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To:	Bonnie Ann Dowd, President
	ACBO Board of Directors

From:	Susan Bray, Executive Director
	ACCCA

RE:	Memorandum of Understanding

Thank you for the opportunity to propose an expansion of our existing agreement for administrative services to ACBO.  If agreeable, the following terms will supersede any previous agreements currently in effect.  The term of this REVISED agreement commences on 7/1/12 and will expire on 12/31/15 unless terminated by either party with 60 days advance notice submitted in writing.

Under the agreement ACCCA will provide the following services and considerations:
	
1. GENERAL OFFICE MANAGEMENT:  A combination of ACCCA paid staff, subcontractors retained by ACCCA and additional temporary clerical staff retained and compensated at ACCCA’s discretion on an as-needed basis will provide ACBO with general office management, production and administrative services for the day-to-day operation of the Association of Chief Business Officials, hereinafter referred to as ACBO.  Specific duties include:

a. Board Assistance.  Assist the Board President with the development and distribution of monthly Board agendas, meeting minutes and any background materials requested in support of monthly Board meetings.
  
i. Board meeting materials will be distributed to members one week prior to each meeting unless finalized materials are not made available by the President or their designee.  

ii. Board materials will be posted to the Association’s web site and additional copies brought to each meeting and will consist of an agenda, the draft minutes of the prior meeting, a financial report and any other materials submitted by a member or committee representative at least one week in advance of the meeting.

b. Meeting Management.  Arrange for meeting space, catering, and provide administrative assistance on site at all ACBO Board meetings based on their established calendar unless otherwise arranged in advance;

c. Communications.  Maintain existing web site and/or arrange for site renovation per specifications and at the direction of the ACBO Board.  Site maintenance included in this agreement means:
i. Day-to-day monitoring of online purchasing activity; updating informational materials and installing event registration and sponsor order forms, posting board meeting materials, event materials, job announcements and other materials at the direction of the Board.
  
ii. Required SSL web site security certification to maintain compliance for purposes of online transactions and activity. 

iii. Establishing and maintaining both a web-based directory of active business office personnel and others who self-submit their profiles and a separate roster of the 72 active CBOs (delegates) representing each of the ten regions of the state community college system. 

It is agreed that any additional structural or design modifications to the existing site design will be managed by ACCCA only on approval of the ACBO Board and will be facilitated by an outside consultant specifically qualified to perform such work.  As this work is beyond the scope of this agreement, such services will be at the discretion of the ACBO Board and contracted separately by ACBO and overseen by ACCCA.

ACCCA will continue to facilitate regular communication among members of the ACBO Board and CBOs statewide via mail, broadcast emails or conference calls as necessary to facilitate the work of the Board’s leadership or designated committee(s) in the development of issues for ACBO Board discussion, conferences or Institute planning committee meetings;

ACCCA will respond to all ACBO member/CBO or other requests and re-direct inquiries to the appropriate individual as they are received.

d. Financial Services.  In order for ACCCA to provide comprehensive bookkeeping and financial services to ACBO, specific tasks to initiate these services are expected and must occur including: 

i. Internal Accounting Software.  The development of a distinct and separate company profile within ACCCA’s existing Quickbooks (QB) software, including the establishment of an official chart of accounts in cooperation with a designated ACBO representative.  

ii. Maintenance of Accounts.  Monthly reconciliation of the Association’s primary fund account and moving the Association’s account to Sacramento; reprinting checks and updating signature cards.

iii. Development of Required Filings and Reports.  Establishment of a regular reporting cycle including monthly financial statements (MFS); Quarterly Financial Reports (QFS); and the filing of annual returns for the federal 990; and other required reports as designated.  Reports will be provided to Board members at each meeting along with copies of reconciled bank statements.

Additionally, ACCCA will provide Financial Event Reports at the conclusion of each Conference and each training program.  Event reports will feature logistical reporting including attendance counts; revenue status (received and outstanding), expenses and an analysis of each event’s evaluations.

iv. Daily processing (log, endorse and deposit) of all revenue from checks and/or cash received, verification of all online payments to ensure timely deposits.

v. Payables.  Timely processing of all payables upon receipt including date stamping invoices; logging into accounting software and batched with others received.  Processed invoices with appropriate back up will be forwarded to a designated representative of the Board for initial authorization at regular intervals (monthly or bi-monthly, as needed).  Once approved, ACCCA will cut checks for the approved amounts and process payments.

vi. Check Signature.  Each approved warrant shall bear two signatures.  Those include Susan Bray, Executive Director and a designated representative of the ACBO Board or the President.  Signatures shall be gathered by a process which is mutually determined but that emphasizes timeliness.


2. PROFESSIONAL DEVELOPMENT ACTIVITIES:  Professional development activities sponsored by ACBO include two conferences each fiscal year (spring and fall); one annual Institute Program (Institute I or II, but not both in the same fiscal year); and one 1-day workshop (topical-focus to be determined by the ACBO Board.)  

These programs will continue to be directed and designed by the ACBO Board of Directors, meaning all content and format decisions are made by the ACBO Board.  All administrative and meeting planning functions, including general planning assistance to the designated conference chair and Board, event management and reporting, developing site options for the Board’s consideration, contracting sites, presenters and services, sponsor option development, registration & payment processing, development of the registration list and onsite administration will be facilitated by ACCCA at the direction of the ACBO Board who is ultimately responsible.  

Any professional development programs initiated by ACBO, other than those stipulated above, fall outside the scope of this agreement and must be negotiated separately if they are to be facilitated by ACCCA.  However, each annual January budget workshop will be organized and facilitated by ACCCA and will include the acknowledgement that ACBO is a co-sponsor of the event.  This acknowledgement shall not incur any cost to ACBO, nor will it result in any financial gain from the event’s proceeds.  

a. ACBO Institute:  ACCCA staff will provide assistance to the Institute (I or II) coordinator(s) to facilitate the annual program as requested by the Board.  Development of program content, speaker selection and scheduling will fall under the purview of the coordinator(s) who are designated by the ACBO Board.  Logistics for each session, including site selection and contracting, sponsor development, participant communications, materials, registration and event reporting will be facilitated by ACCCA in cooperation with the program coordinators and the ACBO Board.   

In exchange for these services and considerations ACBO will compensate ACCCA $39,500 annually, payable in monthly installments of $3,291.66.  All reasonable travel expenses of ACCCA staff and/or contracted representatives related directly to ACBO events as described above shall be reimbursed to ACCCA or paid directly by ACBO.

The term of the agreement will be three years, commencing on July 1, 2012 and concluding on December 31, 2015.  Either party may terminate the agreement with 60 days written notice and with the understanding that applicable service fees will be prorated and all expenses incurred will be reimbursed up to the date of termination.  



Contract Addendum

Additional Services Requested.  Upon review of the initial draft agreement, the ACBO Board determined that they would require additional services not initially covered in the form of options that must be renewed annually to remain in effect.  These include:

ANNUAL FINANCIAL REVIEW/STATEMENT & FEDERAL/STATE FILING OPTION:  This option authorizes ACCCA to prepare for, and engage an ACBO Board-approved outside accounting service to provide an annual financial review and statement of revenue and expense.  Cost of this option is paid separately by ACBO and is capped at $1,500.  ACCCA will incur all costs beyond $1,500 for this option.

_____	Approved for the 2012/13 Operating Year

_____	NOT Approved for the 2012/13 Operating Year

ANNUAL AUDIT OF INTERNAL CONTROLS OPTION:  This option authorizes ACCCA to engage a Board-approved outside accountant to perform an audit of internal controls and processes with regard to the administrative and financial functions of the Association (ACBO), which is separate and apart from the operations of ACCCA.  The cost of this option is capped at $2,500 and ACCCA will incur all costs beyond $2,500 for this option.

_____	Approved for the 2012/13 Operating Year

_____	NOT Approved for the 2012/13 Operating Year


FOR ACCCA:						FOR ACBO:

___________________________			_____________________________
SIGNATURE						SIGNATURE

___________________________			_____________________________
Susan Bray, Executive Director			Bonnie Ann Dowd, President
ACCCA						ACBO

__________________________			_____________________________
DATE							DATE


*Notation:  By unanimous vote, the members of the ACBO Board agreed to the terms and conditions of the above agreement at their June 8, 2012 meeting with the understanding that the final MOU would be signed by Board President Dowd at a later date once final details of the agreement were negotiated.  President’s initials:  _____
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