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If you have not used this spreadsheet before, please read the guidelines found in the Chapter Awards Manual hefore entering data into i

The guidelines explain a logical order for data entry, and if followed should make it a more productive tool for you.
]

COPA AREA Points  MAXIMUM REQUIRED ACTUAL REQUIRED ACTUAL | Points  OVERUNDER Required
Factor  (COPALevel 32,1) (COPA Level 32,1) EARNED Transtened  (COPALevel 321)
Education 1 225 22050 21375 4700 4606 4465 s000 o] 300 384 535
Membership 172 1686 1634 172 1686 1634 3500 [0 | 17800 18144 18660
Public Relations 2 225 22050 21375 9400 9212 8930 427.00 | 4000 ] 20300 20488 207.70
Meetings 3 750 73500 71250 14100 13848 13395 14100 [0 | ooo 282 705
Association Participation 2 | 400 39200 380.00 9400 0212 8930 55,00 100 288 570
ACTUAL % of GOAL
Fransfer Points (refer to COPA guidelines for rules and restricions): (COPA Level 32,1)
Education | 106.4% 108.6% 1120%
Enter Nunber” Above ofthe Transfer FROM Ar Membership | 2035% 207.6% 214.2%
Enter Nunber® Above ofthe Transfer TO Area Public Relations | 411.7% 420.0% 433.4%
Enter Paits Being Transferre Meetings | 100.0% 1020% 105:3%
*exampls: 1-Ecation, d=Heetngs Association Participation | 101.1% 103.0% 106.4%
w0y «Es)
IS CHAPTER APPLYING FOR COPA? | [ | X
If YES, mark highest level COPA eamed this reporting period in appropriate box at right AWARD REQUESTED
IfNO, nothing else is required in the COPA area (merk X nthe box that appies)
Level 3 COPA Cx]
Level 2 COPA 1
Level 1 COPA, 1

Indicate # years chapter has won COPA (at any level) in hoxes below:
#total years COPA earned (any level)

# consecutive years earned (any level)

Indicate FROM YEAR and THRU YEAR in hoxes below for Consecutive awards earne

N A

FINANCIAL INCENTIVES AREA (PC52000)
o) (vES)
1S CHAPTER APPLYING FOR PC52000? | [ ] X
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Location: Sheraton Inn, 4770 Goer Drive, North Charleston SC
I. Meeting Call to order by Chapter President
5:45 PM
II. Roll Call by Chapter Secretary (Travis Baird) 
Nadine Evans, President

Robin Ward, Vice President

Bernard Krafsig, Director At Large

Sherry Deese, Regional Director

Bill Rhodes, Awards Chairperson
Robert Mayhue, Director at Large
Travis Baird, Secretary
Ed Cavadias, ABSENT

Patti Burriss, ABSENT
III. Approval of February 7th, 2007 Board Meeting Minutes
Sherry made motion to approve minutes from the February 7th Board Meeting. Robert second the motion. Nadine called to discuss. No discussion followed. Call to vote, with all in favor. Minutes were approved.
IV. Financial Report (Nadine Evans)
Sherry made motion to record financial reports into the meeting minutes (see attachment 1). Robin second the motion. Call to discuss. No discussion followed. Call to vote with all in favor.
V. Director at Large Report (Bernard Krafsig)
Nothing to report.
VI. Regional Director’s Report (Sherry Deese)
Nothing to report.

VII. Past President’s Report (Ed Cavadias)
Nothing to report.
VIII. Committee Reports
i. Arrangement Committee (Cecelia Poplin)

Arrangements for locations continue to be booked for 2007 and are updated on the website as confirmed.

ii. Program Committee (Ingrid Tugwell)

Speakers continue to be engaged and updates on the website are confirmed.

iii. Award COPA (Bill Rhodes)

A brief overview was given by Bill on COPA (see attachment 2).
iv. Budget / Audit (Kay Damp)

A copy of the recent audit overview report by Kay Damp is attached (see attachment 3)
v. Budget (Sherry Deese)
A revision to budget is currently being looked at by Nadine and Sherry. Information will follow at next board meeting.
vi.
Communication
Alan Blanche reported on March 2nd that he sent out invite emails to those on the Members and Non-Members List for the March 15th AITP Dinner Meeting.

Michael Painter reported an announcement for the September 2006 meeting was published in the September 18th edition of the Charleston Regional Business Journal (CRBJ). An announcement for the November 2006 meeting was published in the November 27th CRBJ. An announcement of our 2007 Officers was published in the February 12th Post & Courier. An announcement for the February 2007 meeting was published in the February 5th CRBJ and on the Charleston Digital Corridor website. An announcement for the February 2007 meeting was included in the February 5th ThinkTEC Connect email. An announcement for the February 2007 meeting was included in the February 7th e-Update email from the Chamber of Commerce. An announcement for the February 2007 meetings was also included in the February 12th ThinkTEC Connect email. The February 28th Social was well attended.
Ken Chandlee reported that the first newsletter has been posted to the website.

Nadine reported that the website is progressively nicely and Bill Spence has been wonderful to work with as the Chapter is constantly evolving.

vii.
Bylaws (Ed Cavadias)
Ed Cavadias is out of town, but sent over information regarding the Bylaws (see attachment 4). Attached are the Bylaw recommended changes. After a discussion of the bylaws the President ask that no action be taken and discussion will continue in New Business for next month.
viii.
Nominating Committee (Ed Cavadias)
Ed Cavadias is out of town, but he reported that the Association can nominate officers for 2008 on July of 2007 and install them at the December 2007 meeting as requested by the President at the January meeting.  
ix.
Education (Douglas Bernard)
Douglas reported the following: The AITP Family Night at the Joe with the Riverdogs has been finalized for June 16th. The menu has been selected and the contract has been turned over to Cecelia Poplin, arrangement chair. The ECPI student chapter is moving forward. The College of Charleston project has not preceded other than research.
x.
Membership (Sherry Deese)
Sherry reported that as of today we have 9 new members join the Chapter since January 1st, 2007. Former members from 2006 are being contacted to determine if they may be interested in returning to AITP. All new members continue to be contacted and are being recognized with a packet from the Association and presented at the monthly meeting.
xi.
Sponsorship (Dan Nobles)
Dan reported that gold level sponsors are signing up and the sponsorship committee’s hard work is producing results.

xii.
Student Chapter

No report
Old Business

a. Sherry Deese contacted the Denver and Chicago offices about the One Time Processing Fee, and National is no longer charging a One Time Fee. With that said, Nadine wanted to consider the issue completed.
New Business

a. The resignation of the current board Treasurer, Patti Burriss, was discussed (see attachment 5). Sherry motioned to accept Patti’s resignation. Robin seconded the motion. Nadine called to discuss. No discussion followed. Call to vote with all in favor. Motion passed. 

b. Appointment of Interim Treasurer to the board. Nadine asked board to consider Christina Wakenell to fill in as Interim Treasurer. Sherry motioned for the board to support this decision. Bernard seconded the motion. Nadine called for the board to discuss, and Bernard mentioned some of the specifics regarding the AITP mail handling. Christina will decide on how to handle going forward. Call to vote with all in favor. Motion passed.
c. Survey Summary was discussed. Nadine mentioned that the majority of the survey results from the February AITP Dinner Meeting were very positive. The survey will continue as it is a positive tool to the chapter.

d. April Membership Drive was discussed. The goal was 10 new members and AITP currently has 9 new members. The April Membership Drive will include a bonus that if anyone signs up between April 1st and April 30th  they will receive their  lunch free of charge at the May luncheon meeting.
e. The Bylaws need updating. Nadine said Ed will be instrumental in the process of updating the Bylaws and Standing Rules and Operating Procedures. The Board has been asked to consider revising the Bylaws to be more in line with the Regional and National Chapters. The President has asked that Ed put together a committee including the President and Vice President to determine the feasibility and timetable for completion. The Board will need to publish the Bylaws 30 days prior to voting on the final changes with the full membership involved prior to any change to the Bylaws.

Open Discussion: Sherry mentioned that the board should consider partnering with SHERMA and have a combined meeting. The President felt this was a wonderful idea and the Board agreed.  Sherry will check on a joint meeting.
Sherry made motion to adjourn the meeting. Bernard seconded the motion. Meeting adjourned at 6:30 PM.

Travis Baird

AITP Secretary

—Attachment 1—
Below are the balances for the 3 accounts.  I only listed the last 4 digits of the account numbers for security purposes.    
 

8730 MONEY MK
7,370.82 
8748 BUSINESS
2,004.94  (main checking account)
6941 SAVINGS

486.19
   (scholarship account)
9879 1 YR CD

.00 
                                           
The checking account has 2 checks that have not cleared:
check number 1190 for $250.00 to the Airport Holiday Inn for the April Business after hour
check number 1192 for $40.00 to the PO for the rental fee
 

I sent the check to the Post office on Friday because it was due, but only renewed it for 6 months incase you want to move the location.
 

The website payment is due and will send the bill with everything else.   The bill is for March, but can pay more if you want.  Last year I was doing it quarterly to eliminate the monthly payment.
 

Bernard emailed me a copy of the Chamber bill, so I will forward this in a minute.  
 

Bernard and Michael have the keys for the PO Box.
 

If you choose to use the suggested format for the Treasurer report, keep this in mind:
the accounts do not have the same statement dates 
the timing of the reports could be a month behind based on the statement date, when it gets to the PO Box and the remaining time to get the report complete by the Treasurer
 

I'm working on a Quicken report that will be helpful for the books. As soon as I have it, I will email it to you.
 

Patti
—Attachment 2—
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—Attachment 3—

February 18, 2007

Ms. Nadine Evans

President,

AITP- Charleston, SC Chapter

PO Box 30936

Charleston, SC  29417

Dear Nadine,

I have, per your request, looked over the books of the Charleston Chapter of the Association of Information Technology Professionals.  In this regard, I believe we may need to start with some basics.

I have attached some general guidelines for what an audit is, the purpose of an audit, and some very basic items that should be looked at for an organization such as the local chapter of the AITP.  These items come from manuals published by the Institute of Internal Auditors and my own experience conducting Sarbanes-Oxley audits.  

With those basics in mind, I am recommending the following changes be made to the keeping of the books of records for the Charleston Chapter of the national Association of Information Technology Professionals:

1. The checkbook is maintained as the book for record for all deposits and withdrawals to account 010503874.  This means the all deposits and withdrawals that pertain to this account be recorded on a timely basis with proper documentation and that a up-to-date balance of this account be maintained in the book of record.  

2. A spreadsheet or some other permanent record is maintained with all deposits and withdrawals for account 0105038730.  All transactions against this account be maintained on a timely basis and reconciled on a monthly basis.  

3. All evidence of withdrawals should match the amount of the withdrawal and the date and check number used to make the withdrawal should be written on the supporting documentation (I could not find all the documentation to support some of the checks).  As stated before these should be entered into the checkbook (book of record) on a timely basis and a running balance maintained in the checkbook.

4. All evidence of deposits should match the amount of the deposit and the date and amount of the deposit should be clearly denoted on the supporting documentation.  As stated before these should be entered into the checkbook (book of record) on a timely basis and a running balance maintained in the checkbook.

5. Reconciliations of record to the bank account should be done on a monthly basis and documented.

6. A formal monthly report be given to the Board of Directors outlining the current financial condition of the local chapter; I have included a suggested format for this report.  The balances on this report should be reviewed periodically by the Board of Directors.  Once the above steps are taken, I think the oversight of the balances can easily be accommodated.

If I were doing a “formal” audit, I would have to probably not give a very favorable statement.  Currently, there is a presumption that the bank balance is correct.  While we may certainly hope that this is true, in accounting we use the bank statement as a means to verify the original book of record—and not make the bank statement the book of record.  By not having an up to date record in the checkbook, it also makes it extremely difficult for the Board of Directors to perform their oversight functions.

I am not implying that anyone has done anything wrong—given the people involved I am positive that is not the case.  But, should the national organization call for an audit of your local books, it would probably not be a very pleasant experience—particularly if they used an outside auditing firm.  Since Enron, auditors are paying a lot more attention to the rules and, in general, looking into every thing!

I think just going back to the basics (it looks like balances were maintained in the checkbook until 1/05) is all that is needed.

If you have any questions, please give me a call.

Kay Damp

Audit Checklist

What is an Audit?

In this context, an audit is:

· A formal or official examination and verification of an account book, and

· A methodical examination and review.

What is the Purpose of an Audit?

An audit provides assurance that moneys are handled properly (e.g., timely deposit of moneys received, transactions recorded properly, accountability maintained); identifies conditions that need improvement; and provide some oversight and review into the financial operations of every officer who receives moneys as part of their official duties. At a minimum, an audit allows the Board of Directors to assess operations.

The Board of Directors should not assume that the treasurer needs no oversight or review of the work he or she performs. Because the Board is responsible for the general management and control of local chapter of the national association finances, it needs to exercise oversight and review of the financial operations of the local chapter.

Important Concerns in the Internal Audit/Oversight Process 

Bank Accounts and Reconciliations

􀃊 Are bank reconciliations being performed, are they done currently and are these reconciliations documented and available for review?

􀃊 Does the adjusted bank balance (cash in bank, adjusted for outstanding checks and deposits in transit) agree with a book cash record?

􀃊 Who reconciles the bank accounts and how often?

􀃊 Does anyone verify the reconciliations?

Receipts and Disbursements

􀃊 Are moneys being deposited timely and intact, (e.g., in the same monetary form as received)?

􀃊 Are payments properly authorized, accounted for (recorded in the records) and supported by appropriate documentation?

􀃊 Are receipts for the year comparable with those of the previous year(s)? Do the receipts appear to be reasonable for the size of the operation in comparison with other years? Are major variations explainable?

Records

􀃊 Are records (ledgers, cash books, etc.) posted and up-to-date?

􀃊 Are transactions properly recorded?

􀃊 Are the records neat and orderly?

􀃊 Are records maintained in detail to support control account balances?

Reports

􀃊 Are periodic financial reports, prepared and submitted in a timely manner?

􀃊 Do the reports agree with the records?

Other

􀃊 What kinds of receipts/disbursements would you expect to reasonably find?

􀃊 Is there any oversight provided during the year of the work performed by the treasurer? If there is an individual helping the treasurer, does the treasurer review the work of the assistant?

􀃊 Is there any discussion of duties for internal control purposes?

􀃊 Are there significant safeguards for the protection of records and cash, such as a safe or locked file cabinet, offices with locks on the doors, regular deposits of cash, etc.?

Cash Receipts Book 

􀃊 Is the cash receipts book maintained up-to-date? 
􀃊 Is the cash receipts book maintained in a manner to identify date received, payor, purpose and the amount.

􀃊 Are deposits identified? 
􀃊 Are duplicate deposit slips kept? 
􀃊 Do deposit amounts agree with cash receipt amounts? 
􀃊 Are deposits made timely? 
􀃊 Are deposits recorded up-to-date? 
􀃊 Is the receipt book totaled and summarized at the end of each month? 

Cash Disbursements Book 

􀃊 Is a cash disbursements book maintained up-to-date? 
􀃊 Is the cash disbursements book maintained in a manner to identify amounts disbursed, either individually or totals referenced to abstracts, payrolls?

􀃊 Are pre-numbered checks used for all disbursements other than petty cash? 
􀃊 Are all checks signed by the treasurer? 

􀃊 Are canceled checks (or check images) returned with bank statements and maintained on file?

􀃊 Are all unused checks properly controlled? 
􀃊 Is the cash disbursement book summarized and footed? 
􀃊 Are checks recorded up-to-date? 
􀃊 Are bank accounts reconciled?
􀃊 Is the reconciliation performed timely after the bank statements are received? 
􀃊 Does the reconciled bank balance agree with cash balance recorded in the accounting records?

Other Concerns 

􀃊 Does total year end recorded cash agree with that reported in the Annual Update Document?

Investment Records 

􀃊 Is an investment record maintained? 

􀃊 Is the record complete and up to date? 

Financial Reports 

􀃊 Are reports prepared (budget/actual, trial balances, etc.)? 

􀃊 Are the reports distributed to the Board? 
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Standing Rule and Operating Procedure 

Appendix I.

Order Of Board Meeting Business
The order of business, Order of the Day, for all Chapter Board Meetings shall be as follows:


Business Matter:






Time:

1. Call to Order






1 minute


2. Roll Call







1 minute 

3. Proof of proper notice of the meeting 




1 minute

4. Order of the Day (Agenda)





1 minute



5. Officers Reports 






2 minutes/each

- Minutes, Treasurer, Director(s), Past President, and Region Director 





6. Committee Chairperson Reports 




3.5 minutes/each

- For 12 Reports

7. Old Business






15 minutes each

8. New Business






15 minutes each

9. Open Discussion






12 minutes

10. Adjourn

Total time not to exceed 90 minutes    

Effective date January 1, 2004

Appendix II.

Email Business Meeting Procedures 

Conducting business via email is an expectable and sometime desirable practice. The email business meeting process requires more stringent controls to insure compliance with the Chapter 184 Bylaw, Article XI: Rules Of Order. The following are steps needed to establish and conduct an email business meeting:        

1. Obtain the floor by sending an email to the president requesting the floor

2. By email, the president can then allow the member to take the floor by replying directly to the member initiating the point in question or the president may defer the point in question a regular board meeting

3. If the president allows the member to take the floor all emails pertaining to the point in question must by directed to only the president, do not carbon copy the board members

4. After reviewing the point in question, the president may ask for a motion from the board of directors by email, this is done by directly replying to the member who has the floor and carbon coping the board members; or the president may defer the point in question a regular board meeting as previously stated

5. Any board member can make a motion on the point in question by sending an email to the president; do not carbon copy other board members, reply only to the president

6. Upon receipt of a motion from a board member the president will ask for a second on the motion, this is done by directly replying to the board member who made the motion and carbon coping the other board members



7. If there is no second for the motion the motion will not be considered. Upon receipt of a second for the motion the president will restate the motion only to the board members who moved and seconded the motion, this is done by directly replying to the board members who moved and seconded the motion (at this time the motion has not been sent the other board members); if when the restated, the motion is incorrect, corrections are email back and forth between the two board members and the president until correct


8. The president then emails the motion to all board members restating the motion, identifying the board members who moved and second the motion; all discussion emails should be directed only to the president

9. The president will control the email conversation by allowing the board members to have the floor, one member at a time, all emails will be from the member how has the floor to the president and the president will carbon copy the remaining board members upon reply

10. Step 9 continues until the president determines that there is no more discussion on the motion then the president call for the question or vote; “Are you ready for the question?” 



11. If there is no more discussion the president may ask for the vote (i.e. only an email received to continue the discussion or an motion to table or postpone indefinitely the motion can stop the vote)

12. After the vote is taken the president will email to the all board members the motion, the member names of the mover and the second, and the final voting tally.        

13. Accountable for email board meeting activity will be reflected in the next Board Meeting Minutes. Recorded in the minutes in the appropriate section of the minutes will be the motion, the member names of the mover and the second, and the voting final tally.    

Effective date February 7, 2007
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[image: image10.png]March 5, 2007
This letter is to inform the board members of the Association of Information Technology

that [ have resigned as the Treasurer effective today. It has been a privilege working
with the group and wish everyone the best!

Sincerely,

Patricia M Burriss
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