[image: image1.jpg]



2011-2012
AMERICAN PLANNING ASSOCIATION, CALIFORNIA CHAPTER
PROFESSIONAL SERVICES AGREEMENT
ASSOCIATION MANAGEMENT AND CERTIFICATION MAINTENANCE SERVICES for chapter and conference
NEW HORIZON ENTERPRISE
Exhibit “A”

SCOPE OF SERVICES

APA CALIFORNIA ASSOCIATION MANAGEMENT AND CERTIFICATION MAINTENANCE SERVICES

New Horizon Enterprise 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.   New Horizon uses Microsoft Office Suite software, including Word for word processing, the Excel spreadsheet program, and Access.
Exhibit “B”

SCHEDULE OF SERVICES

New Horizon Enterprise shall complete the services described in Exhibit “A” on a monthly basis in coordination with the President unless otherwise specified in Exhibit “A”.
	NEW HORIZON ENTERPRISE APA CALIFORNIA ASSOCIATION

MANAGEMENT AND CERTIFICAITON MAINTENANCE TASKS

	FINAL
11 1 2010
	 
	FREQUENCY
	 

	S

E

R

V

I

C

E

S
	 
	AS  NEEDED
	DAILY
	WEEKLY
	MONTHLY
	QUARTERLY
	ANNUALLY
	DETAIL OF TASKS

	Awards
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	X
	Receive and coordinate awards submittals; distribute to Awards Committee

	 
	 
	 
	 
	 
	 
	 
	X
	Arrange for awards purchase and coordinate with awards committee or program

	 
	 
	 
	 
	 
	 
	 
	X
	Order additional awards for award winners and outgoing Board members

	 
	 
	 
	 
	 
	 
	 
	X
	Send email confirmation notices to nominees

	 
	 
	 
	 
	 
	 
	 
	X
	Send award notification letters

	
	
	A/N
	D
	W
	M
	Q
	A
	

	Board Services
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	X
	 
	 
	 
	 
	Provide office and staff services to Board members

	 
	 
	X
	 
	 
	 
	 
	 
	Develop and update Board roster



	 
	 
	 
	 
	 
	 
	X
	 
	Provide quarterly membership count and updates

	 
	 
	X
	 
	 
	 
	 
	 
	Order letterhead and pins

	 
	 
	 
	 
	X
	 
	 
	 
	Back up files on computer

	CM and Pro-fessional Develop-ment
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	X
	
	
	
	
	
	Provide Website support and maintain and update CM website; post CM announcements 

to website 

	
	
	X
	
	
	
	
	
	Enter events for CM credit approval and assist members to locate CM events and logging 

Credits, and send E-blasts to members re new CM information

	
	
	
	X
	
	
	
	
	Coordinate lending library, and mail out CDs to members, track CDs, order from National

	 
	 
	 
	 
	X
	 
	 
	 
	Handle inquiries regarding AICP training, sales and mailing of CPC AICP Study Guide

	
	
	
	
	
	
	
	
	Provide members with standardized information regarding CM instructions

	 
	 
	 
	X
	 
	 
	 
	 
	Field/re-route emails to VP Professional Development if needed

	
	
	X
	
	
	
	
	
	Provide support to VP for conference calls, mailing to PDO’s

	
	
	X
	
	
	
	
	
	Provide support to VP for FAICP organizers and nominees

	Conference Services
	 
	 
	 
	 
	 
	 
	 
	(Not currently billed to the Conference.  Paid by Chapter through management contract.)

	 
	 
	
	 
	 
	 
	 
	 X
	Coordinate and send membership materials for booth; ship display cases/awards

	
	
	X
	
	
	
	
	
	Provide template for website for sessions; work with Insite Logic to set-up submittal forms

	
	
	X
	
	
	
	
	
	Answer session applicant inquiries; notify session applicants regarding committee decision

on sessions chosen

	
	
	
	
	
	
	
	X
	Print sessions from website; format sessions and provide session binders to Conference

Committee; create Excel spreadsheet of conference sessions for binders

	
	
	X
	
	
	
	
	
	Print, copy, 3-hole-punch late session submittals and update session spreadsheet and

mail to Conference Committee for binders; provide speaker list in Excel; copy & paste session

content to Word document; plug in date/times on session forms

	
	
	X
	
	
	
	
	
	Email reminder notices to moderators; send moderators sessions to review/revise

	
	
	X
	
	
	
	
	
	Process all conference CM credit requests to National for Conference Sessions and other

CM data entry; add MW/new session to CM forms; update CM forms with revised information

	
	
	X
	
	
	
	
	
	Forward completed sessions to Dorina with/matrix for program; provide branding/marketing

tools for advertisements; Review At-a-Glance and Program proofs

	
	
	X
	
	
	
	
	
	Set up grid with approved CM credits and post on website

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

	
	
	
	
	
	
	
	X
	Update and print National CM evaluation forms

	 
	 
	X 
	 
	 
	 
	 
	 
	Answer phone and email inquiries and refer to appropriate person

	
	
	
	
	
	
	
	X
	Check membership status of speakers 

	
	
	
	
	
	
	
	X
	Provide spreadsheet of sessions for presentation collection at registration desk

	
	
	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



	Consulting Services
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	A/N
	D
	W
	M
	Q
	A
	

	 
	 
	 
	X
	 
	 
	 
	 
	Answer Board questions and emails

	Elections
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	X
	Assist GranDesigns and InSite Logic with online elections; provide members with paper

ballot upon request

	
	
	X
	
	
	
	
	
	Assist members with login/unique ballot ID

	 
	 
	 
	 
	 
	 
	 
	X
	Tally paper ballots; notify President, Board  and candidates of election results

	 
	 
	 
	 
	 
	 
	 
	X
	Send out blast emails with election information to members

	Files
	 
	 
	 
	 
	 
	 
	 
	 

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

	 
	 
	 
	 
	 
	 
	 
	X
	Ship files to official APA California archives at Northridge

	Membership
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	X
	 
	 
	 
	 
	Answer Member Hotline and emails and dedicated answering machine for 

Calls made during non-Hotline hours

	 
	 
	X
	 
	 
	 
	 
	 
	Maintain master Chapter-Only membership database

	 
	 
	X
	 
	 
	 
	 
	 
	Mail National/Chapter-only membership information to potential members and new member

packets

	 
	 
	X
	 
	 
	 
	 
	 
	Assist members with National for address changes, membership problems and questions

	Member Communi-cation and Public Info
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	X
	
	
	
	
	
	Send regular e-mail communication with membership to drive APACA initiatives

	
	
	X
	
	
	
	
	
	Write and update policies for web advertising, APA co-sponsorship, publishing of articles; 

Post on website and in Board Binder site

	National 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	X
	
	Send current Chapter-Only membership list to National

	
	
	X
	
	
	
	
	
	Respond to National requests for information



	
	
	A/N
	D
	W
	M
	Q
	A
	

	Newsletter and Web Advertising
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	X
	 
	 
	 
	 
	Answer phone and email inquiries regarding advertising deadlines, rates of CalPlanner and 
website advertising, including consultant directory

	 
	 
	X
	 
	 
	 
	 
	 
	Prepare and provide computer labels of members/subscribers and Calling Card advertisers 
from National/APA California database for CalPlanner

	 
	 
	 
	 
	 
	 
	X
	 
	Coordinate advertising with Grandesigns

	 
	 
	X
	 
	 
	 
	 
	 
	Calculate price on new web and CalPlanner job ads, calling card ads and job ads

	 
	 
	 
	 
	 
	 
	X
	 
	Provide updated information for CalPlanner roster and provide email addresses for

distribution

	PEN  and CPF

Services
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	X
	 
	 
	 
	 
	 
	Assist PEN President when requested

	 
	 
	 
	 
	 
	 
	X
	 
	Finalize, print and mail out PEN newsletters and other documents

	Section Services
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 X
	
	 
	Distribute monthly membership status reports from National to InSite Logic for website 
update

	 
	 
	X
	 
	 
	 
	 
	 
	Act as liaison with members and Board

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

	 
	 
	X
	 
	 
	 
	 
	 
	Field calls and emails to appropriate conference, workshop or event committee member 
or coordinator from the Sections

	 
	 
	 
	 
	 
	X
	 
	 
	Distribute labels/email addresses for newsletter distribution to Section Editors

	 
	 
	 
	 
	 
	X
	 
	 
	Provide member/Chapter-Only membership and deletion reports to Membership Directors

	Website Manage-ment
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	X
	 
	 
	 
	 
	 
	Assist members in using the site and gaining access as an APACA member

	
	
	X
	
	
	
	
	
	Maintain Business Directory, provide specifications and update logos

	
	
	X
	
	
	
	
	
	Field job opportunity questions; assist advertisers; activate ads

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

	 
	 
	X
	 
	 
	 
	 
	 
	Update Board and staff roster information
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