 

BE IT FURTHER RESOLVED, that the Board Chair is directed to ensure that all 
necessary administrative access (banking, passwords, and keys) is 
documented and available to the Executive Committee. 
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This First 48 Hours Checklist is designed to stabilize the organization immediately 
following the activation of the succession plan. It ensures that no legal, financial, or 
property-related deadlines are missed while the Board transitions into its oversight roles. 

 

Phase 1: Immediate Notification (Hours 1–4) 

●​ [ ] Board Mobilization: The Board Chair calls an emergency Executive Committee 
meeting (Chair, Vice Chair, Treasurer, Secretary) to formally activate the Succession 
Plan. 

●​ [ ] Stakeholder Alert: Notify the Board of Directors, primary County/City liaisons, and 
legal counsel of the leadership transition. 

●​ [ ] Internal Communication: Secure the ED’s office, computer, and files. Change or 
secure digital passwords if the departure was not planned/amicable. 

Phase 2: Continuity Assessment (Hours 4–24) 

●​ [ ] Calendar Audit: Review the ED’s calendar for the next 14 days. Identify any public 
hearings, Board meetings, or property closing dates that require immediate 
coverage. 

●​ [ ] Financial Security: The Treasurer contacts the bank to ensure Board Officers have 
active signing authority and to confirm there are no pending unauthorized 
transactions. 

●​ [ ] Property Safety: Contact the primary property maintenance vendor. Confirm that 
ongoing maintenance (snow removal, lawn care, securing vacant buildings) will 
continue without interruption. 

Phase 3: Operational Control (Hours 24–48) 

●​ [ ] Mail & Records: The Secretary or Chair retrieves physical mail from the office or 
P.O. Box. Scan for invoices, legal notices, or tax documents. 

●​ [ ] IT & Communication: Set an "Out of Office" auto-reply on the ED’s email directing 
urgent inquiries to a designated Board Officer email address. 

●​ [ ] Payroll & Benefits: The Treasurer verifies the next payroll date. Ensure the payroll 
service (if used) has the necessary approvals to process the next cycle for the ED (or 
final pay if applicable). 

●​ [ ] Grant Compliance: Check for any state (PARIS) or federal reporting deadlines 
occurring within the next 30 days. 

 
 

Adopted June 30, 2026 



Part 2: Emergency Contact List 
 

Category Contact Entity Name/Account Info Phone/Email 

Legal General Counsel 
 
 
 
 
Real Estate Transactions 
 
Bleachery 

John Sidd 
 
 
 
 
Katie Kemp (WOH) 
 
 
Dan Hubbel 

Phone: 315.565.4559 
Cell: 315.480.6319 
Email: jsidd@hancocklaw.com 
 
o- 518.487.7770 
e-  ckemp@woh.com 
 
O- 518.487.7692 
dhubbell@woh.com 

Banking M&T Bank 
 
 
NBT Bank 

2 Accounts Credit Card 
Loan 
 
 
2 Accounts 

Babs Ayodeji (845) 485-6404 
bayodeji@mtb.com 
 
Kathleen Bauer  845-849-7310 
Kathleen.Bauer@nbtbank.com 

Insurance General Liability/D&O 
 
 
Health Ins 

Brown & Brown  
Lillian 
 
 
MVP (Small Business Unit) 

O (315) 671-8894 
lillian.abbott-hook@bbrown.com 
 
SBIU@mvphealthcare.com 

IT / Web Website Domain/Host Lauren Gill  
Shane Gill 

lauren@laurengilldesign.com  
shane@laurengilldesign.com 

Govt. Liaison City 
 
County  

Finance Comm. 
 
Finance Comm. 

Denise Biery (admin) 
(845) 451-4027 
dbiery@cityofpoughkeepsie.gov 
Shannon Decker 
(845) 486-2046 
sdecker@dutchessny.gov 

Landlord Office Rental Cunneen-Hackett J.  Andrew Burgreen 
845-486-4571 
cunneenexec@hotmail.com 

Finance External Auditor/CPA EFPR Group Jennifer Kiblin 
T (716) 204-5752 
jkiblin@efpradvisory.com 

Grants NYS HCR Crystal Loeffler LandBanks@hcr.ny.gov 
disbursements@hcr.ny.gov 
(send all reimbursement 
requests) 
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