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2011-2012
AMERICAN PLANNING ASSOCIATION, CALIFORNIA CHAPTER
PROFESSIONAL SERVICES AGREEMENT

EXECUTIVE DIRECTOR AND DIRECTOR OF ADMINISTRATION SERVICES

STEFAN/GEORGE ASSOCIATES

Exhibit “A”

SCOPE OF SERVICES

APA CALIFORNIA EXECUTIVE DIRECTOR AND DIRECTOR OF ADMINISTRATION SERVICES

Stefan/George Associates is contracted with APA California to provide the following services.  These services will be billed monthly based on the yearly contracted fee specified in this contract.   Stefan/George uses Microsoft Office Suite software, including Word for word processing, the Excel spreadsheet program, and Access.

Exhibit “B”

SCHEDULE OF SERVICES
Stefan/George Associates shall complete the services described in Exhibit “A” on a monthly basis in coordination with the President unless otherwise specified in Exhibit “A”.
	S/G APA CALIFORNIA EXECUTIVE DIRECTOR AND DIRECTOR OF ADMINISTRATION TASKS

	FINAL
11 1 2010
	 
	FREQUENCY
	 

	S

E

R

V

I

C

E

S
	 
	AS  NEEDED
	DAILY
	WEEKLY
	MONTHLY
	QUARTERLY
	ANNUALLY
	DETAIL OF TASKS

	Accounting
 
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	X
	Provide budget projections for yearly budget review by Board; Provide draft and final budget
and revise budget in Quickbooks




	 
	 
	X
	 
	 
	 
	 
	X
	Meet with accountant to review APA's accounting information and procedures, and 
review final tax information

	Board Services

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	X
	 
	 
	 
	 
	Provide office and staff services to Board members

	 
	 
	 
	 
	 
	 
	X
	 
	Attend Board meetings and Retreats and take action minutes (per Board meeting - 3 times 
per year); make any corrections in minutes approved by the Board and post final minutes 
to website; email minutes to Board; make any corrections and post on website

	
	
	
	
	
	X
	
	
	Provide agenda and minutes for monthly Executive Board conference calls, Standing

Conference Committee and Budget Committee

	 
	 
	 
	 
	 
	 
	X
	 
	Draft agenda, e-mail Board for agenda items and attachments, and post agenda and all 
attachments to website

	 
	 
	 
	 
	 
	 
	X
	 
	Coordinate Board meeting sites, services, lodging when necessary and meals

	 
	 
	X
	 
	 
	 
	 
	 
	Write and email updates to Board regarding Board meetings, activities, budget, voting

and election issues and general information; email Board members action items requiring

Board votes in between Board meetings

	 
	 
	X
	 
	 
	 
	 
	 
	Update New Member Orientation and Board Binder info on the website

	 
	 
	X
	 
	 
	 
	 
	X
	Coordinate with Conference coordinator for Conference Board services, meetings, insurance, 
other conference needs for the Board

	 
	 
	 
	 
	X
	 
	 
	 
	Back up files on computer

	Conference Services

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	
	 
	 
	 
	 
	 X
	Ship display cases/awards

	Conference Accounting

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	X
	 
	 
	 
	 
	 
	Sign contracts related to conference and maintain contract records; send copy to Francine Farrell

	Consulting Services 


	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	X
	 
	 
	 
	 
	 
	Assist in identifying and implementing long-range goals for the organization

	 
	 
	 
	X
	 
	 
	 
	 
	Assist President, President-Elect, Past President and other VP's

	 
	 
	 
	X
	 
	 
	 
	 
	Answer Board questions and emails

	 
	 
	X
	 
	 
	 
	 
	 
	Act as spokesperson for the Association as requested by the Board

	 
	 
	X
	 
	 
	 
	 
	 
	Assess the position of the organization on key issues and recommend to the Board
those strategies necessary to accomplish the organization's objectives

	 
	 
	X
	 
	 
	 
	 
	 
	Develop strategies that incorporate and reinforce the efforts of the Board and organization 
in the areas of public relations/communications, policy/document updates and website operations

	 
	 
	X
	 
	 
	 
	 
	 
	Facilitate and assist in the development of the Strategic Plan


	Consulting Services  cont. 


	
	A/N
	D
	W
	M
	Q
	A
	

	 
	 
	X
	 
	 
	 
	 
	 
	Monitor the organization's structure, programs and financial status to reduce overlapping
or duplicative functions, reduce operating costs, increase efficiency, and enhance the overall performance of the organization in meeting its strategic and financial objectives

	 
	 
	 
	X
	 
	 
	 
	 
	Provide oversight and policy direction in coordination with the President and VP for 
Administration to ensure the fiscal and strategic stability and continuity of the organization

	 
	 
	X
	 
	 
	 
	 
	 
	Develop and supervise all contracts and personnel assigned to the organization including 
financial, conference, management, website, design/publication, legal and other 
contracted services

	 
	 
	 
	X
	 
	 
	 
	 
	Coordinate both long-term and day-to-day communications, administrative, marketing, 
and professional development functions of the organization

	 
	 
	X
	 
	 
	 
	 
	 
	Act as the institutional memory of the organization

	Files

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	X
	 
	 
	 
	 
	Maintain all organization files and lists of all APA California files and archived files

	Website Manage-ment

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	X
	 
	 
	Monitor the APACA Website to ensure it remains up to date 

	 
	 
	 
	 
	 
	 
	 
	X
	Conduct complete website review; recommend changes to the Board to update the 
website and make it user friendly per member questions and concerns

	 
	 
	X
	 
	 
	 
	 
	 
	Assist Board members in updating their websites

	 
	 
	X
	 
	 
	 
	 
	 
	Upload documents and images as requested by Executive Director and Board



	 
	 
	 
	 
	X
	 
	 
	 
	Add and delete Featured Articles on Home Page as they become outdated

	 
	 
	X
	 
	 
	 
	 
	 
	Work with InSite Logic on special projects requested by the Board, including on-line
elections, Board pages, legislative site, etc.

	 
	 
	X
	 
	 
	 
	 
	 
	Work with Board on special projects related to the website


APA CALIFORNIA CONTRACT 2011-2012 


