April ??, 2006

Memo to: Dr. Cathy Ashmore, Executive Director

From: 
     Consortium Executive Committee

At the January 2006 Executive Committee meeting of The Consortium for Entrepreneurship Education, it was decided that a letter documenting the formal contractor agreement should be in place documenting the responsibilities you assume on behalf of the Consortium. Listed below are the responsibilities and duties assigned to the executive director under this contract. Compensation is provided for assuming these responsibilities, expenses for conducting these responsibilities are to be reimbursed by the consortium, and the executive committee expects periodic accountability reports regarding accomplishments in relation to the annual program of work. 
The Executive Director for the Consortium is responsible for the effective and efficient operation of the consortium corporate office, for carrying out the Executive Committee and Board of Trustees’ directions, and for ongoing outreach efforts to other organizations/associations, businesses, educational institutions, and new member possibilities.  

The Executive Director is directly responsible to the Executive Committee and will establish close working relationships with key policymakers in the Departments of Education and Labor; establish appropriate communication vehicles to further the association goals and implement all Executive Committee approved programs.  The Executive Director will manage the financial accounts of the association, serve as staff liaison to all committees and contractors, serve ex-officio on the Board of Trustees, and coordinate all meetings of the association.

The Executive Director shall also be responsible for managing the program of work as approved by the Executive Committee and Board of Trustees, and all corporate program development and activities as defined and approved by the Executive Committee and Board of Trustees in the annual program of work. 
The Executive Director will be responsible for planning, conducting and evaluating the duties as prescribed in the Code of Regulations, therefore the Executive Director shall be responsible for all day-to-day activities and operations of the corporation including but not limited to supervision and control of all corporate contractors and employees and the specific duties listed below:
►
Maintain Checking and other accounts in bank/credit union that is FDIC insured.

►
Deposit funds received regularly (at least once per week) to ensure security of all organization funds.

►
Review accounts/investments routinely to insure that earnings are optimized and account charges are minimized.  Report findings to executive committee.

►
Maintain accurate records of all income and disbursements.

►
Maintain file copies of all income sources and key organizational contacts.

►
Invoice all member organizations for membership dues.

►
Follow up with organizations to ensure that receivables are received.

►
Notify members when membership dues are received.

►
Pay all bills on time in order to maintain excellent credit rating and minimize overdue charges.

►
Examine all bills in order to ensure that billing is correct.

►
Record on all bills the check number or transaction number so the bank records can be quickly reconciled with the business activity. Maintain the file copy of these transactions for three years.

►
Negotiate with all suppliers to ensure that best possible rates are received for services needed. When working on larger purchases, seek competing pricing/bids to ensure that the best use of consortium resources.   

►
Balance bank statements monthly (preferable within one week of receipt of statement) to ensure that statement is accurate. Maintain Bank statements for three years.

►
Match and track all income and disbursements to ensure that records can be easily audited and organization integrity remains strong.

►
Maintain accounting system to provide proper accounting of all income and disbursements. Organize accounts in order to allow analysis of the success of the various portions of the program of work of the consortium, and report findings to the executive committee at least bi-annually.

►
Prepare periodic financial reports for the executive committee, key resource suppliers, and consortium members. Interpret all records with proper notations so that long-term records are auditable.

►
Prepare annual balance sheets and profit and loss statements for the consortium and for filing corporate taxes. Show each budget category as a percent of the budget for analysis by the executive committee.

►
File corporate taxes in a timely manner in order to meet the mandates of the state of Ohio and the Internal Revenue Service. 

►
Maintain contact with funding organizations in order to secure funding for initiatives, and to maintain relationships with partner organizations essential to benefit entrepreneurship throughout America.

►
Maintain an off-site copy of digital accounting records. These records should be updated at least monthly.

►
Counsel with attorneys and accountants to ensure that proper records are maintained, proper reports are filed and kept for long-term records.

►
Maintain off-site strong box, fire proof file, or vault storage of key records of the corporation.

►
Maintain in a notebook/file secured in a fire proof file the minutes of executive committee meetings and the annual business meetings of the consortium.  

►
Maintain an off-site digital back up of website, key business correspondence, project records, and reports (Should be updated at least monthly).

►
Provide the executive committee a listing of all corporate assets indicating their location at least annually.

►
Provide the executive committee a written account of the system for off-site records, so that in case of emergency, key records could be recovered.  

►
Maintain a copy of the key corporate account numbers, in one of the off-site storage locations.

►
Update systems and forms as needed in order to optimize use of resources and to stay current with expense reimbursement rates, etc.

►
Execute all fiscal operations/decisions as directed by the consortium and the executive committee through the annual program of work. Seek advice of the executive committee when the treasurer or executive director thinks they should be involved in the decision making process.

►
Carry out financial management activities within the approved annual budget.  Seek approval from the executive committee for items beyond the budget.

►
Analyze financial situation, cash flow, etc when making management decisions. Make recommendations to the executive committee as to needed financial changes/ adjustments in order to optimize the consortium operations.

►
Adhere to the code of regulations, accepted financial and accounting practices and the directives of the executive committee in financial management and operations.
