Proposal for Association Management

For the Alabama City/County Management Association (ACCMA)

 (June 7, 2017) 
The Government and Economic Development Institute (GEDI) at Auburn University proposes to provide association management services for the Alabama City/County Management Association (ACCMA) for a two-year period, beginning July 1, 2017 and ending June 30, 2019.  Broadly speaking, these services include membership, conference, and professional education program development, management, and facilitation. 
I. RESPONSIBILITIES OF GEDI INCLUDE:
· Provide timely and responsive customer service to all ACCMA members, potential members, sponsors and affiliate members or organizations.

· Provide ACCMA with a membership dues budget.

· Provide a budget for all conference costs and associated fees.

· Develop and maintain a policy manual for the association board and their members.

· Coordination and limited maintenance of ACCMA website. 

· Create, develop and maintain newsletter if needed.

· Create, develop and maintain letterhead for association use.

· Provide one to two GEDI staff members for all conference planning meetings and any board or committee meetings as necessary.   
· Coordinate meals, such as working lunch, for meetings when necessary. 
· Develop or assist in development of meeting agendas.

· Administer SACs accredited Continuing Education Units with Auburn University for conferences and any other education programs.

· Apply for CPEs through the Alabama State Board of Public Accountancy (ASBPA) for conferences and education program.

· Administration and processing of accreditation with other organizations for CE credit for association members.

· Maintain membership data and any historical data concerning member services.

· Maintain any and all historical records for the association such as minutes.
· Collect and track membership dues, conference fees, and event sponsorships payable to ACCMA.  Checks will be deposited into an ACCMA business checking account.

· Provide supporting documentation necessary for ACCMA to process checks for payment.
II. EDUCATION PROGRAM

· GEDI will work with the ACCMA to deliver and modify a certificate education program that increases the specialized knowledge and skills of those in local government to master the complexities of the political, social, and economic environment of public administration. 
· Five courses will be offered annually through the ACCMA Professional Management Certificate Program based on identified needs. This includes presentation materials and participant materials.
· Courses will be developed, planned, and updated to reflect changes in the law and scheduled every year with a new Continuing Education class developed every three years.

·  GEDI will maintain records of course participants, certificate program participants, and individuals who have achieved their certificate and maintaining that certificate.
· Attendees of the Professional Management Certificate program will make checks payable to “Auburn University.”  

· Course registration fees and instructional content modifications will be evaluated and changed in partnership with ACCMA.
· GEDI will pay instructor and meeting room costs, travel expenses, food and beverage costs, and other course-related expenses from the registration fees collected for the education program.

· GEDI will provide annual announcements of course offerings and supplement with periodic electronic marketing communications to ACCMA members and to other local government individuals who may have an interest.
· GEDI will provide an ongoing report to the ACCMA Board concerning class attendance and evaluations. GEDI will also provide an annual financial statement to the Board concerning classes held in that year.

III. MEMBERSHIP
· Recruit new members via marketing efforts.

GEDI commits to work with the ACCMA Board to determine best processes for recruitment of new members. GEDI will provide marketing through website management, mailings and emails.

· Send renewal notices and record payments.

GEDI agrees to mail and email renewal notices to members; as well as record payments when made.

· Send new member letters/packets.

GEDI recognizes the importance of providing new members with as much information as possible and agrees to mail and email any ACCMA information out to new members.

· Maintain membership database.

GEDI will maintain all membership data and any historical data concerning member services.
IV. FINANCIAL
Transition from ACCMA AU Agency Account to Business Bank Account

ACCMA will maintain a business checking account with a statewide financial institution. This account will be used to pay for all ACCMA expenses other than those associated with the Professional Management Certificate program.   

GEDI will be responsible for collecting and tracking the following revenue on behalf of the ACCMA:

a. Membership dues, 

b. Sponsorship contributions, and 

c. Conference registration fees or other related fees.
GEDI will deposit all checks collected for ACCMA (membership dues, conferences fees and sponsorships) into the association’s business checking account on a weekly basis.  
GEDI will have reporting access to the ACCMA’s business checking account and the association’s credit card purchases to categorize expenses needed to produce financial statements (balance sheet, income statement).  

*If the ACCMA decides to accept electronic credit card payments for its membership and conference fees, the ACCMA will be responsible for ensuring that the outside merchant vendor collecting payment information comply with all Payment Card Industry (PCI) Standards. The payment site will need to be separate from AU and provide detailed payment information that can be reconciled with conference registrations and membership dues.  In the event additional programming or database interfacing work has been done to implement the acceptance of credit cards, GEDI will propose this work under a separate agreement with the ACCMA for the additional charges.
The ACCMA will be responsible for authorizing, processing, and paying for the following from the association’s business checking account: 

· Pay for a CPA firm to do any filing of Federal requirements such as the 990-EZ, 1099s, 1098s and any other accounting requirements.

· Pay for the CPA firm will to assist GEDI in developing an accountability plan and policies for a financial policy manual. 

· Pay for scholarships as determined by the Executive Board and Officers to be given to selected ACCMA student(s) annually. 
· Pay for students, chosen by ACCMA, to travel to each conference annually. This includes hotel rooms, travel costs, and meals. 
· Pay travel expenses, if necessary, for speakers for two conferences annually.

· Pay travel expenses for authorized ACCMA Board member(s) to attend ICMA conferences. Expenses will be reimbursed based on itemized receipts submitted. 

· Provide conference registrations for students to attend each conference annually.

· Provide membership assistance for authorized new member(s) (when pre-approved by the ACCMA Board) to attend conference (fees, travel, etc.)

· Payment of alcohol or alcohol related functions at conference/events through sponsorship fee collections.  

· Payment from special awards (recognition for service plaques) for ACCMA members such as president, Vocational Excellence awardee, etc. as approved by the President, President-Elect, Vice President and Secretary/Treasurer. 
· Pay for other miscellaneous expenses as related to the business purposes of the ACCMA.

V. CONFERENCES
GEDI will be responsible for the organization and facilitation of two conferences annually. All conference fees and associated payments for materials, supplies, food, meeting rooms, etc., will be paid via participant registration fees and the collection of sponsorship funds from the ACCMA’s business checking account or credit card. The following will be provided:
· Coordinate with Officers all conference planning details, including site selection and logistics, registration, vendors, speakers, food and beverage and program agenda.

GEDI commits to work with the ACCMA Officers to establish and book the most appropriate venue for the two annual conferences, develop and plan the agendas, selection of speakers as well as all logistics and food and beverage choices. 

· Solicit and secure new and renewing sponsors/exhibitors.

GEDI recognizes the importance of financial backing from sponsors as well as conference exhibitors and will work with the ACCMA Officers to recruit new sponsors and exhibitors and renew current sponsors and exhibitors.

· Handle all contract negotiations and coordinate all details with speakers, conference signage, awards, facilities, service contractors, and vendors. 

GEDI agrees to handle all contract negotiations and coordination of all details involved in the management of the two conferences annually.  Agreements will be in the name of ACCMA.  Related deposits and payments will be processed through the association’s business checking account.  
· Prepare and print registration packets, name badges, ribbons for all registrants and Sponsors/Exhibitors.  GEDI recognizes the importance of providing special attention to each of our conference participants through name tags and name tents, registration packets, and ribbon recognition.
· Organize and pay for all food & beverage alcohol and bar related can cashier fees, all audio-visual, equipment, entertainment, gifts, and exhibit booth rentals through the association’s business checking account.
· Provide hotel rooms for two GEDI staff members associated with the facilitation of ACCMA conference related activities. Hotel room costs will be directly billed to the ACCMA hotel master account.
· Reimburse GEDI for the Executive Director’s (or approved GEDI substitute) expenses (hotel, gas, meals, transportation, etc.) necessary to attend an ICMA conferences, training or association meeting at the direction of the ACCMA’s Officers.  Expenses will be reimbursed according to AU Policies and Procedures and rates. 
VI. ADMINISTRATION and COST

The annual cost to provide the services below of these services is detailed below.  ACCMA’s project cost is less than the total project cost as a result of GEDI’s cost-share contribution.
	Category
	ACCMA 

Year 1
	GEDI Cost Share Year 1
	ACCMA 

Year 2
	GEDI Cost 

Share Year 2
	Total 
ACCMA for 

2 Years

	Total GEDI 

Cost Share for 2 years

	Salaries 
	$14,360
	$7,728
	$14,360
	$7,728
	$28,720
	$15,456

	Benefits (32%)
	$ 4,595
	$2,473
	$ 4,595
	$2,473
	$  9,190
	$  4,946

	Travel
	$ 1,600
	$       0
	$ 1,600
	$       0
	$  3,200
	$         0

	Indirect

Cost (5%)*
	$ 1,028
	N/A
	$ 1,028
	N/A
	$  2,056
	N/A

	Waived

Indirect

Costs (35%)
	N/A
	$7,194
	N/A
	$7,194
	
	$14,388

	TOTAL
	$21,583
	$10,711
	$21,583
	$10,711
	$43,166
	$21,422


    *5% is the maximum indirect costs allowed by the ACCMA
Travel consists of mileage and associated costs with attending board meetings and conference. ACCMA will agree to pay to the Government and Economic Development Institute an administrative/facilitation fee of $21,583 per year for the next two years.  The total cost of the agreement is $43,166.  ACCMA will be billed for $21,583 in October 2017 and for $21,583 in October 2018.
In order for the Government and Economic Development Institute to proceed with this program, please sign and date below indicating that the ACCMA accepts this proposal and authorizes the Government and Economic Development Institute, Auburn University, to proceed with the tasks identified in this POW. 
VII. CANCELLATION

The Alabama City County Management Association and/or the Government and Economic Development Institute may cancel this agreement after one year. Provided that notice be given by either party at least 90 days in advance of the termination date. 
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