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APCO
BOARD OF OFFICERS MEETING
Sunday, May 1, 1988
Asheville, North Carclina
9 a.m.

AGENDA

Select Committee Report

Review items to identify those which have/have not been
addressed by the Board of Officers.

National Office Staffing
Progress toward filling new positiocns.
Consultants for Management Study., Deputy Director's Position
Progress Report
APCO Employees' Handbook: AFC Policy Manual Updates
Short-term (one year) APCO Business Plan (due by August)

Long-term (five year) APCO Business Plan {due by first 1989
Executive Committee meeting.)

Budget proposals for period October 1, 1988 through
September 30, 1989.

APCO Subsidiaries
a- Board Meetings
b. Goals
c. Budget

Frequency Coordination

a. Automation
b. Negotiations

Real Estate
Resolutions to Date
QOther Business

Agenda for Little Rock Board Meeting
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Board of Officers Meeting
Asheville, N.C.
May 1, 1988

Controller's Report

AGENDA FOR DISCUSSION

Responsibilities of Controller

Status of Solomon/Accounting Implementation

Balance Sheet-Recommended Changes

Accounts Receivable-Delinquent Accounts Collection .

Status of Bookkeeper Position.

Attachments:
Income/Expense Report as of 4/29/88

Balance Sheet (Adjusting entries for 2nd period have not been
performed for Deferred Income, Accrued Expenses & Depreciation)

Baldnce Sheet Summary



RESPONSIBILITIES DEFINED
POSITICON OF
CONTROLLER

Position reports to the Board of Officers on all financial matters
and supports Naticnal Office accounting functions.

RESPONSIBILITIES

1. Serve as Chief Finance 0Officer of APCO.

2. Provice recommendations to the Board of Officers on the control
and investment of APCO funds to 1insure integrity of <cash
management .

3. Administer an effective system of internal controls to provide
integrity of accounting and safeguards of APCO funds.

4. Assist in the APCO budgeting process as specified in the APCO
policy manual.

5. Provide a tracking of income and expense to budget on a monthly
basis for Board of Officers and Executive Director.

6. Provide monthly Balance Sheets to the Board of Officers and
Executive Directeor for analysis and information.

7. Receive and pay bills incurred by APCO (verify authenticity prior
to payment).

8. Monitor travel and other expenses incurred by Board of officers
and APCO employees.

9. Administer the policy as it relates to collection of delinquent
accounts to provide maximum cash flow.

10. Interface with collection agencies/attorneys in the handling of
delinquent accounts to produce effective collection results.

11. Hire and supervise such personnel as may be approved for the APCO
Office of Controller.

12. Serve as liason between APCO employees and the Health/Hospital
Insurance providers. '

13. Maintain accurate records of employee payroll data and vérify

) accrued/used vacation and sick leave. —

14.

Pay employees at levels approved by the APCO Executive Committee.



15.

16.

17.

18.

19.

Assist in APCO's procurement activities, obtaining
quotations as warranted.

Maintain files on all APCO contracts.
Maintain current inventory of APCO's fixed assets.

Provide support to all departments in the areas of
accounting as reguested by them.

Make records available on reguest for audit by
designated by the Board of Officers.

competitive

finance and

a CPA firm



STATUS REPORT
SOLOMON I1II/ACCOUNTING

IMPLEMENTATION
ACTION Daté To Be Date
Implemented Completed
1. Approve Chart of Accounts for Sclomon III 3/17/88
2. Load chart of accounts into Solomon 3/18/88 3/21/88
3. Test General Ledger input for accuracy
of Chart of Accounts in Solomon IIIX 3/23/88 3/25/88
4. Update bank signature cards to
include JLW 3/31/88 3/30/88
5. Prepare and input journals for lst
period balance sheet submitted
by Kelly's CPA firm. Load
initial date. 4/1/88 4/1/88
6. Define report descriptions for GL
Income/Expense Statement Reports 4/1/88 4/1/88
7. Transfer Sun Bank checking account
funds {(Conference Funds) to short-
term interest bearing certificate : 4/1/88 3/31/88
8. Define Account coding Jan-lMar expense
transactions for journal transactions 4/1/88 4/8/88
9. Prepare and input Jan-Mar Income/
Expense transactions to GL 4/8/88 4/8/88
10. Input daily transactions for Income/
Expense effective with Apral 1
transactions into Solomon 4/1/88 4/11/88
11. Eliminate the Daily Cash spread
sheet for xerox to various other depts.--
“utilize applications/paid lnvoices, etc. 4/1/88 4/11/88
12. Set up meeting at Kelly's CPA to
‘- review balance sheet Assets and : .
Liabilities defined in lst period report . 4/18/88 - T
13. Define Balance Sheet report descriptioh 4
. i -~ 3 :'...

in Solomon , , 4/18/88




STATUS REPORT

SOLOMON II1I/ACCOUNTING
IMPLEMENTATION

ACTION Date To Be Date
implemented Completed
14. Make necessary journals for
Assets/Liabilities for 2nd period
in accordance with 9, above. 4/28/88
15. Print balance sheet 2nd period 4/29/88
16. Close South East Bank checklng
account (Operating) in downtown .
New Smyrna and move to Barnett
BRank for convenience 4/29/88
17. &advertise in Classified for positicn
of Staff Bcceountant 4/6/88 4/6/88
18. Interview applicants for pcsition L
of accountant to fill by 5/1/88 4/29/88 4i-ai8%
19. Test invoicing and accounts receivable
transactions through Solomon for . _
Publications/Advertising Dept. 4/15/88 Partizld &mﬁ;&cu'
50. Order invoicing forms/envelopes for 4hq“c
mailing bills 4/22/88 ampie 5 Gedecew
21. Complete Program reguirements for
Frequency Coordination requests data N
. forms for compatibility to
Solomon's invoicing/AR's 5/22/88
23. Transfer invoicing for Pubs/Adv to
Solomon modules 5/2/88
24. Complete the F.C. transfer {disc to
disc) invoicing to Solomon IIT 5/2/88
25 . Define budget data and enter via
maintenance forms to track variances
budget vs actual 6/1/88
26. Complete payroll data maintenance
forms--enter into Solomon P/R module. 7/1/88
27. Complete Accounts payable data maint-
enance forms--Enter into Solomon :
A/P module - % 8/1/88




INTERNAL CONTROLS ESTABLISHED

tccounts Payable

i. Log all invoices payable
2. Check "auvthorized/approved" on invoices by dept. head
3. Account codes to appropriate department expense category

before checks are prepared.

Blank Checks

1. Storage in locked cabinet

Authorized Check Signers

1. Policy that authorized signers do not sign their own checks.




ITEMS FOR DISCUSSION ON BALANCE SHEET

1. Liabilities

1. Policy on Accounts Payable charged te expense each period—ending
to be reversed the following period-—-Entries offsetting the previous
periaod. : -

Recommendation—--No liabilities be set-up until 4th period 1is
finalized for year-end reports.

2. Policy on deferred revenues--present methodology is that revenue
for month is divided by 12 and spread for 12 months and debited to
deferred revenues, journal amounts to income account for month under
report. Entries become offsetting in the G/L as deferred income 1is
journalled to current income and current revenues journalled to
deferred income.

Recommendation--Practice to be discontinued except for membership
which should be adjusted for income at year end close-out.

-

3. Policy on Chapter Due/Membership Dues payable set-up as liability
each period.

Recommendation--same as policy on accounts payable.
II. ASSETS
1. Policy on prepaid insurance. Accountant scheduled $700.00 for
reporting as expense of 12 month period then failed to journal to
expense.

Recommendation--Discontinue
2. Policy on Employee benefits--accrued quarterly by accountant

Recommendation--accrue monthly

IIT. BALANCE SHEET

—-Examination of the balance sheet denoted some discrepancies

1. Returned checks from fiscal period 1986 that had been cleared (no
file in office) but remained in asset account.

2. Travel advances amounting to $800.00 had been repaid in 1986 but
had not been cleared from balance sheet.

3. Under investigation with the CPA firm is 1987 Conference balance
{asset) for $27,04%9.90 It appears that amounts were charged to
expense but not credited to Conference and would eventually affect
the Fund Balance. :

4. Also under investigation is Deposits—--$3,679.34 and could be same
problem as (3) above. S




ACCOUNTS RECEIVABLE

3/31/88--A/R balance 5235,898-00 representing 39.35% of total assets.

AGING
AMOUNT % of TOTAL

Current s 778,787 33.49%

31-60days 29,186 12.37

61-90 41,092 17.42

91-120 5,483 2.32

over 120 52,496 22.25

over 1 yr. 14,425% 6.11

colln. agcy 14,250 6.04 i

100.00%
* Includes bankruptcy for Mohawk Advertising $6,222.00 from 1985
being submitted for write-off. (Unable to locate file 1in
office.)

Efforts made toward the collection of Past-due Accounts

1. 180 2nd notice invoices were mailed by Frequency Coordination on
April 15 for accounts over 90 days old.

2. Freguency Coordination 1is dunning two large accounts in Maryland
and Arizona representing over $20,000. Payment has been
promised.

3. publications made telephone contacts on accounts over 1l year,

recommendation that 2 be turned over to C/A, 3 becancelled and
duplicate invoices be mailed to 4 who promised to pay-

Recommendation: A systematic approach of collections be done DY
accounting and more specifically by the new bookkeeper, relieving the
other departments of the responsibility. In the Frequency
Coordination Department, assistance could ©be utilized by their
billing clerk until the billing 1is settled 1in accounting. The
telephone operator has been approved for use by Mr. Buttgen to assist
with custemer contact.

SUMMARY: A concentrated effort of collections will reduce
receivables and increase cash flow.



PROPOSED PLAN FOR COLLECTION OF DELINQUENT ACCOUNTS

ADMINISTERED BY CONTROLLER AND RESULTS MONITORED FOR INFORMATION AND
ANALYSIS BY BOARD OF OFFICERS AND BXECUTIVE DIRECTOR

Proposed Task Force:

Task Coordinator—--Frank Haas

Assistant Lois Byrnside
Assistant Dru Synal (F.C. Accounts)
REQUIREMENTS-—

Fach employee would devote 2-4 hours each day to calling &
investigating unpaid bills.

Contacts would be directed to the largest balances and
oldest aged items called first until everything over 60 days
had been contacted.

Accounts in the 30-60 days category would have invoices
mailed--stamped that the account is past due & followed up
by a telephone call.

A customer collections record would be maintained for each

customer recording results of contact. Follow-up action
would be determined from these records.

RECCRDS~--

The results of each days calls would be recorded--number of
calls attempted, number of contacts made .

GENERAL-—

Determination if accounts are to be turned over to a
collection agency will be made after contacts with customer.

Write-off of any accounts considered as bad-debts will be
submitted to the Executive Director by the Controller for
approval.

Standard forms will be designed and information logged
following each call.

Records of daily attempts, contacts, and payments received
as a result of Task effort will be made by the Controller.

Results would be finalized and submitted to the Executive
Director at the end of each week.



Delinquent Accounts - Collection Record

Name:

Addr:

Addr:

City, St Zip

Telephone:

Contact Name:

Date of Invoice:

Amount Owed:

Date Results
Contaciled of Contact

Disposition
Follow-up/Acct Paid




BOOKKEEPER POSITION--

Bired Lana J. Schila
Starting May 9, 1988
Salary $14,000.00

Beverly will be released.

Responsibilities of new bookkeeper:

Prepare daily cash transactions, balance reports.
Make bank deposits

Enter computer transactions.

Prepare weekly payroll checks & reports

Prepare and mail disbursement checks for bills.
Recencile monthly bank statements

Dunning calls on past-due accounts

Monitor and procure office supplies, etc.

+

D~ WL b W
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629 Goodwin Avenue - '
New Smyrna Beach, FL 32069
(904) 423-2278

To Whom It May Concern:

In response to your recent advertisment for
employment, enclosed please find a copv of my personal
resume for your review.

I am currently seeking permanent full-time
employment.

I would be pleased to meet with you for an interview
at your convenience. Please feel free to contact me at
the number listed above so that we may arrange a
convenient appointment time.

Thank you for your consideration. I look forward
to hearing from you.

Sincerelvw,

{
{

i : “ .
(ARG A .
AT N -;.,,.\,\{1

Lana J.USChild



LANA J. SCHILD

629 Goodwin Avernue :
New Smyrna Beach, Florida 32069

(904) 423-2278

EXPERIENCE

8/86-10/87

. P

P

B

12/83-7/86

12/80-7/83

1/76-7/80

cDUCATION

Office Manager/Bookkeeper, DiVal Safety Equipment,

Inc., Buffalo, New York. Responsibilities included
personnel hiring, collections, accounts payable,
accounts receivable, payroll, quarterly tax reports,
office purchasing, coordinate billing department,
monthly financial reports.

Secretary/Bookkeeper, Solar-Shields Co., Depew, New

York. Dbuties consisted of accounts payable, accounts
receivable, payroll, billing, all tax reports,
banking, general ledger, trial balance, appointment’
scheduling and typing.

Bookkeeper /Administrative Assistant, Burke Realty &

Construction Co., Orchard Park, New York. Assisted
President in management of office buildings, proper-
ties, and numerous apartment units. Directly
supervised three office personnel. Implemented
computerized system. Responsible for all accounting
functions including payroll taxes, sales and corporate
taxes.

Executive Secretary/Bookkeeper, Bison Manufacturing

Corp., Buffalo, New York. Executive Secretary to
President. Handled accounts receivable, bank
deposits and monthly reports to Corporate Office.
Coordinated executive travel. Typed all correspond-
ence as well as financial reports.

Erie Community College

Bryant & Stratton Institute

Various courses in Accounting and Business Math

Two computer courses; including COBOL programning

The Bert Rodgers School of Real Estate

REFERENCES

Will be furnished upon request
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