PORT JERVIS FREE LIBRARY
BOARD OF TRUSTEES
AGENDA
October 15, 2024, @ 10 a.m.

[ Call to Order / Pledge of Allegiance

II Public Comment

III Minutes: Approve- September 17, 2024 & Special Meeting 21, 2024
IV Approval of Statistics, Financial reports, and Bills

V. Director Report

V1. Action [tems

- Approve Service Plan contract
- Hold Harmless Agreement

VII. Old Business:
- Service Plan: Pause process and restart 2/25
- Norman Gallagher tribute

VIII New Business:
- Staffing needs assessment
- Hold harmless agreement & certificate of insurance for contractors

- T/Minisink contract

[X Executive Session- Personnel: Civil Service announcements
Contractual: Service Plan

X Adjournment: Next regular meeting November 19, 2024 @ 10am
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Minutes of the Port Jervis Free Library Board of Trustees / c-'/, ;’/},e o
September 17, 2024
10:00 a.m.

Present: Dolores Carnosa, Carl Hendrick, Valerie Maginsky, Elizabeth Miller, Dick Roberts
Public: Antonia Marion, Connie Treuting, Susan Wade

1/11 Call to Order/Pledge of Allegiance - The meeting was called to order at 10:06 a.m.

Il Public Comment — none

IV Minutes (Attachment 1)
Dick made a motion, seconded by Liz, to approve the minutes of the August 20, 2024 and August 27,

2024 meetings. Passed -- Dolores abstained from the vote. Valerie discussed the need to assure that
the attachments referenced in the minutes are available to the public.

V' Correspondence — naone

VI Approval of Statistics and Financial Reports (Attachment 2A-G)
Valerie made a motion, seconded by Dick, to approve the statistics, financial reports and bills as

presented. Unanimously passed.

VIl Director’s Report (Attachment 3A-B)

~ PiperWeb will no longer provide web hosting services effective October 2025. Liz stated that she
has experience with such services at other non-profits and asked that she be kept in the loop as a
new vendor is being chosen.

~ Harassment training needs to be brought up-to-date.

~ The movie license is up for renewal through RCLS at an annual cost of approximately $400. This
enables the Library to show movies in a public venue; otherwise to do so would be in violation of
copyright laws. Movie viewing used to be very popular pre-COVID. It is less popular lately.
Advertising cannot name the title, image or poster of the movie to be shown. The Board agreed
that the renewal should be sought.

~ Dolores asked if the GED instructors have phone numbers of the students. Connie was uncertain
about that.

~ Connie will check with Ralph to assure that hazardous materials are not to be included in the
dumpster.

~ Valerie made a motion, seconded by Liz, to approve the Director’s Report as submitted.
Unanimously passed.

VIl Unfinished Business (Attachment 4)
~ The next Zoom meeting on the Service Plan is scheduled for September 26.

IX New Business
~ Connie prepared a staffing needs assessment. If the HUB is to be open the same as the Library, it
would require an additional 28 hours; Childrens’ room — 22 hours; front desk — 8 hours. Saturdays




continue to be a challenge to fill these hours. Connie will meet with the new director to share this
information as well as the resumes of four individuals who have been interviewed.

# Carl reaffirmed that in accordance with CDC and NYS DOH guidelines, employees on COVID-leave
should verify every day that they are still symptomatic and therefore cannot return to work.
Additionally, employees should be fever-free for 24 hours without the use of fever-reducing
medicine before returning to work.

~ Carl discussed the email received from the Library’s insurance carrier regarding the need for a
“hold harmless agreement” and the need for handrails on the stairs to the Map Room. Dick made a
motion, seconded by Liz, to hire Rory Wade to install the handrails at a cost of $820, the work to
be completed by mid-October. Unanimously passed.

~ A FOIA request was received from a Watchdog group with a Florida address. Counsel will draft a
response. Liz noted that the request seemed very non-specific to the Library; others concurred with
the assessment. Carl will forward this information to RCLS.

X Next Meeting
~ The next regularly scheduled meeting will take place Tuesday, October 15, 2024 at 10:00 a.m.

» A special meeting will be held Saturday, September 21, 2024 at noon. {See below.)

X| Executive Session
Dick made a motion, seconded by Valerie, to go into Executive Session at 10:33 a.m. to discuss

personnel/contractual matters regarding the Director contract. Unanimously passed. Dick made a
motion, seconded by Dolores, to come out of Executive Session at 10:50 a.m. Unanimously passed.

Dick made a motion, seconded by Dolores, to approve the Employment Contract to Curran Koehler
for the position of Library Director. Unanimously passed.

Dick made a motion, seconded by Liz, to appoint Curran Koehler to the position of Library Director
effective September 21, 2024. Unanimously passed. Carl executed the contract and Susan will forward
to Curran. Connie will notify RCLS to get the needed email.

Dolores made a motion, seconded by Liz, to hold a Special meeting on September 21, 2024 at noon to
appoint and administer the oath of office to the new director. Unanimously passed.

Xl Adjournment — Dick made a motion, seconded by Valerie, to adjourn the meeting at 10:57 a.m.
Unanimously passed.

Respectfully Submitted,

Susan Wade, Board Secretary
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PORT JERVIS FREE LIBRARY
BOARD OF TRUSTEES
SPECIAL MEETING AGENDA
September 21, 2024, @ 12 Noon

I Call to Order: Carl Hendrick, Valerie Maginsky & Dolores Carnosa
Pledge of Allegiance

Il Director Oath of Office: Administered by Board President to Curran Koehler,

Director:

“I Curran Koehler do solemnly swear that | will support the Constitution
of the United States, and the Constitution of the State of New York and
that | will faithfully discharge the duties of the office of Director of the
Port Jervis Free Library according to the best of my ability.”

I Adjournment: 12:04pm
Motion: Valerie 2" Dolores

Next regular meeting October 15, 2024 @ 10am
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10/08/24
Accrual Basis

Port Jervis Free Library
Balance Sheet
As of September 30, 2024
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ASSETS
Current Assets

Checking/Savings
Cash Exchange
1005 - NYLAF
1006 - CHASE CHECKING
1007 - Chase Savings
1008 - NYLAF - Harrison Thune

Total Checking/Savings

Other Current Assets
Payroll Asset

Total Other Current Assets
Total Current Assetis
TOTAL ASSETS

LIABILITIES & EQUITY
Liahilities
Current Liabilities
Accounts Payable
Accounts Payable

Total Accounts Payable

Other Current Liabilities
2200 -
2210 - Social Security Tax Payable
2212 -
2220 - NYS Withholding Tax
2230 - NYS Retirement
2231 - NYS Retirement Loans
2233 - Deferred comp withheld

Total Other Current Liabilities
Total Current Liabilities
Total Liabilities
Equity
Fund Balance - Assigned
Fund Balance - Restricted
Fund Balance - Unassigned

3900 - Retained Earnings
Net Income

Total Equity
TOTAL LIABILITIES & EQUITY

Federal Withholding Tax Paya...

Medicare Withholding Tax Pay...

Sep 30, 24

300.00
1,355,874.50
25,659.46
1,997.44
7.798.11

1,391,543.51

-799.42
-799.42

1,390,744.09

1,380,744.09

-44.18

-44.18

-3.477.04
-2,267.81
-289.58
1,417.27
10,559.25
-4.82
0.46

_3,103.19
3,059.01

3,059.01

73,155.00
7,250.00
475,585.77
1,049,033.65
-217,338.34

1,387,685.08

1,390,744.08

Page 1
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3:58 PM
10/08/24

Accrual Basis

Port Jervis Free Library
Profit & Loss Budget vs. Actual
July 2024 through June 2025

Jul '24 - Jun 25 Budget $ Over Budget % of Budget
Ordinary Income/Expense
Income
Real Property Taxes 297,222.75 1,184,556.00 -B87,333.25 25.1%
PILOT 0.00 1,500.00 -1,500.00 0.0%
Charges for Services
4000 - Book Sales 1,245.15 3,000.00 -1,754.85 41.5%
4001 - Fines 446.88 750.00 -303.12 59.6%
4002 - NonResident Fees 825.00 1,000.00 -175.00 82.5%
4003 - Copier Fees 4,224 40 9,338.00 -5,113.60 45.2%
Total Charges for Services 6,741.43 14,088.00 -7,346.57 47.9%
4055 - Services to Other Governments 0.00 13,000.00 -13,000.00 0.0%
Miscellaneous
4004 - Gifts 206.76 300.00 -93.24 68.9%
4008 - Library Merchandise 50.00 0.00 50.00 100.0%
Total Miscellangsous 256.76 300.00 -43.24 85.6%
Operating Grants
4023 - Local Public Funds OLA 3,382.00 3,000.00 382.00 112.7%
4025 - State Aid LLSA 4,839.00 5,000.00 -161.00 96.8%
4026 - RCLS Grnts & St. Aid thru R... 0.00 10,000.00 -10,000.00 0.0%
Total Operating Grants 8,221.00 18,000.00 -9,779.00 45.7%
Interest Income 18,772.21 19,000.00 -227.79 98.8%
Total Income 331,214.15 1,250,444.00 -919,229.85 26.5%
Gross Profit 331,214.15 1,250,444.00 -919,229.85 26.5%
Expense
Personal Services
6002 - Salaries Director 33,590.85 68,340.00 -34,749.15 49.2%
6000 - Salaries Clerical FT 33,007.70 200,000.00 -166,992.30 16.5%
6001 - Salaries Clerical PT 652,005.94 252,800.00 -180,794.06 24 5%
6003 - Salaries Maintenance 14,425.60 53,575.00 -39,149.40 26.9%
Total Personal Services 143,030.09 574,715.00 -431,684.91 24.9%
Contractual
6005 - Board Reporting 220.00 1,827.00 -1,607.00 12.0%
6030 - Books 2,896.70 25,000.00 -22,103.30 11.6%
6031 - Books Children 387.12 7,000.00 -6,602.88 5.7%
6032 - Book Friends 224.38 1,000.00 -775.62 22.4%
6035 - Periodicals 1,9159.00 10,000.00 -8,081.00 19.2%
6038 - Audio Adult 647.74 4,500.00 -3,852.26 14.4%
6039 - Video Adult 0.00 4,650.00 -4,650.00 0.0%
6040 - Video Children 0.00 1,500.00 -1,500.00 0.0%
6041 - ANSER 0.00 29,460.00 -29.460.00 0.0%
6045 - Computer Eqpt/Software 9,728.05 20,000.00 -10,271.95 48.6%
6050 - Library Supplies 2,886.24 8,500.00 -5,613.76 34.0%
6055 - Ins/Fire, Liab, Comp 25,660.10 30,000.00 -4,339.90 85.5%
6060 - Utilities Electricity 4,656.38 17,000.00 -12,343.62 27.4%
6061 - Utilities Gas 30.50 11,000.00 -10,8969.50 0.3%
6062 - Utilities Water 270.02 2,200.00 -1,929.98 12.3%
6065 - Utilities Telephone/internet 1,031.01 6,000.00 -4, 968.99 17.2%
6070 - Building Janitorial Supp 92.38 6,000.00 -5,907.62 1.5%
6071 - Building Maintenance 9,675.00 24,977.00 -15,302.00 38.7%
6072 - Building Improvements 0.00 29,650.00 -29,650.00 0.0%
6075 - Copier Maintenance 1,793.75 7,000.00 -5,206.25 25.6%
6081 - Microfilm 0.00 750.00 -750.00 0.0%
6086 - Professional Services 3,935.50 80,000.00 -76,064.50 4.9%
6087 - HUB 0.00 5,000.00 -5,000.00 0.0%
5088 - Bookkeeping 16,500.00 61,965.00 -45,465.00 26.6%
6090 - Advertising 0.00 500.00 -500.00 0.0%
6095 - Conferences 54.00 700.00 -646.00 7.7%
6100 - Dues 0.00 600.00 -600.00 0.0%

Page 1
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10/08/24
Accrual Basis

Port Jervis Free Library
Profit & Loss Budget vs. Actual
July 2024 through June 2025

6120 -
6125 -
6126 -
6133 -
5134 -
6135 -
6137 -

Postage

Programs

Programs Children
Library Election
Elevator

Historical Preservation
Security System

Total Contractual

Employee Benefits

6010
6015
6056

6057 -
6085 -

6131

6132 -

- Employer Social Security
+ Employer Medicare

+ Insurance Wkmns Comp
Insurance Disability

Civil Service

- Benefits Health Ins
Benefits Retirement

Total Employee Benefits

Total Expense

Net Ordinary

Met Income

Income

Jul'24 - Jun 25

719.06
1,5670.58
104.30
21.63
3,364.91
0.00
1,966.50

90,364.85

8,867.89
2,073.94
4,163.79
-92.23
0.00
30,172.73
0.00

45,186.12

278,581.06
52,633.09

52,633.09

5,000.00
5,000.00
1,500.00
6,000.00

500.00
2,000.00

418,779.00

45,000.00
9,250.00
8,000.00
4,500.00
5,200.00

130,000.00

55,000.00

256,950.00
1,250,444.00
0.00

$ Over Budget

-1,280.94
-3,428.42
-4,895.70
-1,478.37
-2,635.09
-500.00
-33.50

-328,414.15

-36,132.11
-7,176.08
-3,836.21
-4,592.23
-5,200.00

-99,827.27

-55,000.00

-211,763.88
-971,862.94

52,633.09

% of Budget

36.0%
31.4%
2.1%
1.4%
56.1%
0.0%
98.3%

21.6%

19.7%
22.4%
52.0%
-2.0%

0.0%
23.2%

0.0%

i,
22.3%
100.0%

100.0%

52,633.09

Page 2
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CHASE &

JPMorgan Chase Bank, N.A.
P O Box 182051
Columbus, OH 43218 - 2051

00005516 DRI 802 141 27724 MNNNNNNMNNN P 1 000000000 D2 0000

PORT JERVIS FREE LIBRARY
138 PIKE STREET
PORT JERVIS NY 12771

[ ment 26

(efrslieed

August 31, 2024 through September 30, 2024

Primary Accountl

CUSTOMER SERVICE INFORMATION

Web site: www.Chase.com
Service Cenier: 1-877-425-8100
Para Espanol: 1-888-622-4273
International Calls: 1-713-262-1679

We accept operator relay calls

CONSOLIDATED BALANCE SUMMARY |

ASSETS

: 3 ACCOUNT BEGINMING BALANCE  ENDING BALANCE
Cheoking & Savings THIS PERIOD THIS PERIOD
Chase Platinum Business Checking $99,000.77 $30,007.74
Chase Business Premier Savings 1,867.41 1,987.44
Total $100,898.18 $32,005.18
TOTAL ASSETS $100,998.18 $32,005.18
GHASE PLATINUM BUSINESS CHECKING s

PORT JERVIS FREE LIBRARY

Account Numberd

CHECKING SUMMARY
INSTANCES AMOUNT
Beginning Balance $99,000.77
Deposils and Additions i 1,781.39
Checks Paid 3 -3,651.12
Electronic Withdrawals 81 -66,991.80
Fees 1 -131.40
88 £30,007.74

Ending Balance

Your Chase Platinum Business Checking account provides:
o No transaction fees for unlimiied electronic deposiis (including ACH, ATM, wire, Chase Quick Deposit)
500 debits and non-elecironic deposits (those made via check or cash in branches) per statemant cycle

a
» $25,000 in cash deposits per statement cycle
o Unlimited return deposited items with no fee

There are additional fee waivers and benefits associated with your account — please refer o your Deposit Account

Agreement for more information.

Page 10f B
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Port Jervis Free Library Director’s Report
October 15, 2024
Staffing Issues — October 2024

1. Staffing Shortage — A staffing shortage has been identified and two viable candidates
have been selected from the first batch of prospectives. One has been interviewed and
has been recommended for onboarding. The other will be interviewed as of the 9 of
this month. Before the end of this month | would like to have both in the process of
being trained. I'm still investigating the needs in the schedule. I'm hoping that we can fill
the gaps with two individuals, though it would be my recommendation that we continue
to keep an eye out for someone to fill another fulltime position.

2. Schedule — 1 will continue to monitor the schedule keeping situation. | am on sling
constantly at this point to make sure that everything is above board and the staff has
been more than transparent in their maintenance of the schedule. | have asked Taylor
to send a detailed hourly report to me and Susan for each pay period. No other changes
recommended at this time but | will respect the board’s recommendations.

3. Staff Day — On the 8" of November | would like to close the building for a required staff
day event consisting of Sexual Harassment Prevention Training and other training
exercises TBD. Connie is helping me set this up. Any suggestions are appreciated.

Building Issues

1. Bulk Pickup

a. September 2024 - Upon checking with Ralph, he's decided to keep any stains and
paints he has (excluding the paint that was bought for the cornices, which he
hopes to repurpose). Therefore, there are no hazardous waste materials to
dispose. He has a large pile of old floor tiles, a shopping cart (that was left in the
alley) and other odd items.

b. October 2024 — According to Ralph, it would be a good idea to get a dumpster or
figure out a way to get a bulk pickup request to the town for the former floor of
the HUB room. There are still tiles down there that cannot be moved by
conventional means.

2. Staff/Patron Issues
a. September 2024 - Ralph has reported to me that the city's unhoused population

are sleeping in the alleyway and defecating behind the building.

b. October 2024 - To help mitigate staff discomfort in the library due to odors, |
would like to get at least one air purifier for the library. | would also like to get a
sign for the rear of the building indicating that loitering and littering on library
property is not condoned.

3. Facilities Updates
a. September 2024 - Ralph pointed out that when work was done on the roof/

cornices the metal spikes that discouraged pigeon roosting were removed. As a
result, pigeon droppings are accumulating in the alley and down the side of the
building. (The pigeons like the fan in the Youth Center next door so they are in
the alley a lot.) To solve this problem, Ralph recommends replacing the spikes.
b. October 2024 — While working on repainting the main entryway, Ralph has
discovered some severe weather related damage to the wood. | have



recommended that we get a carpenter to fix the wood surrounding the main
entry and a painter to repaint the main entry and rear fire exit.
4. Carpet

a. October 2024 - At some point in the near future, it would be a good idea to
replace the carpet on both floors of the building. My recommendation is that we
use tiled carpet.

5. Pest Control

a. October 2024 — We have recently had an incident where multiple staff members
have reported fleas in the building. | had Ralph vacuum before Masters came out
to get them under control. Masters came and sprayed. According to Masters the
spray lasts for about 3 months, so we should be fine until next year. |
recommend setting up a service agreement.

6. Property

a. September 2024 — The board has tried unsuccessfully, for years, to purchase the
lot behind the library. The intent was to expand both the library and our parking
facilities. Now that the school district/ city owns the property, we might have a
better chance of buying it. We could really use more space for our growing
collection and meeting rooms.

b. October 2024 — 1 would like to revisit this at the next opportunity.

7. Sustainability

a. September 2024 - Sustainability within libraries is becoming an important topic.
To help cut down on waste and our environmental impact, | would suggest
putting small compost containers in the break room and story room. (I'd be more
than happy to empty them regularly.) Another suggestion, that would be a larger
undertaking, would be to install a dishwasher in the break room. A dishwasher
would allow us to use ceramic dishes and silverware for programs rather than
paper and plastic ware. However, given the size and configuration of the break
room, the addition of a dishwasher might not be feasible unless we were
expanding the library or doing a major renovation.

b. October 2024 — | will continue to look into this as time allows.

Policies and Procedures
1. Policy Manuals Update & Insurance

a. September 2024 - The public and internal policy manual is still at the attorney or
review.

b. October 2024 — | am still in contact with the insurance company and the attorney
concerning our insurance policy and continuing our coverage with the necessary
updates to our policies and procedures. This is trending well but the official
acceptance is still pending on the completion of the handrail work and the
inciusion of the necessary language in our internal policy manual.

Tech Issues — October 2024
1. Phones - After spending a week observing the staff, | would recommend that we get
new phones for the building. This might be something we could combine with updating
our internet service. | will ask other directors how they are handling this and return to
the board with a path forward.



2. Website — | will speak with other directors at the next meeting to see how progress is
going on the web hosting service search. If that has stalled, | will look towards other
solutions.

3. Printers - The Toshiba copiers were delivered, and the old ones were removed. Toshiba
took the toner and will replace it with compatible toner and a waste toner bin included
in the price of the printers.

4. Postage Printer — We have yet to hear back from Pitney Bowes concerning the leasing
agreement. ,

Friends of the Library and Community Organizations — October 2024

1. Funds —The library cannot receive funds directly from the book sale without it either
going through the Friends account first or paying taxes on income after passing a
threshold set by the state.

2. Membership — As time allows, | will be working with the Friends to encourage new
membership and growth in the community.

Programs and Patron Report — October 2024

1. Movies — Connie submitted the paperwork with RCLS to renew our movie license.

2. Patron Agreements — The voucher to allow for continued service to Minisink residents
has been submitted and accepted.

Grants and Funding
1. RCLS Grants
a. September 2024 — Connie applied for a RCLS Assistive Technology Mini Grant.
b. October 2024 — No update.



Program Statistics for September 2024

Date Topic Attendance/ Notes
Participation
Mondays Maker Mondays 31 4 Sessions; all ages
Wednesdays | Mixed Story Time 19 kids + 12 adults | 3 Session; Ages 0-5
Stories, songs, interactive activities
Fridays PreK Play Day 7 kids + 4 adulis 4 Sessions; Open play time for toddlers & preschoolers
Sept 21 Smokey Bear Story Time 6 kids + 6 adults Presented by the National Park Service. Geared for
younger children. Part of our anniversary celebration.
Sept 10 TAG 0 Teen Advisory Group
Sept 17 YA Book Discussian 0 Teen program
Sept. 26 Pipe Cleaner Dogs 5 Craft program for tweens & adults
Thursdays Fiber Crafts 59 Adult program. 4 Sessions
Mondays Monday Morning Mingle for | 9 Social time for senior citizens. 4 sessions
Seniors
Sept 4 Art & Audiobooks 3 Adult program. Make a craft while listening to a short
story.
Sept 12 Women’s Book Discussion 7 Adult program
Sept 18 Genealogy Workshop 2 Adult program
Sept 19 Bullet Journal Workshop 0 Adult program
Sept 25 Tea Tasting 8 Adult program
Sept 17 True Crimes Talk Tuesday cancelled Adult program
Sept 17 Write Now 0 Adult creative writing program.
Sept 21 Saturday Fiber Crafts 4 Adult program
Sept 30 Mosaic Coasters 7 Adult craft program
Sept 9 Design Your Own Library 4 kids + 7 adults Craft program. Ages 8- adult.
Bag
Sept 20 Apple Tasting 9 kids + 4 adults All ages.
Sept 21 Puzzle Competition 0 All ages. Part of our anniversary celebration.
Sept 21 Hot Wrk Ensemble 10 Musical program for all ages. Part of our anniversary
celebration.
Sept 21 Drop-in Craft 3 All ages. Part of our anniversary celebration.
Sept 23 & 24 | BYOBook: Sprayed Edges 5 Adult craft program. Open to teens but none came, 2
ses5i0ns
Sept. 23 Election Security & Fraud 9 Information about the election process, election
security & fraud. Presented by the Board of Elections
and the League of Women Voters.
Sept 9 HUB Classes for Seniors 2 HUB program aimed towards seniors: Using Google
Sept 16 HUB Classes for Seniors 0 HUB program aimed towards seniors: Using Microsoft
Sept 19 Memary Boards 2 HUB craft program; all ages
Sept. 21 Family Coding 0 Family program in the HUB. 3 sessions. Part of our
anniversary celebration.
Sept 23 HUB Classes for Seniors 2 HUB program aimed towards seniors: Apps for Smart
Phones & Tablets
Trivia Night 2 HUB program for adults

Sept. 23
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Program Statistics for September 2024

Sept. 27 Snap Circuits cancelled Electronics program for grades 4 & up

Sept 30 HUB Classes for Seniors 0 HUB program aimed towards seniors: Computer
Baaics

everyday Second Chances Mo stats Outside Group GED program. They stopped coming
early in the manth.

Tuesday AlAnon No stats Outside Group

nights

Sept 14 Defensive Driving Mo stats Cutside Group

Sept 26 Artful Gardners No stats Outside Group




