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

ACCOUNTING MANAGEMENT SERVICES FOR CHAPTER AND CONFERENCE
ATEGO RESOURCES
Exhibit “A”

SCOPE OF SERVICES

APA CALIFORNIA ACCOUNTING MANAGEMENT SERVICES

ATEGO Resources is contracted with APA California to provide the following services.  These services will be billed bi-monthly based on the yearly contracted fee specified in this contract.   ATEGO Resources uses Quickbooks Pro accounting software, and Microsoft Office Suite software, including Word for word processing, the Excel spreadsheet program, and Access.
Exhibit “B”

SCHEDULE OF SERVICES

ATEGO Resources shall complete the services described in Exhibit “A” on a monthly basis in coordination with the President unless otherwise specified in Exhibit “A”.
	ATEGO RESOURCES APA CALIFORNIA ACCOUNTING MANAGEMENT 
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
	 
	 
	 
	 
	Handle checking account, credit card and money market account activities;  post checks and 
deposit at banks; obtain Board approval if necessary, issue checks to pay bills

	 
	 
	 
	X
	 
	 
	 
	 
	Maintain association budget, accounts payable and accounts receivable using Quickbooks Pro

	 
	 
	X
	 
	 
	 
	 
	 
	Process Board expenses and reimbursement checks

	 
	 
	 
	 
	 
	X
	 
	 
	Reconcile monthly bank statements


	Accounting continued
	
	A/N
	D
	W
	M
	Q
	A
	

	 
	 
	 
	 
	 
	X
	X
	 
	Provide monthly and quarterly general ledger, balance sheet, profit and loss statement and
other financial reports to President and VPs, and quarterly financial reports to Board for 

Board meetings

	 
	 
	 
	 
	 
	 
	 
	X
	Provide budget projections for yearly budget review by Board; Provide draft and final budget
and revise budget in Quickbooks; post final budget on website; provide budget pie charts 

for Board and post on website

	 
	 
	 
	 
	 
	 
	 
	X
	Provide mid-year financial and budget review to VP Administration

	 
	 
	 
	 
	X
	 
	 
	 
	Invoice and enter renewing Chapter-only Members and handle Chapter-Only accounting; post 
Chapter-Only payments to Payments page on APACA website; create journal entries for 
online Chapter-Only payments made on APACA website

	 
	 
	 
	 
	 
	 
	X
	 
	Send Expense Forms to Board members following Board meetings

	 
	 
	 
	 
	 
	X
	 
	 
	Monitor checking account; transfer money from checking account to reserves

	 
	 
	X
	 
	 
	 
	X
	 
	Request Section financial information, respond to questions regarding reconciliation and 
Reports

	 
	 
	 
	 
	 
	 
	X
	 
	Balance Section financial reports received from Section treasurers; notify Section if reports out 
of balance; follow up on any missing Section financial reports

	 
	 
	 
	 
	 
	 
	X
	 
	Calculate and mail dues rebates to Sections when Section financial reports are submitted and 
balanced

	 
	 
	 
	 
	 
	 
	X
	 
	Notify VP Administration and Board of overages 

	 
	 
	 
	 
	 
	 
	 
	X
	Order 1099 and 1096 forms; make sure W-9's on file for all qualifying vendors including 
conference vendors

	 
	 
	 
	 
	 
	 
	 
	X
	Organize Chapter and Section year-end tax information for IRS, State of California and 
Commissioner of Corporations and forward to CCAPA's Accountant; answer questions to 
finalize tax returns; get final State Conference financials, Section newsletter ad calculations 
and Section year-end financials and combine into spreadsheet; balance UBIT calculations; 
create all financial reports for taxes and send to CPA

	 
	 
	 
	 
	 
	 
	 
	X
	By January 31, complete and mail 1099 forms to non-Corporate vendors; obtain 1099 
information from Conference and Sections, enter total and total # of forms into 1096
template; print 1096, attach 1099's and send to IRS by February 28

	 
	 
	 
	 
	X
	 
	 
	 
	Back up QuickBooks files to separate hard drive

	 
	 
	 
	 
	X
	 
	 
	 
	Process credit card transactions, mail receipts, and save and print

	 
	 
	X
	 
	 
	 
	 
	 
	Manage budget requests for Planning Commissioner training, and membership and 

conference assistance for members

	 
	 
	 
	 
	 
	 
	 
	X
	Coordinate Chapter and Section quarterly financial reports to National

	 
	 
	 
	 
	 
	 
	 
	X
	Divide D &O and General Liability insurance premium by 10 and bill 10% to CPF and each 
of the Sections (Chapter responsible for 10th portion)

	 
	 
	 
	X
	 
	 
	X 
	 
	Answer Board member accounting questions and emails

	Board Services
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	X
	 
	 
	 
	 
	Provide office and staff services to Board members

	 
	 
	X
	 
	 
	 
	 
	 
	Order supplies: Supply budget vs. actual to prevent overages 

	Board Services cont. 
	
	A/N
	D
	W
	M
	Q
	A
	

	 
	 
	 
	 
	X
	 
	 
	 
	Back up files on computer

	Conference Services
	 
	 
	 
	 
	 
	 
	 
	(The website services and post-conference web services will be performed by separate contract

 with the conference committee if the Board determines at the January Board meeting that 

Sadna will no longer be responsible for handling these tasks to save the Board money, and the Conference Committee does not want to perform these tasks.  This expense will need to be 
reflected in future conference budgets and is not part of the accounting conference contract at 
this time.)

	
	
	X
	
	
	
	
	
	Website update;  post conference information on the website (if contracted by the
Conference Committee)

	 
	 
	X 
	 
	 
	 
	 
	 
	Answer phone and email inquiries and refer to appropriate person

	
	
	X
	
	
	
	
	X
	Perform post-conference tasks including creating conference session page to reflect the 

At-a-Glance format and upload the conference session materials to website (if contracted
By the Conference Committee).

	Conference Accounting
	 
	 
	 
	 
	 
	 
	 
	 (Contracted services with Conference Committee)

	
	
	X
	
	
	
	
	
	Provide assistance to VP of Conferences on conference budget and conference

manual updates

	 
	 
	 
	 
	 
	X
	 
	 
	Get conference registration detail from ThinkReg website and enter into Quickbooks

	 
	 
	 
	 
	 
	X
	 
	 
	Reconcile bank account, process accounts receivables and payables

	 
	 
	 
	 
	 
	X
	 
	 
	Produce and distribute financial reports; provide President, VP of Conferences and conference

Committee financial report updates upon request

	 
	 
	 
	 
	 
	X
	 
	 
	Assist conference coordinator to invoice sponsors; follow-up on unpaid invoices and 

reconcile payments; obtain insurance coverage

	 
	 
	 
	X
	 
	 
	 
	 
	Work with conference coordinator on other accounting, sponsorship, and registration 

management; assist to establish the registration page in line with the budget

	 
	 
	X
	 
	 
	 
	 
	 
	Respond to attendee questions and correspondence

	
	
	
	
	
	
	
	X
	Complete final accounting and report to Board; Process conference profit split

	Consulting Services
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	X
	 
	 
	 
	 
	Answer Board questions and emails

	 
	 
	X
	 
	 
	 
	 
	 
	Develop strategies that incorporate and reinforce the efforts of the Board and organization 
in the areas of finances and accounting procedure

	Files
	 
	 
	 
	 
	 
	 
	 
	 

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

	Membership
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	X
	
	
	
	
	Answer Member Hotline emails 

	 
	 
	 
	 
	 
	X
	 
	 
	Invoice Chapter-Only members 90 days prior to expiration; send second and final 
notices as necessary

	Member Communi-cation and Public Info
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	X
	
	
	
	
	
	Create affiliate organization e-blasts as approved by President or appropriate VP



	
	
	A/N
	D
	W
	M
	Q
	A
	

	National 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	X
	 
	By last day of first month following the quarter, send reconciled and balanced Chapter, Section and 
Chapter financial reports, and bank records to National APA, as well as Chapter-Only

Membership totals

	
	
	X
	
	
	
	
	
	Respond to National requests for information

	Newsletter and Web Advertising
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	X
	 
	 
	 
	Invoice for newsletter and other subscriptions, including, website and publication 
advertisers; re-invoice for delinquent payments

	 
	 
	X
	 
	 
	 
	 
	 
	Process payments and activate ads when paid

	 
	 
	 
	X
	 
	 
	 
	 
	Answer billing inquiries

	 
	 
	 
	 
	 
	X
	 
	 
	Invoice Calling Card advertisers 90 days prior to expiration date; send second and final 
notices as necessary

	PEN  and CPF

Services
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	X
	 
	 
	 
	 
	 
	Assist PEN President when requested

	
	
	X
	
	
	
	
	
	Post CPF events and create membership e-blasts

	Planning Comm Rep
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	X
	 
	 
	 
	 
	 
	Assist with website updates

	 
	 
	X
	 
	
	 
	 
	 
	Update the Planning Commissioner page with latest articles from Planning Commission Rep

	Section Services
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	X
	 
	 
	 
	 
	 
	Act as liaison with members and Board

	 
	 
	X
	 
	 
	 
	 
	 
	Refer Section inquiries to appropriate Section Director or Section Board Member

	
	
	X
	
	
	
	
	
	Assist Sections in obtaining insurance coverage for local Section events

	
	
	X
	
	
	
	
	
	Update Section pages with new roster information if needed

	Website Manage-ment
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	X
	
	
	
	
	
	Update and maintain APA California Facebook page 
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