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October 7, 2011 
Board of Directors Meeting 

 
Disneyland Hotel 
1150 Magic Way 

Anaheim, CA  92802 
Room:  Magic Kingdom 4 

 
9:00 a.m. – 12:00 p.m. 

 
Dial-in Number:  (800) 250-2600  

 Passcode:  197 9056 
 

*For those participating by telephone, please mute your line when not speaking. 
 
 
1) Introduction 

a) Welcome/Roll Call 
b) Additions to Agenda 

 
2) Consent Items 

a) Approval of minutes from June 9 & 23, 2011 
b) Financials as of August 31, 2011 

 
3) Discussion/Action Items 

a) 2012-14 Administrative Services Contract Steve Heide 
b) 2012 Conference Budget    Laura Nomura 
c) M&AMS Conference Addendum   Laura Nomura 
d) 2012 Organizational Budget   Laura Nomura 
e) 2012 Conference Scholarships   Margaret Moggia 
f) CSMFO University     Margaret Moggia 
g) Annual Conference Handbook Revision  Jesus Nava 
h) Membership Committee Recommendations Stuart Schillinger 
 

4) Officer Reports      
a) President      p.m. Scott Johnson 

i) 2011 Nominating Committee 
ii) 2011 Goal – Financial Stewardship 

a) Identifying and reviewing cost-saving efficiencies 
b) Increasing revenues to support member benefits 
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b) Past President    p.m. Ronnie Campbell 
i) Chapter Chair Liaison Report 
ii) 2011 Goal – Training and Delivery 

a) Training and development 
b) Boosting chapters as a focal point and delivery vehicle 
 

c) President Elect    p.m. Laura Nomura 
i) 2012 Annual Conference Update 
ii) 2014 CSMFO/CMTA Joint Conference Update 
iii) 2011 Goal – Membership and Participation 

a) Marketing CSMFO membership to non-participating agencies 
b) Expanding pool of CSMFO volunteers 
 

d) Staff Report      Melissa Dixon 
i) Master Calendar 

  
5) Board Liaison/Committee Oral Reports 

a) Administration     Steve Heide 
i) Annual Consultant Contract Review 

b) Annual Conference 
c) Professional Standards & Recognition 

i) 2011-12 Budget Awards Update 
d) Career Development     
e) Membership Benefits     
f) Technology 
g) League Policy Committee Updates 

                                                                                                                                        
6) Other Items 
 
7) Future Topics 

 
8) Next Meeting 

 
9)  Adjournment 
 

2



 
California Society of Municipal Finance Officers 

Board of Directors Meeting Minutes 
June 9, 2011 

 
In Attendance 
Scott Johnson 
Laura Nomura 
Ronnie Campbell 
John Adams 
Pamela Arends-King 
Teri Albrecht 
Harriet Commons 
Christy Pinuelas 
Stephen Dunn 

Erick Cheung 
Bob Biery 
Terri Willoughby 
Rick Teichert 
Mary Dodge 
Brent Mason 
Margaret Moggia 
Melissa Dixon 

 
The California Society of Municipal Finance Officers (CSMFO) Board of Directors met at the 
Sacramento Convention Center on Thursday, June 9, 2011. The meeting convened at 3:12 p.m. 
President Scott Johnson confirmed a quorum was in attendance.  There were no additions to the 
agenda. 
 
The Board reviewed the consent calendar.  Director John Adams moved to accept the consent 
calendar; President-Elect Laura Nomura seconded.  The consent calendar was unanimously 
approved.       
 
The Board then addressed the audit of the 2010 finances.  Executive Director Melissa Dixon 
noted that the only change to be implemented was the development of a year-end checklist for 
staff to ensure all appropriate entries are made at the close of the fiscal year.  Such checklist was 
included in the meeting materials.  Past President Ronnie Campbell moved to receive and file the 
2010 audit.  Director Teri Albrecht seconded, and the motion passed unanimously. 
 
President-Elect Nomura informed the Board that she was appointed chair of the CMTA/CSMFO 
Joint Conference Steering Committee, while Vikki Beatley from CMTA was appointed vice 
chair.  The committee had met via teleconference on June 6, where the members discussed what 
authorities the committee would have versus what would need to go back to the boards for 
approval.  Executive Director Dixon will be drafting that document, structuring the authorities 
similar to how the CSMFO Host Committee functions now for the Annual Conference.  The 
committee also discussed how to coordinate on preconference sessions for 2012.  Vikki Beatley 
and Viki Copeland will be working together to accomplish those coordinated events. 
 
President Johnson reported that he had attended the GFOA conference in San Antonio on behalf 
of CSMFO.  CSMFO held an event there for CSMFO members, and the Board discussed how 
and when to structure the event in future years to garner more attendance. 
 
Past President Campbell informed the Board that he had held a conference call for the chapter 
chairs at the end of April, and that he is working on developing a matrix of all chapter meetings 
throughout the state.  His goal this year is for each chapter to hold at least one meeting. 
 
President-Elect Nomura reported on the 2012 Annual Conference, noting that a subcommittee 
was formed to plan the Tuesday night President’s Dinner and the Thursday night banquet.   
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Executive Director Dixon reminded the Board that the Board Planning Session would be held 
October 6 at the Disneyland Hotel, with a Board of Directors meeting on October 7.  The 
registration forms have been sent to the Board, committees and chapter chairs, and are due by 
September 1. 
 
Bob Biery reported on behalf of the Administration Committee that a review of the policy 
manual is taking place, and a revision is expected to be presented at the Board Planning Session 
for approval.  The revision will include policies on how to handle press inquiries and conference 
sponsorships.  The committee is also responsible for coordinating the Smith Moore & Associates 
contract, which expires on December 31, 2011.  A new contract will be presented to the Board at 
the Planning Session.  Past President Campbell broached the subject of chapter chairs continuing 
in their posts after retirement, as well as commercial members taking on the role of chapter chair.  
The Administration Committee is looking at this issue as well.  It was determined that the 
philosophy on whether the annual conference should be structured to have a positive net income 
should be referred to the Annual Conference Committee. 
 
Mary Dodge reported on behalf of the Annual Conference Committee, noting that the committee 
was down to two options for the 2013 venue: Oakland and Santa Clara.  The committee is 
meeting via teleconference next week to make a decision on which site to recommend to the 
Board for its teleconference meeting on June 23.  The question was raised of who handles site 
selection for the 2014 conference, held jointly with CMTA.  This question will be deferred to the 
Steering Committee for a recommendation. 
 
Past President Campbell provided a report for the Career Development Committee, asking for 
ideas for future bridge call topics.  President Johnson suggested fiscal sustainability, and 
Executive Director Dixon shared an idea from Michael Coleman to have a “Legislative 
Symposium Reprise” via webinar. 
 
Brent Mason provided a report on the Membership Committee, informing the Board that the 
committee was working on a letter to be sent to cities without representation in CSMFO. 
 
Director Adams reported on behalf of the Technology Committee that it was considering moving 
CSMFO into the realm of social media, and asked for sample policies from Board members’ 
jurisdictions. 
 
Bob Biery reported on the League’s Revenue and Taxation Policy Committee, noting that a 
subcommittee had been created to respond to the Bell bills. 
 
Rick Teichert report on the League’s Community Service Policy Committee, noting that they are 
monitoring park and library closures, as well as focusing on child obesity and healthcare for 
children. 
 
Career Development Committee Chair Margaret Moggia joined the call and provided a 
supplement report to Past President Campbell’s.  She noted that we are struggling with filling 
classes, and have had to cancel several so far this year.  The question was raised of whether the 
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market may be saturated; the committee may want to focus its efforts on developing new 
training. 
 
Having nothing further to discuss, the CSMFO Board of Directors meeting adjourned at 4:32 
p.m. 
 
Respectfully submitted, 
 
 
Melissa Dixon 
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California Society of Municipal Finance Officers 

Board of Directors Meeting Minutes 
June 23, 2011 

 
In Attendance 
Scott Johnson 
Laura Nomura 
Ronnie Campbell 
John Adams 
Teri Albrecht 
Harriet Commons 
Christy Pinuelas 

Jesse Takahashi 
Mary Dodge 
Margaret Moggia 
Jesus Nava 
Viki Copeland 
Melissa Dixon 

 
The California Society of Municipal Finance Officers (CSMFO) Board of Directors met via 
teleconference on Thursday, June 23, 2011. The meeting convened at 2:04 p.m. President Scott 
Johnson confirmed a quorum was in attendance.  There were no additions to the agenda. 
 
Annual Conference Committee Chair Jesus Nava reviewed for the Board the committee’s 
recommendation to utilize the Oakland Marriott and connecting convention center for the 2013 
Annual Conference.  There was some discussion regarding why this venue was chosen over 
others; answers ranged from host city participation to the general flow of the meeting space.  
Director Jesse Takahashi moved to accept the recommendation of the Annual Conference 
Committee and authorize staff to negotiate a contract with the Oakland Marriott.  Director 
Harriet Commons seconded, and the motion passed unanimously. 
 
Having nothing further to discuss, the meeting adjourned at 2:23 p.m. 
 
Respectfully submitted, 
 
 
Melissa Dixon 
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For The Months Ended March 31, 2011

 
 
To:   CSMFO Board of Directors 
CC: Melissa Dixon, Executive Director 
From: Tony Willert, Senior Client Bookkeeper 
Date:  September 13, 2011 
Re:  Financial reports 
 
Please find attached the August 31, 2011 Financial Reports.  

The financial results for the period are embodied in two separate reports: 

 Statement of Net Assets.  This report includes all of the Society’s assets 
and liabilities and provides information about the nature and amounts of 
investments in resources (assets) and obligations to creditors (liabilities).  
It also provides the basis for evaluating the capital structure and 
assessing liquidity and financial flexibility of the Society. 

 Statement of Activities - Budget Variance Report. This report lists all of 
the current year’s revenues and expenditures and is intended to 
measure the success of the Society’s operations.  Furthermore, a 
comparison to budget is provided, whereby a focus of attention on 
budgetary compliance for each major revenue source and expenditure 
function is demonstrated.  This report can be used to determine whether 
the Society has successfully recovered all its costs through membership 
dues and other sources.  Some comments relating to this report are 
listed on the report.  Additional narrative comments may be provided by 
Society management, especially those who were involved in preparation 
of the current year budget. 

Please feel free to call me at (916) 231-2137 or email me at, 
tony.willert@staff.csmfo.org if you have any questions. 
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ASSETS

Current assets
Cash 100,520
Investments 274,908
Accounts receivable 12,867
Interest Receivable 0
Prepaid expenses 3,455
Advance Billings (Undeposited Funds) 1,900

Total current assets 393,650

Statement of Net Assets
As of August 31, 2011

Fixed assets, net of depreciation 0

Other assets 0
0

$ 393,650

LIABILITIES & NET ASSETS

Accounts payable $ 0
Unrelated business income taxes payable (310)
Deferred revenue 0

Total liabilities (310)

Restricted net assets 0
Unrestricted net assets 393,960

$ 393,650

-- RESTRICTED FOR MANAGEMENT'S USE ONLY --
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Management & General Program Services
Year to Date Annual PY YTD Year to Date Annual PY YTD

Current Budget Actual Variance % Budget Actual Current Budget Actual Variance % Budget Actual
REVENUES
Annual Conference 0 449,900 474,170 24,270 105 449,900 522,710
Budget/CAFR Fees 1,650 4,333 2,000 (2,333) 46 13,000 1,400
Presentation Skills 0 0 0 0 0 2,500 2,500
Contributions and Donations 0 6,667 100 (6,567) 2 10,000 10,000
Interest Income 0 667 669 2 100 1,000 754
Introduction to Government 300 6,667 4,500 (2,167) 68 10,000 9,100
Legislative Seminar 0 6,500 7,669 1,169 118 6,500 6,465
Membership Dues 1,150 181,500 176,485 (5,015) 97 181,500 181,095
Mini News Ads 6,125 35,667 38,865 3,198 109 53,500 35,755
Professional - Web Directory 0 0 2,400 2,400 0 0 0
Webinar 0 4,000 725 (3,275) 18 6,000 0
Weekend Training 0 0 0 0 0 15,000 350
Intermediate Accounting 5,700 0 8,350 8,350 0
Miscellaneous 0 0 160 160 0 0 1,822 0

    Total Revenues 8,925 222,167 220,579 (1,588) 99 249,000 220,826 6,000 473,733 495,514 21,781 105 499,900 551,125

EXPENDITURES
Annual Conference 1,017 449,900 389,089 60,811 86 449,900 419,555
Audit 0 7,300 7,100 200 97 7,300 0
Awards 0 667 223 443 33 1,000 333
Bad Debt Expense 0 0 0 0 0 0 0
Board of Directors 538 3,333 984 2,349 30 5,000 2,788
Board Planning Session (Retreat) 218 16 667 218 16 448 1 25 000 0

Statement of Activities
Budget Variance Report

For The Months Ended August 31, 2011

Board Planning Session (Retreat) 218 16,667 218 16,448 1 25,000 0
Telephone/Bridge Calls 105 667 919 (252) 138 1,000 533
Chapter Support 156 3,333 156 3,178 5 5,000 956
Presentation Skills 0 1,667 0 1,667 0 2,500 3,648
Storage 15 0 82 (82) 0 0 0
Donations 0 0 0 0 0 0 50,000
Equipment Lease 420 3,333 3,360 (27) 101 5,000 3,360
Insurance 0 2,500 2,400 100 96 2,500 2,430
Introduction to Government 344 6,000 793 5,207 13 9,000 1,941
Intermediate Accounting 0 167 0 167 0 250 203
Management Services 10,211 86,746 83,446 3,301 96 130,119 83,066
Legislative Seminar 0 4,000 4,282 (282) 107 6,000 5,967
Merchant Fees 266 13,333 6,663 6,670 50 20,000 8,278
Marketing 0 333 0 333 0 500 0
Office Supplies 0 500 0 500 0 750 336
Postage 88 4,000 5,516 (1,516) 138 6,000 5,005
President's Expense 0 1,000 106 894 11 1,500 463
Printing 688 5,667 8,967 (3,300) 158 8,500 11,241
Taxes 36 9,333 36 9,297 0 14,000 955
Web and Technology Expenses 750 10,000 8,612 1,388 86 15,000 6,475
Coaching Program/Training Consultant 10,221 32,067 27,658 4,409 86 48,100 24,050
Travel 0 1,333 773 560 58 2,000 442
Weekend Training 0 0 0 0 0 15,000 0
Website Redesign Project 0 0 0 0 0 0 21,350
Miscellaneous 0 333 0 333 0 500 2,708

    Total Expenditures 13,491 170,380 129,561 40,818 76 250,669 200,720 11,582 493,800 421,821 71,979 85 530,750 455,365
EXCESS OF REVENUES OVER 

(UNDER) EXPENDITURES (4,566) 51,787 91,017 39,230 (1,669) 20,106 (5,582) (20,067) 73,693 93,759 (30,850) 95,760

CURRENT REVENUES OVER EXPENDITURES NET ASSETS TEST
Current Revenues 14,925 404,109
Current Expenditures 25,074 (10,149)
Net Revenue over Expenditures (10,149) 393,960

393,960
0

Current Statement of Net Assets
Variance

Previous Month Net Assets
Current  Revenues over Expenditures
New Net Assets

-- RESTRICTED FOR MANAGEMENT'S USE ONLY ---- RESTRICTED FOR MANAGEMENT S USE ONLY --
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Management & General Fund Comments:  

Program Services Fund Comments: 
Nothing material to report.

Statement of Activities
Budget Variance Report

For The Months Ended August 31, 2011

Management Discussion and Analysis

Nothing material to report.

-- RESTRICTED FOR MANAGEMENT'S USE ONLY --
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CSMFO BOARD REPORT  
 
Date:         October 7, 2011 
 
FROM:  Steve Heide, Administration Committee Chair 
 
SUBJECT: 2012 Proposed SMA/M&AMS Contract  
 
 
BACKGROUND 
 
Smith Moore & Associates (SMA) and Meeting & Association Management Services, 
Inc. (M&AMS), currently provide management services and meeting planning services, 
respectively, to CSMFO under separate contract. 
 
Effective January 1, 2012, SMA and M&AMS are proposing to enter into a combined 
contract with CSMFO, with SMA serving in a lead capacity as the prime contractor, and 
M&AMS operating as a subcontractor.  The scope of services and basic contract terms 
proposed under the combined contract with CSMFO are substantially the same as that 
which is currently being provided to our organization under the separate agreements. 
 
The Administration Committee worked closely with Melissa Dixon to provide input and 
direction regarding the attached draft agreement.  Committee members also solicited 
informal input from select Board members from a conceptual point of view.  Additionally, 
the Administration Committee included a question regarding a combined contract in our 
annual consultant satisfaction and received a total of 11 responses.  See Table 1 below. 
 
TABLE 1 
For ease of administration, SMA and M&AMS are proposing to combine forces and enter into a 
single contract with CSMFO, with SMA as the prime contractor and M&AMS as a 
subcontractor. Services to CSMFO would be substantially the same as provided currently by 
these vendors under their respective agreements. A draft contract is tentatively scheduled to go 
before the Board in October. Please feel free to provide comment regarding this concept below. 
 
Responses Received: 
 

1. If both vendors are willing to combine forces, I'm all for it! 
 

2. Seems like a good streamlined approach. It makes Smith Moore responsible and 

23
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accountable, easier for CSMFO Board 
 

3. Sounds good to me. 
 

4. I like the idea. 
 

5. I think that it is way over due. 
 

6. My only concern would be to ensure that there isn't an added layer of administration in 
handling the annual conference planning. 

 
7. I support trying to streamline the process if it will, indeed, benefit CSMFO 

administratively. Need to ensure that Board retains sufficient input/control over 
M&AMS. 

 
8. I am interested in seeing the agenda report for more details and explanations before I can 

say. 
 

9. It would allow SMA to be more in control of the costs which I think would be helpful. I 
am for this. 

 
10. It sounds fine to me. 

 
11. What do the vendors hope to accomplish by combining the contract? 

 
 

 
DISCUSSION 
 
SMA and M&AMS are proposing a combined contract with CSMFO for ease of 
administration.  SMA is currently under contract with CSMFO through December 31, 
2011, and M&AMS current agreement covers site selection for the Annual Conference 
through 2012.   
 
The proposed combined agreement would provide management and meeting planning 
services under contract through 2014.   For consideration by the Board, a list of pros 
and cons associated with a combined agreement is included in Table 2. 
 
TABLE 2 
 PROS  CONS  
Board of Directors does not need to enter 
into separate contracts for management 
and meeting planning services 

President-Elect has less choice when it 
comes to what duties are performed by the 
meeting planner versus by volunteers  

Meeting planning service remains 
consistent for each conference, stabilizing 

The meeting planner expense line in the 
budget is set, thereby reducing budgeting 
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the experience for members  options for the Host Committee  

Host Committee no longer has to deal 
with the meeting planner contracts each 
year, freeing them up to focus on the 
conference  

Should CSMFO terminate or not renew its 
contract with SMA in the future, it might be 
necessary to enter into separate contracts 
for management and meeting planning 
services 

The leadership can stop wondering what 
services are contracted for versus which 
ones are extra, and the costs thereof  

 

CMTA is not contracted with a meeting 
planner for 2014. If CSMFO includes 
meeting planning in the SMA contract, 
we’d be in a stronger position to utilize 
our meeting planner for the joint 
conference 

 

 
FISCAL IMPACT 
 
From a fiscal perspective, a contract cost comparison is included in Table 3 as follows: 
 
TABLE 3 
 Current  

(Separate)
Proposed  

(Combined) Comments
SMA - Mgmt Services $122,534 $124,625 1.7% COLA
M&AMS - Meeting 
Planning Services* $8,350

 
$8,350 

Total $130,884 $132,975 
*Estimated costs of annual conference addendum, as follows: 
  

Conference Planning/Scheduling  $3,500 
 Host Committee Meetings      2,100 (avg of 12 mtgs/yr @ $175 ea) 
 Theme Promotions        1,000 

Conference Vendors/Sponsors               750 (plus $50/commercial vendor & $8.50 
per exhibitor/sponsor attendee) 

Preparation of Conference Budget       1,000     
  TOTAL                 $8,350 
 
 
RECOMMENDATION  
 
It is recommended that the Board of Directors review and approve the Agreement for 
Professional Services between Smith Moore & Associates and California Society of 
Municipal Finance Officers for 2012 through 2014, authorizing President Scott Johnson 
to execute the agreement on behalf of CSMFO. 

 
 

25



 
Agreement for Professional Services  Page 1 of 16 
Execution Copy 

 
 

Agreement for Professional Services between 
Smith Moore & Associates and 

California Society of Municipal Finance Officers 
 
 
 
The California Society of Municipal Finance Officers (“CSMFO”), a private, non-profit 
corporation and Smith Moore & Associates (“SMA”), a California corporation, hereby 
agree that SMA will provide professional services to CSMFO pursuant to the terms of 
this Agreement for Professional Services (“Agreement”). 
 
1. Services. SMA will provide to CSMFO services at the time, place, and in the 

manner as described in Exhibit A. 
 
2. Payment. SMA will bill CSMFO and CSMFO will pay SMA for services provided 

under this Agreement at the time and in the manner set forth in Exhibit B. 
 
3. Exhibits. Exhibits A and B are attached to this Agreement and are by this 

reference incorporated into this Agreement. SMA shall perform all services set 
forth in Exhibit A attached hereto. 

 
4. Effective Date. The effective date of this agreement is January 1, 2012 or the 

execution of this agreement, whichever occurs first. 
 
5. Duration. This Agreement will terminate on December 31, 2014, unless extended 

by written mutual agreement between the parties. The parties agree to review the 
services provided and the cost to provide the agreed-upon services under this 
agreement by no later than September 1, 2014 and determine if this contract 
should be extended for an additional period, not to exceed three years.  

 
6. Notice. Any notices under this agreement by either party to the other may be 

given by either personal delivery in writing or by mail, registered or certified, 
postage prepaid with return receipt requested. Notices must be delivered or mailed 
to the following: 

 
 

Catherine Smith, President 
Smith Moore & Associates 
1215 K Street, Suite 2290 
Sacramento, CA 95814 
 

Scott Johnson, President 2011 
California Society of Municipal Finance 
Officers 
1215 K Street, Suite 2290 
Sacramento, CA 95814 
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7. CSMFO’s Control over Work Product Generated under Scope of Services. 

CSMFO’s Board of Directors retains all discretion and control over the work 
product that is generated by SMA under the Scope of Services listed below. 

 
8. Extra Work. CSMFO may request SMA provide additional association services 

deemed necessary to accomplish, complete or implement its goals and stated 
mission, but which the parties did not anticipate at the execution of this Agreement 
and are not listed in the Scope of Services. The exact scope of the additional work 
and the cost will be mutually agreed upon in writing prior to SMA commencing 
work.  

 
9. Sub-Contractor(s). If SMA intends to sub-contract any of the services they 

provide CSMFO that are a major component of the agreed-upon scope of 
association services, they are required to identify the proposed contractor(s) 
performing those services and their qualifications in writing to CSMFO prior to 
engaging sub-contractor. CSMFO retains the right to approve or reject any sub-
contractors in their sole discretion, although approval will not be unreasonably 
withheld. This approval or rejection requirement does not apply to incidental sub-
contracted work such as printing, mailing services, or graphic design consultants.  

 
10. Termination. This Agreement may be terminated by CSMFO immediately for 

cause or by either party without cause, upon thirty days’ written notice. Upon 
termination, SMA will be entitled to compensation for services performed up to the 
effective date of the termination, provided SMA presents an invoice describing 
such work completed and expenses incurred, which would require approval by 
CSMFO. In addition, SMA must immediately turn over all work product and 
records associated with this Agreement to CSMFO as described in Exhibit A. Final 
payment may be withheld until all documents have been transferred to CSMFO. 

 
11. Compliance with Laws. Both SMA and CSMFO will comply with all applicable 

federal, state, and local laws, codes, ordinances, and regulations in the 
performance of this Agreement. 
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12. Taxes. Except as expressly provided elsewhere in this Agreement, SMA will be 

responsible for--and the compensation under this Agreement includes--all sales, 
use, excise, income, employment, property and any other applicable local, 
municipal, state or federal taxes, and all other governmental fees, taxes, or other 
governmental charges applicable to the work or employees of SMA. 

 
13. Records. SMA will maintain all books of account, invoices, vouchers, canceled 

checks, and other records or documents evidencing or relating to charges for 
services, or expenditures and disbursements charged to CSMFO for a minimum 
period of three years, or any longer period required by law, from the date of final 
payment to SMA under this Agreement. SMA will make such records available for 
inspection or audit, at any time during regular business hours, upon CSMFO’s 
request.  

 
14. Insurance Requirements.  
 

A. General Liability. Both parties agree to maintain general liability insurance 
in an amount not less than one million dollars per occurrence for bodily 
injury, personal injury, and property damage.  

 
B. Professional Liability. Both parties will maintain professional errors and 

omissions liability insurance for protection against claims alleging 
negligent acts, errors or omissions, whether such error or omission is by 
the party, or by its directors, employees, sub-contractors, or sub-
consultants. The amount of this insurance will not be less than one million 
dollars on a claims-made annual aggregate basis, or a combined single-
limit per occurrence basis. 

 
C. Workers’ Compensation. SMA will maintain workers’ compensation and 

employer’s liability insurance for all employees, including those whose 
primary responsibility is to implement CSMFO’s work program, in 
accordance with state and federal laws. 

 
 CSMFO is to be listed as additional insured on all policies and a copy of each 

policy is to be provided to CSMFO annually. The insurance provided to CSMFO 
by SMA must be primary to any other insurance or liability coverage available to 
CSMFO. SMA must provide proof of insurance to CSMFO in the form of both 
certificates of insurance and endorsements before commencing work under this 
Agreement. 
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15. Indemnification. Each party agrees to indemnify, defend and hold harmless the 

other party, its directors, officers, employees, agents and volunteers, from and 
against all claims and actions and all expenses incidental to such claims or 
actions, based upon or arising out of damage to property or injuries to persons or 
other harmful acts caused or contributed to by the other party or anyone acting 
under its direction, control, or behalf. This indemnity and hold harmless agreement 
will not be applicable to any liability based upon the sole negligence of any single 
party. 

 
16. Liability. SMA will be liable for such damages as may be caused by the 

negligence of SMA and its employees and shall not be liable for damages to the 
extent caused by the negligence of others. SMA will not be responsible for any 
loss, damage, or injury, bodily or to property, that may occur at any function held 
by CSMFO, from any cause whatsoever (excluding the above), prior to, during, or 
subsequent to the period covered in this agreement. 

 
17. Impossibility of Performance. This agreement will terminate without liability to 

either party if substantial performance of either party's obligations is prevented by 
an unforeseeable cause reasonably beyond that party's control. Such causes 
include, but are not limited to: acts of God; acts, regulations, or orders of 
governmental authorities; fire, flood or explosion; war, disaster, civil disorder, 
curtailment of transportation facilities, or other emergency making it illegal, or 
otherwise impossible to provide the services or to hold the conference. 

 
18. Work Product. All “Work Product”, which includes, but is not limited to, any report, 

plan, data, map, design, drawing, estimate, model, chart, report, study, software 
program, specification, survey, photograph, memoranda or any type of document, 
material or other work of authorship prepared or caused to be prepared by SMA, 
its employees, agents and subcontractors for CSMFO under this Agreement, will 
become “work for hire” and the exclusive property of CSMFO. To the extent such 
Work Product may not be “work for hire” under applicable law, SMA hereby 
assigns CSMFO all rights, title and interest in and to all of SMA’s rights for such 
work. SMA agrees to execute and deliver to CSMFO such instruments of transfer 
and take such other action that CSMFO may reasonably request, including without 
limitation, executing and filing at CSMFO’s expense, copyright applications, 
assignments, and other documents required for the protection of CSMFO’s rights 
to such materials. 

 
19. Use of Work Product. CSMFO will have the sole right to use any Work Product at 

its discretion without further compensation to SMA or to any other party. SMA will 
provide such documents and materials to CSMFO, within 15 days upon written 
request. SMA agrees not to use Work Product developed under this Agreement in 
any forum or media without CSMFO’s prior written consent. 
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20. Annual Review / Evaluation. CSMFO will make an annual review and evaluation 

of the services provided under this contract. Said review shall be made at the 
Board meeting scheduled for September/October of each year. SMA shall prepare 
a written status report on their services provided during the prior twelve months for 
review.        

 
21. Governing Law. California law will govern this Agreement and all related matters. 

Any suit or action by either party will be brought in Sacramento County. 
 
22. Amendment. This Agreement may only be amended or modified by a written 

agreement signed by CSMFO and SMA. 
 
23. Mediation. 
 

A. Mediation. Should any dispute arise out of this Agreement, the parties will 
meet in mediation and attempt to reach a resolution with the assistance of 
a mutually acceptable mediator. Neither party may file a legal action 
without first meeting in mediation and making a good faith attempt to 
reach a resolution. The costs of the mediator, if any, will be shared equally 
by the parties. If a mediated settlement is reached, neither party will be 
deemed the prevailing party for purposes of the settlement and each party 
will bear its own legal costs.  

 
B. Mediator. If the parties cannot agree upon any single mediator, each party 

will designate a representative to serve on a three-person mediation 
Board. The representative should be a local government official, not 
presently serving SMA or CSMFO in any official capacity. The two 
representatives will then select a third mediator to serve on the mediation 
Board. The mediation Board may determine the means in which the 
dispute is to be resolved. 

 
C. Litigation. If the dispute remains unresolved after mediation, either party 

may pursue a resolution in court. 
 
24. Attorneys Fees. If a party brings any court action, including an action for 

declaratory relief, to enforce or interpret the provisions of this Agreement in a court 
of law, the prevailing party is entitled to recouping reasonable attorneys fees, 
including court costs, expert witness fees and discovery expenses, in addition to 
any other relief to which the party may be entitled. Such fees may be set by the 
court in the same action or in a separate action brought for that purpose.  

 
25. Assignment. Neither this Agreement, nor any duties or obligations under this 

Agreement, may be assigned by SMA without the prior written consent of CSMFO.  
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26. No-Waiver. The waiver of any breach or default of a specific provision of this 

Agreement does not constitute a continuing waiver of a subsequent breach of the 
same or any other provision under this Agreement. 

 
27. Validity. The invalidity in whole or in part of any provision of this Agreement will 

not void or affect the validity of any other provision of this Agreement. 
 
28. Entire Agreement of the Parties. This Agreement represents the parties’ final 

mutual understanding. It replaces and supersedes any prior agreements, 
communications, and understandings, whether oral or written. 

 
29. Counterpart Execution. This Agreement may be executed in counterparts, and 

recorded with counterpart original signature pages; and when so executed by all 
Parties, each such counterpart will be an original document. 

 
 
EXECUTED: 

 
 
Smith Moore & Associates 
 
By: 
 

 
 
Catherine Smith 

 President 
 

 
California Society of Municipal Finance Officers 
 
By: 

 
 
 
Scott Johnson 
CSMFO President, 2011 
 

 
 
Date: _________________________   Date: ______________________________ 
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Exhibit A 
 

SCOPE OF SERVICES  
 
 
I. KEY PERSONNEL 
 
It is the mutual goal of both parties that CSMFO have adequate support staff to 
accomplish its mission, goals, and work programs. Although subject to the changing 
needs of both organizations, the following table lists the primary SMA staff that will be 
responsible for supporting the implementation and processing of CSMFO’s ongoing 
work program.  
 

Primary Staff Capacity 
Melissa Dixon Executive Director 
Justin Lewis Director of Technology 
Tony Willert Controller 
Elizabeth Cardwell Meetings & Membership Specialist 
Teri Anticevich 
*Subcontract through Teri’s firm, Meetings & Association 
Management Services 

Meeting Planner 

 
 
II. SERVICE PROVIDED 
 
SMA agrees to provide the required time and personnel to perform the following 
services for CSMFO:  
 

A. Board Meetings and Reports. Provide assistance to the CSMFO Board 
including: 

1. Coordinating with the CSMFO President to prepare and distribute (mail 
and/or electronic) agenda and supporting materials for Board meetings 
at least one week prior to scheduled meeting;  

2. Prepare and submit reports for Board meetings to include, but not 
limited to, financial reports and membership statistical reports;  

3. Prepare minutes of Board meetings (conference calls & in-person 
meetings) and make available for review within two weeks after each 
meeting;  

4. Attend all Board meetings, the Annual Conference, and the Board 
planning session.  Follow through on Board-directed action items;  

5. When required, secure conference call-in lines, meeting space, meals 
and drinks for in-person Board meetings; 

6. Drafting of letters and other correspondence as requested by the 
Board.  

  
B. Administer Elections. Administer the process for the annual election of officers 

in accordance with Article III, Section C of the bylaws. 
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C. Work Program. Under the direction of CSMFO’s Board, SMA will provide 

support of CSMFO’s mission, goals, and work programs as outlined in this scope 
of service. Each work program element will be presented to the CSMFO Board 
for approval and include an analysis of staffing and funding.  

 
D. Membership Services and Record Keeping.  

SMA is to be committed to providing outstanding quality membership services 
that are friendly, responsive, and thorough with a focus on each member’s 
needs. SMA will provide assistance with membership customer service duties 
including answering and returning of phone calls to the CSMFO toll-free 
telephone line, e-mails, requests for information through the website or direct 
correspondence, and provide any follow-up necessary to maintain outstanding 
customer service for all members of CSMFO, within 24 hours or less.   

 
 Manage membership records by performing the following: 

1. Correspond with potential members and new members about the 
advantages of membership (coordinate with Membership Committee); 

2. Maintain timely membership records by adding, removing, and 
updating database records on an as-needed basis and insure the 
ongoing accuracy of the membership database; 

3. Distribute to new members a current newsletter, membership directory, 
and welcome letter; 

4. Provide list of non-member agencies and coordinate with the 
Membership Committee chair the development of potential and new 
member marketing materials; 

5. Provide a quarterly membership report;  
6. Generate mailing labels on an as-needed basis; and 
7. Maintain a list of members for each chapter by mailing list and/or group 

e-mail. 
 

E. Membership Dues. 
1. Prepare and distribute billing statements for membership renewal dues 

annually by November 1st;  
2. Prepare and distribute second notices by mid-December; and 
3. Provide a list of non-renewals to the Membership Committee by 

December 31st and work with the committee to insure personal contact 
and follow-up with each non-renewing member; and  

4. Prepare and distribute final notices by January 31st; 
5. Provide a final list of non-renewals to the Board and Membership 

Committee by mid-March. 
 
F. Web Support. Provide minor support to the CSMFO website and listserv lists in 

cooperation with the Technology Committee and the Board including:  
1. Postings of CSMFO events, Mini-News, event calendar items, 

conference information; 
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2. Minor upkeep of CSMFO listservs, including sending out member 
notices and keeping listserv membership current; 

3. Manage and post job announcements and professional directory, 
including regular updates and billings for posting on CSMFO website;  

4. Monitor group e-mail listserv for survey summaries and post on the 
website;  

5. Identify technical and membership problems with website and listserv, 
and develop solutions with CSMFO webmaster, Technology Committee, 
and Board workplan;  

6. Coordinate with Technology Committee and CSMFO webmaster to 
identify and act on new opportunities for website and listserv; 

7. Major web-related duties will be the cooperative effort of the CSMFO 
webmaster, CSMFO Technology Committee, Board, and SMA 
assistance. 

 
G. Online Registration. Provide background work to set up merchant accounts as 

necessary to support online registration for CSMFO, including Annual 
Conference registration, membership renewals, and various CSMFO training 
classes. This includes the setup of online registration features on the CSMFO 
website in conjunction with various CSMFO committees. Coordination is required 
to determine what online registration reports are required for these committees 
and the CSMFO Annual Conference contract planner. 

 
H. Directory. Prepare, print and distribute annual directory of organization members 

to each organization member in April. 
 

I. Newsletter Services. Manage monthly Mini-News publication by performing the 
following: 

1. Solicit articles from members, Board members, League of California 
Cities and commercial members;  

2. Prepare and publish up to twelve issues of the Mini-News by providing 
article reproduction and graphic design services; (Mini-News is now in an 
electronic format);  

3. Post on website on the 5th of each month (if the 5th falls on a weekend, 
post on the following work day); 

4. Solicit and process employment and professional advertisements; 
5. Prepare and mail invoices for (commercial) business card 

advertisements and job announcements included in each publication. 
(This maybe an online feature)  

 
J. Annual Report. Prepare, print, and distribute the year-end Annual Report by 

February 15th, or distribute during the Annual Conference. This includes requesting 
entries from the President, Past President and President-Elect, which should 
include a report on prior and current year goals.  The Annual Report should also 
include entries from all Chapter Chairs, Committee Chairs and League of 
California Cities Policy Committee appointees, as well as a report on the financial 
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status of the organization for the year-end and membership numbers. Service 
provider’s staff will coordinate with the CSMFO President to edit the report and 
distribute to all CSMFO members. 

 
K. Chapter and Committee Support. Provide support to Chapter and Committee 

Chairs as follows: 
1. Chapter Chairs: assist in training new chairs on responsibilities by 

updating Chapter Chair Handbook and assisting with orientation at 
annual conference; update meeting notices on chapter web pages; 
providing labels and materials for meetings when requested; and 
organizing Chapter Chair conference calls at the request of the Past 
President; 

2. All CSMFO Committees: participate in conference call meetings as 
requested; take minutes as requested; follow-up on required action 
items. Process registration and prepare badges, sign-in sheets, CPE 
certificates for workshops and trainings. Assemble and ship workshop 
materials as required. Post announcement and registration forms on 
website;  

3. Other CSMFO Sponsored Training: provide support to Career 
Development Committee including registration, processing of 
payments, accounting support, and paying of bills; general 
coordination with host city and speakers; badges and all other 
materials including evaluation forms, requests for CPE credit, etc., for 
various CSMFO training programs throughout the year including the 
Annual Legislative Symposium; 

4. Awards Programs: work closely with the Professional Standards and 
Recognition Committee to receive award applications; process 
payments; accept submitted budget and/or CAFR documents; record 
submittal information on a spreadsheet, report submissions to the 
chair, and help prepare list of winners; mail certificates to recipients, 
which includes the following: list of winners in mail merge, stamp seals, 
prepare mailing labels and stuff envelopes with each certificate.  
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L. Annual Conference.  Provide planning and support services for the Annual 

Conference as follows: 
1. Site Selection. Pursue and provide site selection assistance for 

CSMFO, to negotiate with vendors on behalf of CSMFO, and to assist 
CSMFO in all ways and activities necessary to facilitate obtaining site 
locations for CSMFO's Annual Conferences. The CSMFO Board 
retains the final selection of site and signing of contract or contracts 
necessary for site selection and completion of events. The contract 
shall be directly between CSMFO and the hotel or venue; 

2. Ensure adequate meeting space for anticipated program 
3. Check banquet event orders and give final guarantees 
4. Coordinate all social events in connection with the Annual Conference, 

including the President’s Dinner, the banquet and the dinner for out-of-
state guests.  This includes negotiating with vendors for entertainment, 
decorations, etc., as necessary. 

5. Coordinate hotel arrangements for staff, Board President, Host 
Committee Chairs and others as requested; 

6. Develop an Annual Conference plan/schedule which will outline by 
month, the dates when key specific conference tasks are to be 
completed.  This plan/schedule is extremely helpful for all persons 
involved with the Annual Conference and will be tracked monthly and 
emailed to appropriate individuals and committee members;   

7. Follow-up with each committee member to ensure they are on target 
with their specific tasks and work with all committee members to 
answer questions, direct them to appropriate vendors, etc;  

8. Compile a detailed meeting outline and distributed to hotel personnel, 
CSMFO Board/Committee members and audiovisual personnel; 

9. Have at least one staff person in attendance (either in person or by 
teleconference) at all Conference and Host Committee meetings; 

10. Work with the Annual Conference/Host Committees in the 
development of a theme that will create enthusiasm for people to 
register for the Annual Conference.  Preliminary conference 
information including registration rates will be made available for on-
line registration and posting to CSMFO website at least 120 days prior 
to the Annual Conference (registration rates require approval by the 
CSMFO Board and will be available after approval).  Final promotional 
materials will be targeted for posting on the CSMFO website 90 days 
prior to the Annual Conference; 

11. Work with a design firm, printer, and mail house (if needed) in the 
preparation and distribution of promotional materials, such as:  pre-
conference mailer, postcards, vendor registration, attendee registration 
brochure, conference program, etc.; 

12. Proactively assist in the solicitation and processing of CSMFO 
Commercial Vendors for exhibiting and sponsorships (not limited to the 
list supplied by CSMFO).  Develop a letter to send (mail/e-mail) to 
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potential sponsors/commercial vendors and coordinate mailing of 
information at least 4 months prior to the Annual Conference.  Follow-
up with each Vendor who has not responded to the materials.  
Commercial vendor sponsor and exhibit information will also be made 
available on the CSMFO website at least 6 months prior to the Annual 
Conference; 

13. Process both the pre-conference and on-site exhibitor/sponsor 
registrations, keeping track of payments, and follow up with those that 
have registered but not paid until all payments are received;    

14. Send confirmation notices to commercial vendor/sponsors upon receipt 
of registration forms, and collect information and ads from 
exhibitors/sponsors for program and website; 

15. Work individually with each vendor to assign booths and send out 
exhibitor kit (supplied by decorator) detailing logistics, general 
information, etc; 

16. Work with CSMFO Annual Conference/Host Committees to ensure that 
the various needs of exhibitors are considered.  This includes location 
of vendor booths, potential foot traffic, vendor space, etc.  Coordinate a 
vendor evaluation form and provide a summary of the responses back 
to the Annual Conference/Host Committees and the CSMFO Board;  

17. Prepare a detailed budget showing anticipated expenses and income, 
including profit and loss from prior year for comparison.  Assist Host 
Committee by making recommendations on all aspects of the 
conference budget and pricing.  Prepare a final revenue and expense 
statement showing budget versus actual; 

18. Pre-registration, processing of registration payments and management 
of conference database for CSMFO members;  

19. Provide on-site staffing for Annual Conference, including all aspects of  
registration and customer service for members before and during the 
conference;  

20. Attend a pre-conference meeting with all appropriate hotel personnel to 
advise them of any last minute program changes and to review entire 
program; 

21. Meet with hotel staff/convention services manager to review final 
details; 

22. Check each meeting room to ensure food/beverage and audio/visual 
needs are as ordered and meeting room is set according to requested 
requirements; 

23. Work with the Annual Conference Committee to ensure the Annual 
Conference Handbook is maintained; once updated, ensure Handbook 
policies and procedures are followed. 

 
M. Legislative Symposium: Provide support for the annual Legislative Symposium 

by coordinating with members of the appropriate committee to develop the 
program, work with the committee members to recruit and confirm speakers, 
coordinate program logistics, make site arrangements, and provide all onsite 
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registrations, and informational materials for attendees.  
 
N. Financial Services. Provide all accounting support for CSMFO business by 

performing the following: 
1. Deposit all funds received by CSMFO in federally insured institutions 

within California in the name of CSMFO; 
2. Prepare a monthly financial statement showing revenues, expenses 

and balance sheets accounts, and send to the CSMFO Board and 
Board-appointed fiscal representative by the twentieth day of the 
following month. Perform analysis of the actual revenues, 
expenditures, and budget and provide a detailed description of key 
issues on the Management Discussion section of the financial report;   

3. Code invoices and prepare checks for payment of all general 
expenditures consistent with CSMFO’s check approval processes and 
the adopted CSMFO annual budget; 

4. Provide support and documentation for the annual independent 
auditor's report, required by CSMFO’s bylaws; 

5. Invest CSMFO’s funds in accordance with the investment policy of 
CSMFO’s Board and provide a list of investments at each Board 
meeting; includes transfer of funds as necessary to cover checks (LAIF 
is the current investment tool); 

6. Process credit card and check batches for dues billings;  
7. Invoice for job and commercial ads placed in the Mini-News or on the 

website; including first billing, process payments, and follow-up to 
insure final payment. 

 
O. Filings. Prepare and transmit the following: 

1. Secretary of State Annual Corporation filing;  
2. Registry of Charitable Trust, Form CT 2;  
3. Internal Revenue Form 990, Non-Profit Information Report;  
4. Franchise Tax Board Form 199, Non-Profit Information Report;  
5. Use and sales tax reports as required;  
6. Monthly or quarterly tax payments (if required); and 
7. Internal Revenue Service Form 1099s. 
 

P. General Association Business. 
1. Maintain inventory of organization stationery, including envelopes, 

letterhead, and newsletter masthead; 
2. Answer telephone and other inquiries from members, vendors and 

public (return all phone calls with 24 hours or less); 
3. Maintain files for general association business and correspondence;  
4. Fulfill special label orders or requests; and 
5. Prepare special award certificates and plaques, as required. 

 
Q. Facilities, Personnel and Equipment. Provide the personnel, space, facilities, 

supplies, software, and equipment necessary to perform CSMFO’s work 
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program. Provide a toll-free phone number for CSMFO members. 
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EXHIBIT B 
 

PAYMENTS, REIMBURSEMENTS 
AND COMPENSATION 

 
 
CSMFO will pay SMA according to the following provisions: 
 
1. Overall Payment. CSMFO will pay SMA for providing the outlined association 

services for an amount not to exceed $132,975 for the 2012 calendar year, plus 
an actual CPI adjustment not to exceed 4% for calendar years 2013 and 2014.   

 
It is agreed that any commissions' payable from hotel vendors upon the 
completion of the conferences covered by the terms of this contract be payable 
to the subcontracted meeting planner.  
 
It is further agreed that CSMFO will pay to SMA a sum of $50 per registered 
exhibitor and $8.50 per sponsor/exhibitor attendee for the conferences covered 
by the terms of this contract. 
 
In addition, with regard to the Annual Conference, it is understood that the 
Executive Director and Meeting Planner will be in attendance on-site, and that 
CSMFO shall reimburse for travel and lodging for those two individuals as well as 
sufficient additional staff to allow for one staff person per 100 registrants. 

  
2. Monthly Payment. CSMFO will make equal payments at the end of each month.  

SMA will bill CSMFO on the 15th of each month for services rendered, with 
payment due at the end of the month.     

 
3. Reimbursement of SMA Expenses. CSMFO will reimburse SMA for additional 

direct expenses to the extent they are not already included as a part of the 
annual services contract (conference call line, postage, printing, stationery, 
travel). SMA will provide supporting documentation for these expenses to 
CSMFO for reimbursement payment. Expenses not specifically documented will 
not be reimbursed without the prior written approval of the CSMFO Board. 

 
4. Hourly Service Rates for Additional Services – Not covered by Scope of 

Service. 
   
Catherine  $ 150.00  
Melissa  $ 100.00  
Justin  $  75.00  
Ashley/Fiona  $  65.00 
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Tony  $   60.00 
Elizabeth/Simone  $   50.00 
Brandon  $   30.00  
Yelena/Andrea  $   30.00  

 
 Listed rates are for the 2012 calendar year and are subject to a CPI annual 
adjustment.  
 
5. Invoices. SMA will submit reimbursement invoices to CSMFO not more often 

than once per month. Invoices will contain the following information. 
 

A. Identification and Dates. Serial identification of monthly bills and the 
beginning and ending dates of the billing period. 

 

B. Credits. Amounts to be credited, if any, will be subtracted from the balance 
owed. 

 
CSMFO will pay all undisputed invoices presented by SMA within thirty (30) days of the 
receipt of such invoices. 
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CSMFO BOARD REPORT  
 
Date   September 21, 2011 
 
FROM:  Laura Nomura, President Elect   
 
SUBJECT:  2012 Conference Budget and Proposed Registration Fees   
 
RECOMMENDATION 
Approve the proposed budget and the recommended fee structure for the 2012 
Annual Conference.   
 
DISCUSSION 
As stipulated in the CSMFO policies, the conference budget is intended to be self 
supporting and therefore revenues should be sufficient to cover the proposed 
expenditures.  The 2012 Conference Host Committee has developed a budget 
that is both in balance and fiscally sustainable. 
 
The 2011 Conference held in Burlingame was attended by 639 government and 
commercial attendees.  This attendance not only met, but also exceeded, our 
attendance expectation.  In addition, through careful planning and conservative 
spending by the host committee the conference realized a net income in excess 
of $80,000.  The official attendance figure was 674 for the 2009 conference held 
in Los Angeles.  Based on the attendance figures in the past two years, the 2012 
conference host committee feels comfortable in recommending an estimated 
budget based on an attendance number of 650 for 2012 in Anaheim, CA.  
 
Last year the committee recommended, and the Board adopted an early “beat 
the rush” registration fee of $300.  This early fee was quite successful with over 
200 registrations received by December 31, 2010. Based on the success, the 
current committee is recommending a rate of $299 for registrations received by 
December 31, 2011.  The early discount is being recommended only for 
government members registering for the full conference.  All other fees are not 
discounted. 
 
All other registrations fees are recommended to be the same as last year (see 
attachment A).  However, the committee is recommending a new fee for 
registrations received after February 15, 2012.  The recommended fee is $475 
and will apply to all government members or non members that register after the 
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aforementioned date through the conference conclusion.  Registrations received 
late cause much more work to the planners, whether it be for name badges, lists, 
giveaways or meal planning.  
 
In addition, the committee has reviewed the benefits received by exhibitors for 
each level and will be offering some additional incentives for the Diamond, 
Platinum, and Gold sponsorship levels to encourage their participation at these 
levels.  Also, as an incentive for additional sponsorships, a new fee level for 
Diamond Exhibitor/Sponsor and Platinum Exhibitor/Sponsor is being 
recommended.  The additional fee for each of these levels is $2,000.  With this 
additional sponsorship, based on their level, a sponsor will be able to have their 
name displayed as a speaker sponsor, conference bag sponsor, etc.  The 
sponsorship opportunities are still under consideration by the committee.   
 
The committee is also recommending a late payment fee for commercial 
exhibitors and sponsors.  In the past we had two different rates based on when a 
company registered.  This year we are intending to open our exhibit and sponsor 
opportunities by early November with the intent to have all registered by January, 
2012.  However, we are recommending a late payment fee for those companies 
that do not have their fees paid by the start of the conference.  This fee is 
intended to cover the cost of invoicing these companies. 
 
FISCAL IMPACT 
The recommended budget is in balance and currently recognizes a minimal gain. 
 
RECOMMENDATION 
Adopted the proposed Conference budget and approve the new entry level 
registration fee of $299 and on site fee of $475.  In addition, adopted the new 
level of Diamond Exhibitor/Sponsor and Platinum Exhibitor/Sponsor at a rate of 
$2,000 and a late payment fee of $100. 
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Registration Type
Amt. End date Amt. End date GL #

Full Reg - Non-Member Early 405 405 01/31/12 8105
Full Reg -  Non-Member Short Reg. 455 455 02/15/12 8106
Full Reg - Gov Member - Early 300 12/31/10 299 12/31/11 8110
Full Reg - Gov Member - Normal 350 01/28/11 350 01/31/12 8115
Full Reg - Gov Member - Short Reg. 400 at conf. 400 02/15/12 8116
Daily Reg - Gov Mem/Non Mem - Normal 175/205 01/28/11 175/205 01/31/12 8120
Daily Reg - Gov Mem/Non Mem - Short Reg 200/255 200/255 03/02/12 8125
Full Reg - Gov Mem/Non Mem - on site 475 03/02/12 8150
Full Reg - Commercial Non Member - Normal 710 01/28/11 710 01/31/12 8230
Full Reg - Commercial Non Member - Short Reg 785 at conf. 785 03/02/12 8230
Full Reg. - Commercial Member 600 01/28/11 600 03/02/12 8235
Daily Reg - Comm Mem/Non Mem- Normal 375/430 01/28/11 375/430 01/31/12 8245
Daily Reg - Comm Mem/Non Mem- Short Reg 425/480 01/28/11 425/480 03/02/12 8250

2011 2012

Conference Fees - Attachment A

C:\Users\Melissa\AppData\Local\Microsoft\Windows\Temporary Internet Files\OLK2E50\2012ConfRates.xls
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Estimated 2012
Description Attendance Rate Proposed Budget

CONFERENCE REVENUE
8100 Government Registrations
8105     Full Reg - Non-Member - Early to 1/31/12 35 405 14,175
8106     Full Reg - Non-Member-normal 1/31/ - 2/15/12 5 455 2,275
8110      Full Reg - Member - Early to 12/31/11 200 299 59,800
8115      Full Reg - Member - normal 1/01/-1/31/12 75 350 26,250
8116      Full Reg - Member - Short Reg. 1/31/ - 2/15/12 0 400 0
8120      Daily Reg - Government (Early bird) - to 1/31/12 25 175 4,375
8125      Daily Reg - Government - 1/31 - conf. 10 200 2,000
8150  Full Reg - Memb/Non Memb. - on site (2/16 -->) 5 475 2,375

Total Government Registrations 355 112,775

8200 Commercial Registrations 200
8230      Full Reg - Comm Non Member -Normal to 1/31/12 30 710 21,300
8235      Full Conf Reg - Comm 50 600 30,000
8240      Full Conf Reg - Comm Memb - Normal after 1/27 675
8245      Daily - Commercial (Early bird) 15 375 5,625
8250      Daily - Commercial 425 0

Total Commercial Registrations* 295 56,925
Sub-Total Government/Commercial Registrations 650 169,700

8300 Pre-Conference Registrations
8371      Pre-Conference - Session A 25 100 2,500
8373      Pre-Conference - Session B 25 100 2,500
8380      Tours 0

Total Pre-Conference Registrations 5,000

8400 Spouse/Guest Fees (Full Conf)
8500 Extra Meals
8560      Extra  Meal Tickets - Lunches, Bfast, etc. 0
8565      Banquet 8 100 800
8500      Extra Meals - Other 0

Total Extra Meals 800

8600 Event Registrations
8610      Golf 8,500
8630      Other 1,000

9,500
8700 Exhibitors Fees
8700      Exhibitors Fees - Other 0
8705      Platinum Package 4 6,000 24,000
8706      Platinum Package with Sponsorship 2 8,000 16,000
8715      Gold Package 18 4,500 81,000
8725      Silver Package 42 3,000 126,000
8730      Silver Package - late 0
8735      Diamond Package 1 10,000 10,000

 <-------------------- 2012 ------------------>
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Estimated 2012
Description Attendance Rate Proposed Budget

 <-------------------- 2012 ------------------>

8736      Diamond Package with Sponsorship 1 12,000 12,000
8740      Bronze Package 5 1,800 9,000
8790      Exhibitor Late Pmt. Fee - all levels 100
8700 Total Exhibitor Fees 73 278,000.00

8800 Sponsorships
8835      Non-Booth Diamond 1 10,000 10,000
8840      Non-Booth Platinum 1 4,500 4,500
8850      Non-Booth Gold 3 3,500 10,500
8855      Non-Booth Gold-late
8860      Non-Booth Silver 3 2,000 6,000
8870     President's Dinner Sponsor 15,000
8872     Additional Sponsorship Monies 200 3,600

Total Sponsorships 8 49,600
Sub-Total: Exhibitor/Sponsorships 327,600

Total - Revenue 512,600$

9000 Food & Beverage
9105      Tuesday - Volunteer Bag Stuffers - Lunch/Coffee 25 35 875
9110      Tuesday - Board Meeting - Lunch 35 42 1,470
9120      Tuesday - Break for Workshop 50 25 1,250
9125       Wednesday - Lunch 425 52 22,100
9130       Wednesday - PM Break/Dessert 400 15 6,000
9135      Wednesday - Exhibitor's Reception - Appetizers 350 25 8,750
9138      Wednesday - Exhibitors Reception - Drinks 350 9 3,150
9140      Thursday Chapter Chair Breakfast 0 0
9143      Thursday - Breakfast 340 45 15,300
9145      Thursday - Coffee Service 250 10 2,500
9147      Thursday - Lunch 550 54 29,700
9148      Thursday - PM Break 400 25 10,000
9150      Friday - Breakfast 300 45 13,500
9152      Friday - Coffee Service (Coffee only) 175 6 1,050
9155      Friday - Lunch 280 50 14,000
9170      Staff Room Beverage Service 0
9180      Speaker Room Beverage Service 0
9190      Exhibit Hall Beverage Service 0
9195      Water for Sessions 0
9100      Food & Beverage - Other 0

Total Food & Beverage 129,645

9200 President's Dinners
9210      Tuesday Board, Presidents, Past Dinner 100 220 22,000
9220      Entertainment, Transportation, Décor, Favors
9200      President's Dinner - Out of State guest dinner 25 100 2,600

Total Presidents Dinner 24,600
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Estimated 2012
Description Attendance Rate Proposed Budget

 <-------------------- 2012 ------------------>

9300 Banquet
9310      Thursday Banquet - Music Entertainment 9,000
9320      Thursday Banquet-Food/Open Bar 350 140 49,000
9330      Thursday Banquet - Decorations 5,000
9340      Thursday Banquet - Miscellaneous 10,000

Total Thursday Banquet 73,000

9400 Speakers/Meetings/Scholarships
9410     Speakers - honorarium 40,000
9420      Speaker Expenses - Lodging 10 186 1,860
9430      Speaker Expenses - Transportation 4 450 1,800
9440      Speaker Expenses - Meals/Registration 2 75 150
9450      Opening Session/Color Guard 250
9460      Other Guests Lodging (OOS Guests) 5 558 3,162
9465      Board Scholarships-full 14,000
9466      Board Scholarships-reg. only (all in #9465) 0
9470      Audio Visual & Lighting 90,000
9475      Cyber Café 0
9471      Taping 0
9480      Electric Power/Rigging 5,000
9485      Convention Center costs / Other Hotel Costs 500
9400 Speakers/Meetings - Other 0

Total Speakers/Meetings 156,722

9490 Pre-Conference Workshop
9495      Speaker Fees 1,000
9490      Pre-Conference - Other 500

Total Pre-Conference Workshop 1,500

9500 Exhibits
9510      Decorator Booth Fee 75 45/55 5,325
9520      Signage 700
9530      Emergency Medical (EMS) 0
9540      Security 4,000
9500      Exhibits - Other (rally prizes & exp. For 2012) 600

Total Exhibits 10,625

9600 Entertainment/Gifts
9600      Entertainment/Gifts - Other
9610      Conference Gifts/Attendees 650 25 16,250
9620      Speaker Mementos 100 25 2,500
9630      Gift Baskets (VIPs, Committee, Board) 25 35 875
9675      Vendor Reception entertainment 1,000

Total Entertainment / Gifts 20,625

9700 Event
9700      Tournament Expenses 8,500
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Estimated 2012
Description Attendance Rate Proposed Budget

 <-------------------- 2012 ------------------>

9740      Gifts 0
9750      Other Event Expenses  (note for 2012 = tennis) 1,000
9799      Misc. 0
9700      Other 0

Total Event 9,500

9800 Printing, Copying & Administrative
9805      Conference Marketing 2,500
9810      Meeting Planner Contract Services 16,500
9815      Printing of Programs 10,000
9817      Printing & Copying - Misc. 500
9818      Office/telephones 500
9820      President Expenses 350
9831      Supplies - Badges, Ribbons, Etc. 500
9840      Postage & Shipping 3,000
9845      Registration Packets 4,000
9875     Signage 1,200
9880     Volunteer & Board shirts or other identifying apparel 0 0 0
9890     Conference Committee Exp Incl. Lodging & Board mtg. 6,990
9891     Attendance Tracking/CPE 6,500
9891      Audio Visual and Lighting (G/L 9891)
9892     Transportation 0
9895     Management Contract (Reg.) & Room charges 3 186 2,732
9899     Conference Facilities 0
9800           Total Printing, Copying & Administrative 55,272
9910 2009 Conference Expense (Board Retreat)

Contingency (Attrition) Current Level

Total - Expense 481,489$

Revenue 512,600.00
Expense 481,489.30

Proposed Net Income $31,110.70
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Addendum to 
 

Agreement for Professional Services between 
Meeting & Association Management Services, Inc.  and 

California Society of Municipal Finance Officers 
 
 
Annual Conference Services for 2012 Annual Conference 
 
M&AMS will proactively coordinate these services with CSMFO Board, 
Conference/Host Committees, other CSMFO committees and CSMFO 
Management Company. 
 
The following additional Conference Services will be provided in addition to the 
site selection and related support services listed in the Agreement for 
Professional Services already executed (and at the pricing provided for in that 
contract).   
 
 
1. Annual Conference Planning and Schedule / Meeting Outline Services 
 
M&AMS will develop an Annual Conference plan/schedule which will outline by 
month, the dates when key specific seminars tasks are to be completed.  This 
plan/schedule is extremely helpful for all persons involved with the Annual 
Conference and will be tracked monthly and emailed to appropriate individuals 
and committee members.  M&AMS will follow-up with each committee member to 
ensure they are on target with their specific tasks and will work with all committee 
members to answer questions, direct them to appropriate vendors, etc.  
 
In conjunction with the Convention Schedule a detailed meeting outline will be 
compiled and distributed to hotel personnel, CSMFO Board/Committee 
members, CSMFO Management Company and audiovisual personnel. 
 
The meeting outline will include at a minimum: the dates of the seminar; and 
hotel contacts; convention program schedule/timeline; food/beverage 
information; and audiovisual requirements.  Further detail will be provided for 
each session (general session/breakouts/exhibit areas) that includes time of 
session, meeting room set-up, audio visual requirements and food/beverage 
information.  
 
Fee for Planning and Schedule Service is $3,500 for annual conference. 
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M&AMS will be paid for each face-to-face Host Committee meeting based on the 
following: 
 
1) $150.00 (up to 4 hours, including travel time) 
2) $200.00 (over 4-12 hours, including travel time) 
 
Direct expenses will also be reimbursed including travel expenses such as 
mileage, hotel, airfare, etc. (not to exceed $750 per meeting in travel costs).  All 
costs must be documented and submitted to CSMFO for payment with 30 days.  
Telephone and conference calls will be provided at no cost.  
 
 
2. Annual Conference Theme/Promotional Materials:  
 
M&AMS will work with the Annual Conference/Host Committees in the 
development of a theme which will create enthusiasm for people to register for 
the Annual Conference.  Preliminary conference information including registration 
rates will be made available to CSMFO Management Company for on-line 
registration and posting to CSMFO website at least 120 days prior to the annual 
seminar (registration rates require approval by the CSMFO board and will be 
available after approval).  Final Promotional materials will be targeted for posting 
on the CSMFO website 90 days prior to the annual seminar. 
 
M&AMS will work with a design firm, printer, and mail house in the preparation 
and distribution of promotional materials:  Pre-conference mailer, postcards, 
vendor registration, attendee registration brochure, conference program, etc.  
Promotional materials will be mailed to the CSMFO mailing list at least 90 days 
prior to the annual conference or as early as available by the Program/Host 
committee. (i.e. Mid-Feb conference will target materials to be delivered by mid-
November)  
 
Fee for this service is $1,000 for annual conference.   
Costs for graphics, layout or printing will be billed directly to CSMFO at actual 
costs by sub-contractor. 
 
 
3. CSMFO Commercial Vendors/Sponsors 
 
M&AMS will proactively assist in the solicitation and processing of CSMFO 
Commercial Vendors for exhibiting and sponsorships (not limited to the list 
supplied by CSMFO).  M&AMS will develop a letter to send (mail/e-mail) out to 
potential sponsors/commercial vendors and coordinate mailing of information at 
least 4 months prior to the annual conference.   M&AMS will actively follow-up 
with each Vendor who has not responded to the annual conference materials.  
Commercial vendor sponsor and exhibit information will also be made available 
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on the CSMFO website at least 4 months prior to the annual conference. 
 
M&AMS will process both the pre-conference and on-site exhibitor/sponsor 
registrations, excluding receipt of registration fees. M&AMS will proactively 
coordinate with CSMFO Management Company for the actual receipt of all 
vendor payments.    
 
Weekly reports will be made to the Conference/Host Committees beginning one 
month after the mailing of the vendor registration packets.  M&AMS will send out 
a confirmation notice to commercial vendor/sponsors upon receipt of registration 
forms.  M&AMS will collect information and ads from exhibitors/sponsors for 
program.  M&AMS will work individually with each vendor to assign booths and 
send out exhibitor kit (supplied by decorator) detailing logistics, general 
information, etc.   
 
M&AMS will work with CSMFO Conference/Host Committees to insure that the 
various needs of exhibitors are considered.  This includes location of vendor 
booths, potential foot traffic, vendor space, etc.  M&AMS will coordinate a vendor 
evaluation form and provide a summary of the responses back to the 
Conference/Host Committees and the CSMFO Board.  
 
Fee for this service is $750, plus $50 per commercial vendor booth 
purchased or non-booth sponsorship collected; an additional $8.50 per 
exhibitor/sponsor attendee; includes on-site Exhibits Coordinator for 
Annual Conference at no additional cost.     
 
Travel costs will be incurred (not to exceed $1,000) for Exhibits Coordinator.  
(Please note:  Fees include all telephone, email, and fax charges; but, do not 
include postage and copies.)  All direct costs must be documented and submitted 
to CSMFO for payment within 30 days of conference.   
 
 
3.  Convention Budget  
 
Contractor will prepare a detailed budget showing anticipated expenses and 
income, including profit and loss from prior year for comparison.  Contractor will 
assist Host Committee by making recommendations on all aspects of the 
conference budget and pricing.  Contractor will work with the CSMFO 
Management Company to prepare a final revenue and expense statement 
showing budget versus actual.  
 
Fee for this service is $1,000 for Annual Conference. 
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4. Administrative Support Services: 
 
Any additional administrative support services such as typing of name tents, 
preparing of moderator/room moderator packets, preparation of attendee 
evaluation survey, etc. will be at the request of the conference committee at a 
rate of $23/per hour.  
 
Project to be pre-approved by the Host Committee prior to the start of 
each project.  M&AMS will provide an estimate of cost involved. 
 
 
EXECUTED: 

 
Meeting & Association Management 
Services Inc. 
 
Date: 
 
By: 

 
Teri Anticevich, CMP 
President, Meeting & Association 
Management Services, Inc. 
 

 
California Society of Municipal Finance Officers 
 
 
Date:  
 
By: 

 
Melissa Dixon 
CSMFO Executive Director 

  
 
 
 

52



 
 
 
CSMFO BOARD REPORT  
 
Date   October 7, 2011 
 
FROM:  Laura M. Nomura, President-Elect 
 
SUBJECT: 2012 CSMFO Preliminary Organizational Budget 
   
Over the past two years, CSMFO has had successful conferences which have helped cover the 
continued operating deficits that the organization has been experiencing.  Since 2009, Operating 
and Program Revenues have declined 15%, mainly due to a decrease in membership dues, 
miscellaneous contributions and Introduction to Government/Presentation Skills class 
attendance.  The organization has done a good job in reacting to the drop in revenue by reducing 
expenditures by an equivalent amount, which has helped reduce the ongoing operating deficit 
before offset by any conference profit. 
 
During last year’s October Retreat, one of three Strategic Objectives set for 2011-2013 was 
Financial Stewardship.  Within this objective, two goals were outlined for 2011:  1) Identifying 
and reviewing cost saving efficiencies and 2) Increasing revenues to support member benefits.  
As noted above the organization has done a good job of reducing expenditures, most of the 
conference profit was generated by lower than planned expenditures.  In addition, operationally 
the 2011 budget is planned to come in approximately $21,176 lower in operating expenditures. 
 
The area that we still are struggling with is flat operating and program revenue (excluding the 
annual conference).  For 2011, the $13,000 decline in operating revenues is misleading, since the 
$10,000 contribution from CalPSA was moved to the Annual Conference revenue line as 
requested by the auditors.  The Board should reclassify the corresponding budget as well.  But 
overall, revenues are estimated to come in as planned except for lower than planned webinar 
revenue. 
 
The 2012 budget reflects similar operating and program revenue estimates, however if new 
revenue opportunities come out of our strategic planning session or committee reports, we will 
adjust the revenue estimates accordingly. 
 
The 2012 operating and program expense budgets are lower than last year’s budget, but slightly 
higher than final estimates for 2011.  A few of the line items were under spent in 2011, such as 
Chapter Support, Merchant Fees and Web/Technology expenses, but we are re-budgeting the 
higher amount for 2012. 
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The one significant change in budgeting for 2012, is including a planned profit on the Annual 
Conference.  In past years, the budget that was included was always planned to break even.  
However, in most years a profit was generated.  For this year, the host committee believes we 
have budgeted conservatively to plan for, at a minimum, a $31,586 profit.  This projected profit 
will reduce the operating/program deficit from ($38,495) to ($6,909). 
 
I look forward to discussing this preliminary budget with the Board, Committees and Chapter 
Chairs at our meeting on October 7th in Anaheim.  I am sure ideas will be presented by the group, 
as well as, some of my own that will continue moving forward our strategic objective of 
Financial Stewardship. 
 
After discussions at this meeting, a final budget will be brought to the Board for approval at our 
meeting in December. 
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2012 2011 2011 2010 2009
Operating Revenues Proposed Budget Estimated YE Proposed Budget Actual Actual
Membership dues 180,000.00                                 180,335.00                                       181,500.00                    181,455                   190,540                 
Interest income 1,250.00                                     1,338.00                                           1,000.00                        1,107                       3,718                     
Mini news ads 54,000.00                                   55,000.00                                         53,500.00                      52,555                     54,492                   
Professional -web directory -                                              -                                                    -                                 -                           
Scholarships -                                              -                                                    -                                 -                           
Miscellaneous -                                              -                                                    -                                 1,822                       3,512                     
Budget/CAFR fees 13,000.00                                   13,000.00                                         13,000.00                      15,000                     14,858                   

Subtotal Operating Revenues 248,250.00                                 249,673.00                                       249,000.00                    251,939                   267,119                 

Program and Other Revenues
Contributions and Donations -                                              -                                                    10,000.00                      -                           10,050                   
Webinar 1,000.00                                     1,000.00                                           6,000.00                        -                           
Legislative seminar 7,500.00                                     7,669.00                                           6,500.00                        6,465                       7,615                     
Weekend Training (formally "Training") 15,000.00                                   15,000.00                                         15,000.00                      13,250                     15,775                   
State meeting (fiscal summit)/PCI Workshop -                                              -                                                    -                                 -                           1,475                     
Fiscal Sustainability (formally "Advanced Training") -                                              -                                                    -                                 -                           
Introduction To Government 10,000.00                                   10,000.00                                         10,000.00                      10,600                     27,175                   
Presentation Skills 2,500.00                                     2,500.00                                           2,500.00                        2,500                       3,625                     

Subtotal Program and Other Revenues 36,000.00                                   36,169.00                                         50,000.00                      32,815                     65,715                   

Total Revenue from Operations 284,250.00                                 285,842.00                                       299,000.00                    284,754                   332,834                 

Operating Expenses 
President's expense 1,500.00                                     1,000.00                                           1,500.00                        1,362                       3,628                     
Board of directors 5,000.00                                     5,000.00                                           5,000.00                        5,809                       10,020                   
Chapter support 5,000.00                                     1,000.00                                           5,000.00                        963                          (1,339)                    
Board planning session (Retreat) 25,000.00                                   25,000.00                                         25,000.00                      23,478                     58,033                   
Bad debt expense -                                              -                                                    -                                 -                           -                         
League administrative services -                                              -                                                    -                                 -                           
Management services 131,345                                      130,119                                            130,119                         125,462                   121,753                 
Office supplies 750.00                                        500.00                                              750.00                           447                          647                        
Merchant fees 13,000.00                                   10,966.29                                         20,000.00                      10,787                     26,815                   
Awards 1,000.00                                     750.00                                              1,000.00                        333                          185                        
Printing 8,500.00                                     8,500.00                                           8,500.00                        11,241                     12,058                   
Marketing -                                              -                                                    500.00                           -                           
Newsletter -                                              -                                                    -                                 -                           -                         
Postage 6,000.00                                     5,750.00                                           6,000.00                        5,644                       5,306                     
Equipment lease 5,000.00                                     5,000.00                                           5,000.00                        5,040                       6,072                     
Telephone/Bridge calls 1,500.00                                     1,397.14                                           1,000.00                        826                          820                        
Web and technology expenses 15,000.00                                   13,477.71                                         15,000.00                      10,472                     21,336                   
Special Web Project -                                              -                                                    -                                 32,464                     
Travel 2,000.00                                     2,000.00                                           2,000.00                        959                          440                        
GASB contributions -                                              -                                                    -                                 -                           -                         
Audit 7,300.00                                     7,100.00                                           7,300.00                        9,322                       11,975                   
Insurance 2,500.00                                     2,400.00                                           2,500.00                        2,430                       1,808                     
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Taxes 11,000.00                                   11,000.00                                         14,000.00                      3,084                       14,303                   
Miscellaneous 500.00                                        500.00                                              500.00                           2,754                       854                        
Donations -                                              -                                                    -                                 50,000                     200                        

Subtotal Operating Expenses 241,894.76                                 231,460.55                                       250,669.41                    302,880                   294,914                 

Program Expenses 
Legislative seminar 6,000.00                                     4,282.00                                           6,000.00                        5,967                       10,964                   
Fiscal Sustainability/Intermediate 250.00                                        -                                                    250.00                           203                          63                          
Weekend Training (formally "Training") 15,000.00                                   15,000.00                                         15,000.00                      12,857                     18,794                   
Introduction to Government 9,000.00                                     9,000.00                                           9,000.00                        2,745                       10,916                   
Topical Training (Webex) -                                              -                                                    -                                 -                           5,100                     
Presentation Skills 2,500.00                                     2,500.00                                           2,500.00                        3,648                       2,548                     
State meeting/PCI -                                              -                                                    -                                 -                           1,625                     
Coaching progam training consultant 48,100.00                                   48,100.00                                         48,100.00                      48,100                     35,900                   

Subtotal Program Expenses 80,850.00                                   78,882.00                                         80,850.00                      73,520                     85,911                   

Total Expenses from Operations 322,744.76                                 310,342.55                                       331,519.41                    376,400                   380,825                 

Total Operating Revenues over Expenses (38,494.76)                                 (24,500.55)                                       (32,519.41)                     (91,646)                    (47,991)                  

Annual Conference
Conference revenues 512,600.00                                 474,170.00                                       449,900.00                    532,710                   501,600                 
Conference expenses 481,014.00                                 388,072.00                                       449,900.00                    419,555                   565,523                 

Subtotal Conference Revenues over Expenses 31,586.00                                   86,098.00                                         -                                 113,155                   (63,923)                  

Total Revenue over Expenses (6,908.76)                                    61,597.45                                         (32,519.41)                     21,509                     (111,914)                
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CSMFO BOARD REPORT  
 
Date   October 7, 2011 
 
FROM:  Margaret Moggia 
    Member, 2012 Annual Conference Host Committee   
 
SUBJECT: Conference Scholarships  
    
Background: 
 
In 2010, the CSMFO Board authorized additional budget in order to subsidize conference 
attendance for municipal members who otherwise could not attend.  CSMFO continued this 
program for the 2011 Conference in Burlingame.  A total of 14 scholarships were provided.  
Scholarships include registration fee and up to two nights of hotel accommodations. 
 
In preparation of the 2012 Annual Conference in Anaheim, the Host Committee once again 
included the scholarships in the conference budget.  In addition, the Host Committee is 
requesting the Board to formalize a policy that states the funding and scholarship criteria to 
ensure that a consistent process is used with each future Host Committee.   
 
Policy  
 

1. Funding for 20 scholarships are to be included in the Annual Conference Budget 
2. The Host Committee will manage the scholarship process and selection of the recipients 
3. The scholarship application period shall run from initial registration date to December 1, 

scholarship recipients will be notified by December 15th  
4. Scholarship recipients must be: 

a. A member of CSMFO 
5. A room monitor for 2 sessions or otherwise volunteer at least 3 hours at the Annual 

Conference as identified by the Host Committee. Should more than 20 applications be 
received, the Host Committee will provide preference for first time attendees, first time 
applicants and/or the potential recipient’s involvement with CSMFO. 

6. Selected recipient is eligible to receive 
a. Registration only – If City or Special District is less than 50 miles from the 

conference. 
b. Registration and up to two nights of hotel accommodations – If City or Special 

District is more than 50 miles from the conference. 
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Recommendation is that the Board adopts the above policy.  The alternative is that each Host 
Committee decides if it desires to have a Scholarship Program and if applicable what they deem 
the appropriate criteria.    

 
 
 

 
 
 
 
 
 
 
 

G: CSMFO/Board 2001/Board Report Template 
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CSMFO BOARD REPORT  
 
Date  October 7, 2011 
 
FROM:  Thomas Fil and Margaret Moggia 
   CSMFO University Ad Hoc Committee   
 
SUBJECT: CSMFO University Concept  
    
Background 
 
In review of CSMFO’s mission statement it states that “CSMFO promotes excellence in 
financial management through innovation, continuing education and the professional 
development of our members…..”, and through the Annual Conference and Career Development 
committee activities, CSMFO has met in providing training to its members.  In addition, the 
CSFMO Leadership annually meets to discuss the strategic goals for the organization.  Those 
goals identified at the October 2010 Strategic Planning session that focus on Career 
Development include the following: 
 

• Research opportunities available elsewhere 
• Market CSMFO to other organizations and links to others (follow-up to CDIAC) 
• Think strategically how and where to deliver services to expand audience 
• Explore concept of CSMFO University for a catalogue of courses and potential revenue 

stream 
 
With an evolving fiscal and political environment, it is imperative that CSMFO continually 
evaluates how it is developing its membership to meet the challenges of leaner organizations, 
leaner budgets, but with increased reporting and regulatory requirements.  Many organizations 
are also faced with the need to adequately plan for succession, and we question may be asked is 
CSMFO equipping its members to assume key leadership roles within each one’s own 
organization.   
 
As a volunteer based organization CSMFO has managed a number of successful programs over 
the years (including onsite training; hot topic calls; emerging issues webinars) through its Career 
Development Committee; however enrollment numbers of certain core programs have 
significantly dropped this year.  This lends to questions about the long term viability of those 
programs and whether the decline is based on declined training budgets, saturation in the market, 
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timing or delivery mechanism.  In addition, CSMFO members have requested for advanced 
courses and the Career Development has delivered with a new fiscal policy training opportunity.  
 
Developing the Next Generation Leaders 
 
At the February 2011 Planning Session, a concept, “CSMFO University”, was introduced to the 
CSMFO Leadership.  CSMFO University seeks to develop a sustainable training environment 
for CSMFO members that focus on developing core competencies, utilizing existing resources, 
and discussing emerging issues through the use of live training, online training, and resource 
library.  In addition, the CSMFO University introduces a “public finance designation” that 
members can ascertain a professional recognition within their own organization and throughout 
the State.  Employees within public finance leadership are not generally required to maintain 
MBA or CPA; however, this designation can become an important distinction.  In review of 
other sister agencies, several of them have developed a model that provides training and other 
opportunities to be involved to receive a designation. To maintain this recognition, the 
designation requires an ongoing commitment to education. This model serves to remind 
members how important it is to be constantly evolving and learning.   
 
Over the past year, the CSMFO University Ad Hoc committee has met to discuss this concept 
and to develop an approach, identify resources and partnerships that could be consider making 
this concept viable.  It should be understood that this concept expands our current delivery by 
seeking partners who have similar interest in serving the public finance environment and 
developing next generation leaders.  It also provides a training pathway for line employees to 
supervisors to finance directors.  Shown below is an illustrative outline that provides a guide for 
personal and professional development.  It should be understood that each organization will 
manage its own training environment for its individual employees as it sees fit.  In addition, see 
the attached graphic that highlights the various components of the CSMFO University Concept.   
 
For Line Employees 

- Point to organization that provide para-professional certifications in accounts payable, 
accounts receivable and purchasing  

- Offer Core Government Accounting Courses 
- Resource Room on CSMFO Website 

 
For Supervisors 

- CSMFO Annual Weekend Training 
- Skills Matrix 
- Newly Developed CSMFO Courses – e.g. Fiscal Policy 
- Referrals to other organizations training schedules 

 
For Finance Directors 

- Annual Conference 
- Emerging Issues (Coaching Calls) 
- “Public Finance Designation” 
 

There should be familiarity with most of the above items.  Through the Career Development 
Committee, they have managed many of these responsibilities from the core courses 
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(Introduction to Government Accounting and Intermediate Government) to the Coaching 
Program, to identifying para-professional’s certificate programs to developing the Skills Matrix 
and recently through the addition of a new course on Fiscal Policy.  In addition, the Career 
Development Committee discussed improving the dissemination of other training opportunities.  
CSMFO is also fortunate to have a dedicated Program Committee who develops the Annual 
Conference training who seeks and delivers a diverse cross section of sessions from 
Treasury/Debt, Accounting, Budgeting, and Professional Development.  Furthermore, CSMFO 
has been approached by CDIAC and is working with CMTA on possibly joint collaboration. 
There is also consideration by Cal CPA on offering its courses to CSMFO members at the Cal 
CPA membership pricing.  Cal CPA has adequate resources to support and develop courses as 
we would identify in their four divisions:  Continuing Education, Distance Learning, Customized 
Learning and Conferences.   
 
Public Finance Designation 
 
In March 2011, UC Davis Extension approached CSMFO to explore developing a Public 
Finance Certificate Program.  The impetus for their exploration was hearing concerns from a 
City Manager and Finance Director who commented the difficulty in locating qualified and 
experienced Finance Directors to replace retiring Finance Directors.  UC Davis wanted to locate 
partner to foster this concept and CSMFO was identified as a premiere organization for them to 
contact.   
 
In our discussion with UC Davis, they identified that while other schools have a Certificate in 
Accounting, there was no program within the State that focused on Public Finance.  UC Davis 
Extension developed a proposal for us to review and it continues to be an iterative process.   
 
The Certificate Program has been conceived as follows: 

1. Courses to be handled online 
2. Participant would take 3-5 courses over a year that focus on key competency areas 

representing approximately 6 to 13 units 
3. Courses can be self-paced or be identified as weekly assignments 
4. Participant has up to five years to complete required coursework 

 
Benefits to UC Davis 

- A successful launch to a new Certificate Program 
- Seek development fee for first year 
- Ensure certificate represents a professional standard 
- Cross Promotion of Certificate program by having a hyperlink on the CSMFO website 

 
Benefits to CSMFO  

- CSMFO to serve on Advisory Board and help guide and direct program content 
- Members receive a 10% discount on any course 
- Upon success completion of the Certificate program, CSMFO can assign the new “Public 

Finance Designation” 
- Participation is voluntary by CSMFO members but would be strongly encouraged to 

recapture the development fee through the Public Finance Designation program and 
ongoing continuing education requirements   
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- Development of core competencies that are needed in today’s market 
- A program manager who manages the schedule, develops course material, evaluation of 

instructors and handles the administrative functions of the Certificate Program 
- No other costs than the first year development fee 

 
Next Steps 
 
Through feedback from the CSMFO leadership, the CSMFO University Ad Hoc can continue to 
develop the continuing requirements and develop a financial model for this new program.  The 
overall concept is to re-package the existing deliverables and provide an enhanced and 
comprehensive training plan to the CSMFO members.   At this time, the CSMFO University Ad 
Hoc seeks for the following: 
 

1. Direction to bring proposal leading to a potential service delivery agreement with UC 
Davis to explore the development of a Public Finance Certificate Program  

2. Direction to bring a proposal leading to a potential service delivery agreement with Cal 
CPA to explore a relationship for course development for continuing education 

3. Direction on designing a professional designation for the CSMFO and the ongoing 
continuing education requirement along with the associated financial model to support a 
program  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

G: CSMFO/Board 2001/Board Report Template 
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INTRODUCTION 
 
CSMFO promotes excellence in financial management through innovation, continuing education 
and the professional development of members. 
 
To this end, the Annual Conference provides all members with education and skills necessary to 
carry out a high level of professionalism in the field of municipal finance. 
 
 
ANNUAL CONFERENCE COMMITTEE 

 
The annual three-day conference, generally held in February, is one of the most important 
activities of CSMFO.  The site and host of the Annual Conference has a direct bearing on the 
event's success.  It is intended that the Conference be co-hosted by a city and local chapter to 
minimize the work on any individual city.  The CSMFO Board of Directors, in recognition of the 
Conference's importance, has created the Annual Conference Committee to oversee the site 
selection process. 
 
 
RESPONSIBILITY OF THE ANNUAL CONFERENCE COMMITTEE 
 
The Annual Conference Committee is responsible for recommending Conference sites to the 
Board of Directors, as well as providing assistance for the Conference.  Such assistance should 
include negotiating and reviewing the contract with the host hotel, on-site visits during the 
planning process and assisting the Host Committee as requested.  The CSMFO President 
appoints the Chair, Co-Chair and Senior Advisor of the Committee.  The Board of Directors has 
authorized employing the services of a professional meeting planner to assist in site selection and 
Conference planning and negotiations. 
 
It is recommended that the Chair of the Annual Conference Committee be a person who has 
previously served as the co-chair of a host committee that has recently hosted the Annual 
Conference. 
 
 
SITE SELECTION POLICY 
 
Conference sites are selected, when possible, three to four years in advance.  It is important to 
alternate Conference sites throughout the state.  Historically, Conferences have been rotated to 
correspond with the section of origin of the CSMFO President; i.e., if the President-Elect being 
installed as President at the Annual Conference is from the northern part of the state, the 
Conference will be held in Northern California.  The same holds true for Southern California.  
From time to time, the Board of Directors, depending on circumstances at the time, may choose 
to deviate from the north-south rotation policy.  This decision can only be made by a vote of the 
CSMFO Board of Directors. 
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PROCESS FOR SELECTING CONFERENCE SITE 
 
Upon appointment the Committee Chair will commence the site selection process for future 
conferences.  The professional meeting planner (if applicable) will assist the Committee in 
soliciting proposals.  The final Committee recommendation will be presented to the Board of 
Directors. 
 
The Annual Conference Committee is responsible for determining the potential city(ies) for the 
Conference.  A Request for Proposal (RFP) stating the minimal Conference requirements, i.e., 
number of available meeting rooms, hotel rooms, vendor space, etc., should be sent to the 
Convention and Visitors Bureau (CVB) of the identified city(ies) within sufficient time to allow 
for a detailed response.   
 
Hotel proposals are to be reviewed by the Conference Committee.  Site visits should be 
coordinated for each hotel with adequate facilities.  CSMFO will bear the expense of travel and 
lodging for the Annual Conference Committee, meeting planner and/or his/her representative, 
and up to two (2) CSMFO staff members.  Whenever possible, the venues being visited should 
provide lodging and meals, and travel costs should be kept to a minimum.  After site visits, each 
potential site should be scored/ranked according to the “Site Selection Criteria” (Exhibit A).  
This is to be used as a tool for the Annual Conference Committee to determine its 
recommendation to the Board of Directors.   
 
 
MEETING PLANNER SERVICES 
 
The meeting planner provides site selection assistance, negotiates with vendors on behalf of 
CSMFO, and assists in all ways and activities necessary to conclude the selection of site 
locations for the Conference.  There will be a contract between any meeting planner and 
CSMFO, and the services listed below shall not in any way supersede the contracted scope of 
work. 
 
Prior to Conference – The meeting planner will be available to answer questions, meet with 
Board/committee members, and deal with any issues/problems that arise prior to Conference.  As 
described in more detail below, planner will (with the direction of the committee/Board of 
Directors): 

• Provide site selection assistance 
• Negotiate final contract with host and overflow hotels 
• Negotiate with hotel on food/beverage needs 
• Ensure adequate meeting space for anticipated program 
• Check banquet event orders and give final guarantees 
• Negotiate for entertainment, and/or decorations as needed 
• Arrange Board/committee travel arrangements for site selection 
• Make Conference staff hotel arrangements, when necessary 
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During Conference – The meeting planner will be available to provide complete oversight of 
Conference, including but not limited to: 

• On-site 24 hours a day to answer questions 
• Meet with committee/Board members 
• Attend a pre-Conference meeting with all appropriate hotel personnel to advise them of 

any last minute program changes and to review entire program 
• Meet with banquet/convention services manager to review final details 
• Coordinate with Program Committee on each meeting room to ensure food/beverage and 

audio/visual needs are as ordered and meeting room is set according to requested 
requirements (or manage volunteers to assist with process, especially during concurrent 
sessions) 

• Work with committee/Board to set up and oversee the registration desk 
• Review the hotel bill to validate all charges 

 
Post-Conference – The meeting planner will meet with current and future Board/committee 
members for a “debriefing” of the Conference and make any recommendations for future 
Conferences. 
 
ADDITIONAL SERVICES – The Host Committee may contract for additional services, as 
needed.  See Exhibit A for a list of services. 
 
 
CSMFO CONFERENCE POLICIES 

 
Over the years, a number of Conference policies have been approved by the Board of Directors 
to help the Conference Host Committee in planning the Annual Conference.  These policies are 
reviewed by the Board on a regular basis.  The Host Committee may question the policies and 
make recommendations for change; however, until an existing policy is changed, or a new policy 
is adopted by the Board, the Host Committee is obligated to carry out the wishes of the Board.  
Board policies pertaining to the Annual Conference are listed below. 
 
 
POLICY ON WAIVER OF CONFERENCE FEES AND HOTEL FEES 
 
The President, President-Elect and the Past President shall be provided upgraded hotel rooms 
during the Conference, if they are available.  The incoming President shall be provided the 
Presidential Suite (or comparable suite) at no cost to the President. The Conference Committee 
shall strive to procure the Presidential Suite for the incoming President as part of the hotel 
contract.  The President-Elect and Past President are required to pay the normal Conference 
registration fee and hotel room rates charged all other members.  Past-Presidents who are retired 
and are no longer working, inside or outside of government, are not charged for Conference 
registration.  They are expected to pay for their hotel accommodations. 
 
Up to ten (10) Host Committee members may receive either complimentary conference 
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registration or three free hotel nights during the week of the Conference.  The Host Committee 
Chairs shall determine which, if any, Host Committee members receive this benefit; however 
such decision should be based on the level of participation and commitment leading up to the 
Conference. 
 
All other CSMFO members attending the Conference shall pay the appropriate Conference 
registration fees and hotel room rates.  This policy applies to Board members, committee chairs, 
chapter representatives, and Host Committee chair and members.   
 
Those exempt from paying both Conference registration fee and hotel fee are: 
 
 1. An official representative of the Municipal Finance Officers Associations from 

the states of Alaska, Oregon and Washington 
 2. The President of California Municipal Treasurers Association 
 3. Representatives of GFOA  
 
The exemption from paying hotel room rates shall not exceed three nights. 
 
Conference registration fees are waived for no more than two official representatives from the 
following year's Host Committee.  This waiver does not apply to hotel room fees. 
 
 
POLICY ON HOTEL SUITE ASSIGNMENT 
 
If upgraded rooms are available, they shall be assigned based on the following priority: 
 
 1. Incoming President (Presidential Suite or equal) 
 2. Co-Chair of Host Committee  
 3. Incoming President-Elect 
 4. Immediate Past President 
 5. Out-of-State Representatives and CMTA President 
 6. CSMFO Board Members 

7. CSMFO Staff 
 
Even if some of the above have comped rooms, if upgraded rooms are available, then they 
should be assigned in the above order.  The above list is strictly for use in determining who shall 
be assigned to suites if they are available.  This depends on what is available at the hotel and 
what is negotiated in the hotel contract. 
 
 
POLICY ON HOSTED RECEPTIONS 
 
All Conference receptions and cocktail parties shall be hosted by CSMFO and shall be charged 
to the Annual Conference budget. 
 
The hosted receptions include the opening reception and a brief reception, if appropriate, before 
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the banquet or evening event.  Any deviation from this schedule must be approved by the Board 
of Directors. 
 
 
POLICY ON HOSTED DINNERS 
 
The Host Committee is responsible for planning all required dinners during the Conference.  All 
expenses associated with the dinners shall be charged against the Conference budget. 
 
The required dinners are: 
 
 1. Presidents Dinner 
 2. Out-of-State Guests Dinner 
 3. Banquet or equivalent 
 4. Other dinners approved by CSMFO Board of Directors. 
 
Those to be invited to the hosted dinners: 
 
President’s Dinner (Host - Incoming President) 

Past-Presidents and their guests, Board of Directors, Staff, out-of-state guests, key 
members of the Host Committee, Standing Committee Chairs, GFOA and LOCC 
representatives, President of CMTA or his/her representative, President of LOCC Fiscal 
Officers Division.  Chapter and Section Chairs may be included. 

 
Out-of-State Guests Dinner (Host - Incoming President) 

Incoming President, Incoming President-Elect, Immediate Past President, out-of-state 
guests, CMTA representative, meeting planner and his/her staff, Executive Director, and 
up to four additional persons at the Incoming President’s discretion.  All of the above 
may bring a guest. 

 
Banquet or evening event (Host - Incoming President) 
 All Conference attendees. 
 
 
POLICY ON BANQUET OR EVENING EVENT 
 
The evening event of the Conference is intended as a social event, such as a banquet, however 
the Host Committee may develop other types of evening events to encourage social interaction.  
 
 
POLICY ON USE OF PRESIDENT'S HOSPITALITY SUITE 
 
It is customary for the incoming President or Host Committee Co-Chair to have available for his 
or her use, a hospitality room. In some cases, this can be part of the President's Suite.  In other 
cases, it may be a separate room apart from the President's Suite.  The use of the room is at the 
discretion of the President; however, customarily the room is used for social events hosted by the 
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President and the Board of Directors. Expenses associated with the hospitality room shall be 
charged to the Conference budget.   
 
 
CAREER DEVELOPMENT COMMITTEE RESPONSIBILITIES 

 
The purpose of the Career Development Committee (CDC) is to formulate ways and means for 
career advancement of members of CSMFO.  The committee coordinates the organization’s 
education and training programs.   
 
Coordination with Host Committee 
 
In keeping with its overall purpose, the Career Development Committee provides assistance in 
developing the curriculum for the Annual Conference.  One of the CDC members shall be 
designated the liaison between the Career Development Committee and the Host Committee.  
The CDC sets the educational agenda for the Conference, with input from the Host Committee, 
primarily on keynote speakers. 
 
Pre-Conference Training 
 
The CDC coordinates with the Host Committee to select the topic and speaker of the pre-
conference training.  Any fees associated with the pre-conference training (speaker fees, audio 
visual, etc.) will be communicated to the Host Committee and meeting planner.  Revenue and 
expenses for the pre-conference training are included in the overall Annual Conference budget.  
The Host Committee is responsible for all hotel logistics associated with the pre-conference 
training, while the CDC is responsible for speaker coordination.  Registration fees for the pre-
conference training are established by the Host Committee, and shall at minimum be set to break 
even on the session.  Pre- and on-site registration is handled by CSMFO staff.  The Host 
Committee, or designated chair, arranges for pre-conference participants to be able to pick up 
their full conference registration packet upon arrival at the pre-conference. 
 
The CDC should handle the following: 
 
 1. Developing Annual Conference program topics and schedule in coordination with 

the Host Committee.  See Career Development Committee Section. 
 
 2. Arranging for speakers and negotiating speakers' contracts within the approved 

Conference budget. 
 
 3. Creating captivating titles for each of the sessions.  (Ask speaker first; however, 

many appreciate assistance in creating a title that is appealing to our particular 
audience.) 

 
 4. Obtaining from each speaker: 

a. Audio-visual equipment needs (see form) and a signed taping permission form 
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from each speaker to provide to the Host Committee. 

b. Employee Identification Number or Social Security Number should be 
obtained from all paid speakers on a W-9 form.  The State of California now 
requires withholding on speakers who do not reside in California.  See the 
attached League memo, Exhibit B, regarding out-of-state service providers. 
Forward the W-9 or other tax forms and speaker fee amounts to CSMFO staff, 
who issues the 1099s for speakers. 

c. A short biography. 

d. Handouts should be provided by the speaker, when possible, and can be sent 
to the Conference site in advance. 

 
5. Arranging for the moderators for each of the sessions.  Submit the list of 

volunteers to CSMFO staff, who will send letters confirming their commitment to 
moderate, providing instructions as to what they need to do and providing 
biographies for the speakers of their sessions. 

6. Coordinating with Conference Co-Chairs all special arrangements and estimated 
costs for the speakers, including transportation, hotel rooms and other incidentals. 

7. Reporting to the Conference Committee and the Career Development Committee 
on the status of speakers' arrangements and the budget. 

8. Meeting, greeting and directing speakers to their sessions on the days of the 
Conference.  It may be helpful to assign a person to each speaker. 

 9.         Sending thank you letters to all speakers. 
 
Helpful Hints: 

 1. Working with a speakers bureau: 

 You can work with as many bureaus as you like, though it may get 
confusing if you use more than 2 or 3. 

 The bureaus will want to know general topic areas for which you want a 
speaker and a budget for each.  Then they will send you tapes for speakers 
that they feel will fit your need. 

 You can request that they contact specific speakers even if they are not on 
their current list, though you may want to try to contact them yourself first 
as you may get a lower price. 

 The fees quoted by the bureaus are usually negotiable. 

 2. Legislators and their staffs are high-risk speakers, as they often have to cancel the 
engagement at the last moment.  If you book them, be sure to have a backup in 
case they cancel.  The people they send to fill in may not be the people you want 
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to have speak. 

 3. Taping permission form is required and must be personally signed by the 
speakers. Emailed approval is not sufficient.  Information should be forwarded to 
the Host Committee. 

 4. Audio-visual equipment can be expensive.  Determine a basic package (i.e., 
Lavaliere microphone and 2 flipcharts) and just ask speakers if they need 
anything beyond the basic package.  Try to schedule sessions with the same 
number of speakers and same equipment needs into the same rooms.  This keeps 
you from having to order more equipment than you need. 

 5. Let the CSMFO organization assist in suggesting topics for concurrent sessions.  
They know what they want to learn about and have great ideas.  The email list is 
an easy way to do this.  Also, use the Career Development for ideas/feedback. 

 6. Getting moderators can be a time-consuming task.  Personal phone calls seem to 
work the best.  The Board and Committee Chairs can help with suggestions for 
people who would be good in the role.  Start early.  

 
 
HOST COMMITTEE RESPONSIBILITIES 

 
The Host Committee and the meeting planner are responsible for the production of the Annual 
Conference.  The President-Elect (the person that will be installed as President of CSMFO at the 
Conference business meeting) serves as Conference Co-Chair, along with, generally, a CSMFO 
member from the area hosting the Annual Conference.   
 
Listed below are the normal responsibilities of the Host Committee.  Each Host Committee may 
organize differently; however, someone must be responsible for the following assignments: 
 
 
HOST CHAIR RESPONSIBILITIES 
 

1. Overseeing the overall Conference and Host Committee activities. 
 

2. Appointing the Host Committee. 
  

3. Developing Conference budget and submitting it to the CSMFO Board for 
approval at the May Board meeting preceding the Annual Conference.   

 
4. Providing overall financial management and recordkeeping for the Annual 

Conference, in cooperation with CSMFO staff. 
 

5. Making regular update reports to the CSMFO Board on the status of program 
content, selection and confirmation of speakers, financial status report, hotel 
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negotiations, etc. 
 
 6. Providing to the Board of Directors, by no later than May 1 following the 

Conference, a final financial accounting of all Conference activities. 
 

Helpful Hints: 
 

1. Special Meetings are frequently requested during the Annual Conference.  These 
meetings often are related to special projects and goals planned by the Board.  
The Host Committee Chairs should encourage Board and committee members to 
identify any such meetings when the budget presentation is made at the CSMFO 
Board meeting in May. 

 
 2. Standing Committee Meetings that are scheduled during the Annual Conference 

should be noticed by Committee Chairs.  Arrangements must be coordinated with 
the Host Committee.  Committee Chairs should be reminded that they, or a 
member of their committee, will be asked to make a brief committee report at the 
annual business meeting (opening session). 

 
 3. Other events such as a golf tournament, tennis tournament, organized walk, 

aerobics, etc., are quite acceptable.  Scheduling of such events is up to the Host 
Committee. 

 4. Invitations to out-of-state guests and other VIPs should be mailed no later than 
two months in advance of the Conference.  Keep in mind that guests are probably 
not familiar with the community hosting the Conference.  The invitation should 
include information about the host community and any special events during the 
Conference.  Each out-of-state guest should be assigned someone to assist them 
and ensure they know where they are to sit, what is expected of them, when they 
will speak, etc., as well as be sure they are made welcome. 

 
 5. Invitations to the Presidents Dinner should include registration and program 

information.  At the time the invitations are mailed, the official program will not 
have been printed; therefore, the invitation letter should highlight information 
about the Conference.  Past Presidents who are retired and are no longer working, 
inside or outside of government, are not charged for Conference registration.  
They are expected to pay for their hotel accommodations. 

 
 
CONFERENCE REGISTRATION 
 
 1. The Marketing Subchair is responsible for working with the meeting planner, 

graphic designer, and Host Chairs to design the logo for the event as well as the 
printed brochure.  CSMFO staff provides the mailing list to the meeting planner, 
who coordinates with the printer and mailing service.  Brochures should be 
mailed by mid-November for a mid-February Conference. 
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 2. CSMFO contracts with a third-party provider to print name badges that work with 

scanners at session doors to electronically log CEU hours.  CSMFO staff prepares 
name badges for on-site registration, including tickets and ribbons. Registration is 
done using ActionLogic, and is maintained by CSMFO staff. 

 
 3. The CSMFO meeting planner will coordinate preparation of materials to be 

handed out at the Conference registration desk, including conference gifts, on-site 
program, pocket program, list of attendees, etc. 

  
 4. CEU hours are tracked using name badges in conjunction with electronic scanners 

outside each educational session where CEUs are available.  Attendees can log in 
to a site after the event to print a certificate listing their total CEUs for the 
Conference.   

  
 5. At Conference registration, staff and volunteers will check to ensure that proper 

registration fees have been paid and collect any unpaid fees.   
 
 6. After the event, an online survey will be created and distributed electronically to 

all attendees to evaluate the success of the event. 
  

Helpful Hints 

1.  It is a good idea to have extra registration materials in case they are needed. 

 2.  Registration should stay open through the reception to ensure attendees can get 
their registration materials, name badges and event tickets. 

 3.  Registration forms should include an area for special diets. 

 4.  Registration forms should be sent to non-CSMFO members. 

 5.  Registration materials should be presented to those attending the pre-Conference 
Board Meeting. 

 
CONFERENCE LOGISTICS 
 

1. Contract with the audiovisual service to provide the requested equipment for 
general session speakers as well as the equipment for each of the breakout rooms. 
 Also arrange for contract with vendor who will tape sessions if it is determined 
that the Conference sessions will be taped.  The meeting planner should negotiate 
the contract. 

 
The Chairs and the meeting planner will work closely with the CDC to determine 
the audiovisual (A/V) needs of each speaker and will make arrangements for the 
proper equipment in each room.   
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 2. Keep the hotel/convention center management posted on any schedule changes, 
and ensuring that dining rooms are ready on schedule. 

 
 3. Maintain custody of CSMFO property. 
 
 4. Liaise with hotel staff during Conference to ensure that: 
 

 Seating arrangements are satisfactory 
 Lighting arrangements are adequate 
 Water and coffee supplies are sufficient in rooms 
 Heating and air conditioning are working properly 
 Flipcharts or other audio or visual aids are available and in place at proper 

time. 
 

 5. Appoint room monitors for each session, whose responsibility it is to ensure all 
the equipment is in the room and in working order, room setup is correct, water 
and name tents are on tables, sign outside room is correct, etc.  

 
 6. Place appropriate signage and speaker identification name tents for placement on 

speaker tables.  Signs denoting the current topic should be prepared and placed 
outside the appropriate room.  We suggest leaving out the speaker names in the 
event of a replacement at the last minute—this does happen! 

 
 7. Prepare the Events Book which is a detailed account of what is going on and 

where for each event of the Conference.  This is provided to the Board at their 
meeting just before the Conference begins and is provided to all committee chairs.  

 
It is recommended that the sufficient volunteers are recruited to provide one person for each 
event (see room monitors above).  The event person will be the eyes and ears of the session and 
help to ensure the event’s success from a logistics point of view.  The use of hand-held radios 
works well for the communication at the event. 
 
 
CONFERENCE EVENTS 

 
1. Recruit members for the committee. 
 
2. Work closely with the meeting planner on the following: 

a. All meals including any for the Pre-Conference 
b. Refreshments for breaks including any for the Pre-Conference 
c. The banquet or special event theme, food, entertainment, decorations 

 
3. Meeting planner should provide the numbers of persons to be served on breaks 

and for each meal. 
 
4. Meeting planner should communicate any special dietary needs to the hotel staff.   
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12 

 
 
CSMFO Vendors/Exhibit Hall 
 

1. Review prior year conference vendor/exhibit notes and forms. 
 

2. Determine hours of exhibit hall.  This is a key issue with vendors and plays an 
important role in their decision to participate. 

 
3. If contracted, meeting planner will prepare vendor registration form.    

 
4. Prepare vendor solicitation letter with key data about Conference.  Keep to one 

page.  Establish sponsor level amounts and other rates with approval by Host 
Committee. 

 
5. Contact booth provider and determine what items are provided with the booth and 

what items are costed separately, to be paid by the vendor/exhibitors.  Get down 
to the wastebaskets!  Everything has a price. 

 
6. With booth provider, determine layout of the Exhibit Hall, and get fire marshal 

approval of floorplan.  Keep Conference attendees mingling as much as possible 
in the Exhibit Hall by scheduling the snack breaks, continental breakfast, and 
“happy hour” events in the Exhibit Hall. 

 
7. Have booth provider prepare an Exhibit Hall floor plan that can be updated as 

registrations are processed and posted on the CSMFO website.  Be sure to update 
every two or three days!  How booths are assigned may be decided by the Host 
Committee, depending on the size of the Exhibit Hall space. 

 
8. Send a confirmation to each vendor once they have registered for a booth.  Do not 

reserve a booth until payment is received.  
 

9. Determine how to recognize the vendors that contributed at the higher levels.  
Exhibit booth providers may be able to include their names and logos on signage. 

 
10. At the Conference during the Exhibit Hall hours, keep in contact with the vendors 

to make sure they have everything they need. 
 

11. After the Conference, follow up with a satisfaction survey. 
 
Helpful Hints: 

 1. Vendor activities should not conflict with scheduled Conference events.  The 
Host Committee must make a special effort to notify vendors of this policy and to 
make them aware of which night is left ‘open’ for vendor receptions, etc..  Make 
sure that the hotel notifies the meeting planner if a vendor rents a room for 
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hosting some event. 
 
CONFERENCE ITINERARY 
 
The Host Committee is required to prepare or have prepared a Conference Itinerary, which 
documents every event that occurs during the entire Conference.  The Itinerary should detail for 
the Board members and other identified leadership any times and places they are recommended 
to be in attendance.  In addition, a President’s Itinerary shall be created by CSMFO staff and/or 
the contract meeting planner, to assist him or her in Conference preparations. 
 
Helpful Hints: 

 1. Conference Itinerary should include a list of out-of-state guests, CMTA President, 
GFOA representative, LOCC Fiscal Officers Division President and their 
traveling companions. 

 
 
CONFERENCE SCHOLARSHIPS 
 
The Host Committee may budget to provide scholarships for CSMFO members in good standing 
to attend the Annual Conference.  The scholarships can cover the cost of registration, travel and 
up to three hotel nights for each recipient.  The number of and overall budget for these 
scholarships shall be presented to and approved by the Board of Directors in the overall 
conference budget.   
 
The Host Committee shall identify an individual to coordinate this effort.  Such individual shall 
work with CSMFO staff to create the necessary forms, post said forms on the website and solicit 
applications from the membership.  Deadlines will be set by the Host Committee, but should 
allow sufficient time for evaluating all applications and notifying recipients at least two (2) 
months prior to the start of the conference. 

 
UPDATE OF ANNUAL CONFERENCE HANDBOOK 
 
The Host Committee should make recommendations to the Annual Conference Committee for 
updates of this handbook, as deemed necessary.  
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CSMFO ANNUAL CONFERENCE THEMES 
 
  
2011 Burlingame Change is the Name of the Game of Public  
  Finance 
2010 Los Angeles LA Live 
2009 San Francisco Climbing the Hills of Public Finance 
2008 Anaheim The Wonderful World of Finance 
2007 Modesto 50 Years of Fabulous Finance 
2006 Palm Springs Rising to New Heights in Finance 
2005 Burlingame Bridging our Financial Future 
2004 Long Beach Navigating Financial Currents 
2003 Sacramento The Capitol Connection 
2002 San Diego Surfing the Waves of Change 
2001 San Jose A Finance Odyssey 
2000 Pasadena Expanding Horizons in Government Finance 
1999 Monterey Sailing into the New Millennium 
1998        Newport Beach        An Ocean of Opportunities 
1997 Pleasanton Harvesting Prosperity 
1996        Burbank         Lights, Camera, Finance 
1995 San Luis Obispo Finance Off Ramp to the Information Highway 
1994  Riverside Financial Futures: Survival of the Fittest 
1993 Santa Clara Meeting with a Mission: Strategies and Tactics 
  for the Business of Government 
1992 Long Beach Finance is Management 
1991 Millbrae Ethics, Excellence, Success 
1990 San Diego Setting Sail toward Excellence 
1989 Santa Rosa Uncorking the '90s 
1988 Anaheim Managing for the Future 
1987 Fresno Sharing the Best 
1986 Claremont Quest for Knowledge 
1985 San Jose Going for the Gold 
1984 San Diego The Challenge of Change 
1983 Sacramento Innovation of the '80s 
1982 Anaheim Cost Effectiveness in the '80s 
1981 Santa Clara California's Great American Cities 
1980 Oxnard Changing with a Changing World 
1979 Oakland (no file) 
1978 San Diego (no file) 
1977 Monterey The Future - Pro-Active or Active? 
1976 Long Beach Future Fiscal Shock 
1975 Sacramento New Thoughts for the Soaring Seventies 
1974 Pasadena The Making of a Vice President - Finance 
1973 San Mateo Municipal Finance - Big Business 
1972 Newport Beach Team Management to Meet the Fiscal Crisis 
1971 Monterey Where Do We Go From Here? 
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1970 Beverly Hills Partners in Progress 
1969 Oakland Urban Problems - Revenue Reform 
1968 Palm Springs The City - Not the Department 
1967 Palo Alto  
1966 El Segundo 
1965 Sacramento 
1964 Santa Barbara 
1963 Fresno 
1962 Fresno 
1961 Fresno 
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ADDITIONAL MEETING SERVICES¶
¶
¶
The following services may be contracted 
through L&A Meeting and Management 
Services, Inc. on an "as needed" basis, 
either at a flat rate or by a per person 
charge:¶
¶
¶
Convention Budget ¶
¶
Contractor can prepare a detailed budget 
showing anticipated expenses and 
income, including promotional materials, 
convention program, convention 
entertainment, convention food and 
beverage, speaker costs, audio visual, 
contractor fees, profit margin, etc.  
Contractor can budget in for a profit and 
make recommendations on how to 
achieve this.  Contractor will prepare a 
final revenue and expense statement 
showing budget versus actual. ¶
¶
Fee for this service is $1,000.¶
¶
¶
Convention Theme/Promotional 
Materials: ¶
¶
Contractor will work with the committee 
in the development of the convention 
theme, including colors, etc. that will 
create enthusiasm for people to register 
for the convention.¶
¶
Contractor will work with a design firm, 
printer, and mail house in the preparation 
and distribution of promotional materials: 
 Pre-conference mailer, registration 
material, conference program, etc.¶
¶
Fee for this service is $750 (does not 
include graphics, layout or printing 
costs).¶
¶
¶
Pre-Convention Registration ¶
¶
Contractor will assume the 
responsibilities of receiving, receipting, 
depositing, monitoring, and inputting 
convention registrations into the master 
database.  Contractor will print name 
badges and recommend means for the 
proper set-up at the registration desk.   ... [20]
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EXHIBIT A 

CSMFO Annual Conference Selection Criteria   
     

CRITERIA REQUIRED DESIRABLE 
LESS 

DESIRABLE COMMENTS 
          

HOST CITY/CHAPTER MUST PROVIDE ENTHUSIASM 
AND SUPPORT  X       

Will provide significant support   X   
Will perform all duties previously expected of a recent 
host City/Chapter as specified in the Annual Conference 
Handbook 

Will provide some support     X Will assist with conference planning,  handle program 
coordination, and on site assistance during conference 

HOST CITY MUST BE A MEMBER OF CSMFO X       

ADEQUATE MEETING SPACE X       

All in one facility   X   Attendees can all meet in one facility, including the 
vendor fair 

Multiple facilities     X Attendees will have to meet in more than one facility 

Quality and Condition of Meeting Space   X   Good quality/condition, i.e., meeting space has been 
recently renovated or is well maintained 

HOTEL FACILITY - ADEQUATE NUMBER OF ROOMS IN 
REASONABLE PROXIMITY TO HOST HOTEL/FACILITY X       

Most hotel rooms in one facility (or with some overflow 
to an immediately adjacent hotel)   X   

Attendees can stay in host hotel (or with some overflow 
to alternate hotel adjacent to the host hotel/conference 
center) 

Multiple hotels not adjacent to the host hotel/facility     X 
Attendees would be required to stay in two or more 
hotels not adjacent to each other and would require 
ground trans. 

Quality and Condition of Hotel Rooms   X   Good quality/condition I.e., hotel has been recently 
renovated or is well maintained 
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HOTEL AFFORDABILITY         

Room rate < $ 175.00 (as set by Board)   X   Rate considerations should be set by the Board annually 
considering the venue and geographic location 

Room rate > $ 175.00 (as set by Board)     X Rate considerations should be set by the Board annually 
considering the venue and geographic location 

   

CSMFO Annual Conference Selection Criteria   
     

CRITERIA REQUIRED DESIRABLE 
LESS 

DESIRABLE COMMENTS 
          

LOCATION         

City or Chapter has not hosted an Annual Conference 
in the recent past years   X   Consideration should be given to a city/chapter that has 

not hosted the Annual Conference for at least 14 years 

City or Chapter has hosted a training event or other 
CSMFO activity in past 5 years   X   Consideration should be given to a city that has hosted 

any CSMFO event (training) in past 5 years 

TRANSPORTATION         

Convenient to major airport   X   Adequate transportation is available to host city  

Can shuttle to hotel    X   Hotel shuttles are provided from the airport, train station, 
etc.  Free shuttles are more desirable. 

Affordable   X   Transportation is deemed affordable, with competitive 
airfares for round trip transportation 

          

SUB-TOTAL OF POINTS AWARDED 
 

  
 

 

      

BONUS CRITERIA         
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GOLF COURSE AVAILABILITY   X   Golf course availability and cost should be considered 

LOCATION RELATIVE TO LEISURE ACTIVITIES   X   Location relative to leisure activities is a "nice to have" 

GUEST ACTIVITIES   X   Adequate Guest Activities is a "nice to have" 

     

TOTAL POINTS AWARDED 
 

  
 

 

     
     
     

CSMFO Annual Conference Selection Criteria   
     

Rating evaluation:     

1.   To qualify for consideration a submission must meet all "Required" criteria.  

2.   If a potential site demonstrates it can fulfill a "Desirable" category, it will receive 1 extra point per category. 

3.   If a "Less Desirable" category is marked, the potential site will not receive any extra points per category. 

4.   Bonus Criteria are worth 1 extra point per category.    
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THE CONFERENCE HOST CO-CHAIR (Incoming President) IS RESPONSIBLE 
FOR: 
 
 1. Assisting the Conference Chairs and Conference Committee. 
 
 2. Attending all Conference Committee meetings. 
 
 3. Serving as host to GFOA and CMTA representatives, LOCC Fiscal 

Officers Division President and out-of-state guests (this may be performed 
by the immediate Past President in addition to a host Committee member). 

  
 4. Preparing invitations and hosting appropriate Conference dinner functions 

during Conference. (CD) 
 
 5. Serving as host at all VIP functions. 
 

Serving as the CSMFO Board Representative at all Conference planning 
meetings. 

 
 
 
Helpful Hints: 
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CONFERENCE PROGRAM CHAIR IS RESPONSIBLE FOR: 
 
 1. Developing Annual Conference Program topics and schedule in 

coordination with the Career Development Committee.  See Career 
Development Committee Section. (CD) 

 
 2. Arranging for speakers and negotiating speakers' contracts. 
 
 3. Creating captivating titles for each of the sessions.  (Ask speaker first; 

however, many appreciate assistance in creating a title that is appealing to 
our particular audience.) 

 
 4. Obtaining from each speaker: (CD) 

Audio-visual equipment needs (see form) and a signed taping permission 
form from each speaker to provide to the Logistics Committee. 

Employee Identification Number or Social Security Number should be 
obtained from all paid speakers on a W-9 form.  The State of 
California now requires withholding on speakers who do not reside in 
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California.  See the attached League memo, Exhibit B, regarding out-
of-state service providers. Forward the W-9 or other tax forms and 
speaker fee amounts to the CSMFO Secretary, who issues the 1099’s 
for speakers. 

A short biography. 

Handouts should be provided by the speaker, when possible, and can be 
sent to conference site in advance. 

 
Arranging for the moderators for each of the sessions.  Letters should be sent 

confirming their commitment to moderate, providing instructions as to 
what they need to do and providing biographies for the speakers of their 
sessions. (CD) 

Coordinating with Conference Chair all special arrangements and estimated costs 
for the speakers, including transportation, hotel rooms, and other 
incidentals. 

Reporting to the Conference Committee and the Career Development Committee 
on the status of speakers' arrangements and the budget. 

Meeting, greeting and directing speakers to their sessions on the days of the 
conference.  It may be helpful to assign a person to each speaker. 

Sending thank you letters to all speakers. (CD) 

 

Helpful Hints: 

 1. Working with a speakers bureau: 

You can work with as many bureaus as you like though it may get 
confusing if you use more than 2 or 3. 

The bureaus will want to know general topic areas for which you want 
a speaker and a budget for each.  Then they will send you tapes for 
speakers that they feel will fit your need. 

You can request that they contact specific speakers even if they are not 
on their current list, though you may want to try to contact them 
yourself first as you may get a lower price. 

The fees quoted by the bureaus are usually negotiable. 

Bureaus used in the past include: 
Keynote Speakers Inc., Michelle Ravino (650) 325-8737 
Leading Authorities, Marina Forstmann (970) 845-8700 

 2. Legislators and their staffs are high-risk speakers, as they often have to 
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cancel the engagement at the last moment.  If you book them, be sure to 
have a backup in case they cancel.  The people they send to fill in may not 
be the people you want to have speak. 

 3. Taping permission form is required and must be personally signed by the 
speakers. Emailed approval is not sufficient.  Information should be 
forwarded to the Logistics Committee. 

 4. Audio-visual equipment can be expensive.  Determine a basic package 
(i.e., Lavaliere microphone and 2 flipcharts) and just ask speakers if they 
need anything beyond the basic package.  Try to schedule sessions with 
the same number of speakers and same equipment needs into the same 
rooms.  This keeps you from having to order more equipment than you 
need. 

 5. Let the CSMFO organization assist in suggesting topics for concurrent 
sessions.  They know what they want to learn about and have great ideas.  
The email list is an easy way to do this.  Also, use the Career 
Development Committee and Vice Chair/Annual Conference for 
ideas/feedback. 

 6. Getting moderators can be a time-consuming task.  Personal phone calls 
seem to work the best.  The Board and Committee Chairs can help with 
suggestions for people who would be good in the role.  Start early. (CD 
for moderator responsibilities) 

 7. Coffee breaks between sessions should be served by two separated 
stations.  Set up so people can get in and out quickly.  Coffee stations 
should not be set up in or immediately adjacent to a meeting room.  
Conversations that occur at coffee stations are very distracting to 
presenters. 
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and the Registration committee actually assembles the packets and mails them.  Label 
information must be requested from League by November 1st.  The 
Committee  
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2. Registration committee purchases the Conference gifts for attendees and 
assembles the Conference packet.  These will be given out to registrants at 
the Conference. 

 
 3. Developing and printing Conference pocket program to include speakers, 

rooms, and time. (CD)  This must be done as close to the end as possible 
to ensure the most up-to-date information is included in the Conference 
packet. 
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 4. Arranging for printing of all signs for placement outside concurrent 
sessions describing each session.  Arranging for printing of name tents for 
all speakers. Arranging for printing of signs for registration table and any 
directional signs.  

 
 5. Purchasing the speaker gifts. 
 
 6 
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prints the name tags and prepares the special nametags with ribbons denoting President, 
President-Elect, Immediate Past President, Past President, speakers, 
moderators, board members, invited guests, and the host committee.  
Ribbons should be provided with the nametags.   
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The League maintains a list of names of all registrants attending the Conference and 
provides a copy of the list for inclusion in all registration packets.  This 
list must be reproduced by the Registration Committee to place in the 
Conference packet for all participants.  The League will also arrange for a 
nametag printer at the Conference for those who register on-site. 
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evaluation forms, registration list, and  
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Preparing CPE forms.  Sign-up sheets are prepared for each session.  Certificates are 
made in advance for each session and distributed to attendees either at the 
mid-session break or at the end of the session.  The sign-up sheets are kept 
at the CSMFO office and the attendee is supposed to keep the certificate 
as evidence of coverage.  CSMFO just confirms attendance in the event 
the attendee is audited by CAAICPA.  CSMFO has a template that the 
host committee can use to prepare the registration form and certificates. 
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9. Providing staff for registration desk throughout conference, inviting staff from 
next Conference to assist. 
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Obtain cash from the hotel to be used for change. 
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 and a FAX number.  Host city contact numbers as well as the registration contact 
number at the League should be included 
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 6.  Ribbons for Name Badges of the President, Past President, President-
Elect, Board Members, and Committee Chair need to be printed in 
advance.  The Immediate Past President should be a different color than 
the rest of the Past Presidents because he/she is still a Board Member. 

 7. Registration badges for Single-Day participation should be different from other 
badges.  They should be keyed to the specific day of the Conference.  The 
badge for the Banquet day should be keyed to indicate if the registrant has 
paid for the Banquet.  Badges should be ordered in sufficient quantities to 
cover guests, spouses, speakers, etc. 

8. Single-Day Registrants may need a changing room or a room to store 
things.  It is recommended that the Host Committee provide such a room 
and have someone staff it.  This is not a full-time assignment but helps to 
make the registrant feel more at home, if they know someone is looking 
out for them. 

9. The League handles the advance registration, and all registrations are 
mailed directly to them. 
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 COMMITTEE IS RESPONSIBLE FOR: 
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Arranging for public address system and podium at the Speakers tables; 
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CONFERENCE SPORTS EVENTS CHAIR IS RESPONSIBLE FOR: 
 
 1. Arranging facilities for golf and tennis tournament and any other event 

that the Host Committee feels appropriate. 
 
 2. Coordinating all activities associated with tournaments including, if 

necessary, transportation to and from the event. 
 
 3. Ensuring that appropriate trophies are available for presentation at the 

Sports Luncheon, if one is held. 
 
 4. Providing information on all sporting events to Registration Chair for 

inclusion in registration packet. (CD) 
 
Helpful Hints: 

Annual Golf Tournament is held before the start of the Conference.  The turnout 
is about 60 golfers.  The person responsible for the tournament should be a 
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golfer who clearly understands what needs to be done to make the 
tournament a success.  The tournament usually starts early in the morning, 
making it possible for golfers to complete their round of golf in sufficient 
time to return to the Conference site in time to participate in the afternoon 
program. 

 
 2. Consider adding “balancing” activities interspersed throughout the 

program to allow participants to move around, get a little light exercise, 
etc. 
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The book is divided into two sections, the Master Events Schedule and the Event Report. 
 A sample of the sections is included in the Appendix of this Handbook. (CD) 
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Copies of the Conference Event Book should be handed out to all present at the Pre-
Conference Board Meeting and reviewed with Board Members.  Each Board Member, 
and many Committee and Chapter Chairs will have a responsibility during the 
Conference.  The Event Book lists who should be where, at what time, etc. 
 
The Conference Event Book is also a very good planning tool.  The Pre-Conference 
Edition of the Event Book will estimate attendance at each program, estimated cost, etc.  
The final version will update estimates to actual figures.  This information will be helpful 
to those planning future Conferences. 
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 since all board members and committee members get a copy of the book at the Board 
Meeting held before the Conference 
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CONFERENCE TRANSCRIPT BINDER 
 
Like the Conference Event Book, the Conference Transcript Binder is a very important 
document.  The Transcript Binder is prepared by the Host Committee at the conclusion of 
the Conference.  One copy is passed along to the host of the next year's Conference, and 
a second copy is filed with the CSMFO Secretary. 
 
The Transcript Binder is used extensively by future host committees in planning their 
Conference.  It should therefore be very complete and detailed.  Copies of minutes of 
planning meetings, letters of invitation, hotel contracts, speaker contracts, budgets, 
program details, banquet details, meal and reception details, copy of the Event Book and 
the program; names and addresses of past presidents are just a few of the items to be 
included in the Conference Transcript Binder.  A final accounting of tape sales, including 
the amount guaranteed, should be included so the program can be reviewed periodically. 
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Each host is expected to duplicate, and where possible, improve or enhance the 
Transcript Binder that was passed on by the host of the prior year's Conference.  This 
binder should be available for reproduction immediately following the Conference. 
 
 
 
Helpful Hints: 

Past Presidents’ List, including addresses and phone numbers, should be updated 
by the Host Committee and included in the Conference Transcript Binder, to 
be passed on to the next Conference Host Committee. 
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EXHIBIT A 
 

ADDITIONAL SERVICES 
 

 
 
 

ADDITIONAL MEETING SERVICES 
 
 
The following services may be contracted through L&A Meeting and Management 
Services, Inc. on an "as needed" basis, either at a flat rate or by a per person charge: 
 
 
Convention Budget  
 
Contractor can prepare a detailed budget showing anticipated expenses and income, 
including promotional materials, convention program, convention entertainment, 
convention food and beverage, speaker costs, audio visual, contractor fees, profit margin, 
etc.  Contractor can budget in for a profit and make recommendations on how to achieve 
this.  Contractor will prepare a final revenue and expense statement showing budget 
versus actual.  
 
Fee for this service is $1,000. 
 
 
Convention Theme/Promotional Materials:  
 
Contractor will work with the committee in the development of the convention theme, 
including colors, etc. that will create enthusiasm for people to register for the convention. 
 
Contractor will work with a design firm, printer, and mail house in the preparation and 
distribution of promotional materials:  Pre-conference mailer, registration material, 
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conference program, etc. 
 
Fee for this service is $750 (does not include graphics, layout or printing costs). 
 
 
Pre-Convention Registration  
 
Contractor will assume the responsibilities of receiving, receipting, depositing, 
monitoring, and inputting convention registrations into the master database.  Contractor 
will print name badges and recommend means for the proper set-up at the registration 
desk.   Contractor will order all supplies necessary and as budgeted by the committee 
(i.e., registration envelopes, name badges, name badge holders, conference attendee bags, 
etc.) 
 
Fee for this service is $8.00 per person. 
 
 
Presenters/Speakers 
 
Contractor will be responsible for working with committee members to determine 
program content.  
 
Contractor will also work with speakers to confirm determine audio-visual needs and 
requesting description of the various workshops. Contractor will handle all logistical 
conference needs for speakers.  (Input on potential speakers to come from client.)  
Contractor will make initial contact with speakers from information supplied from client. 
 Contractor will send out request for presenters and confirmation letters via mail, email or 
fax to all speakers.  Contractor will send out thank you letters after the conference to 
thank speakers for their participation.  Any presenter wishing information on their 
evaluation results will be forwarded by Contractor to the presenter.  Above requests for 
presentation, confirmation letters, etc. will be done by email, when available, unless 
otherwise requested by client.   
 
Fee for this service is $2,000 (postage additional)   
Please note:  Our meeting planning services include long distance phone calls, email 
access and faxes.   
 
 
Vendors/Sponsors 
 
Contractor will solicit and secure vendors for exhibiting and sponsorship (from list 
supplied by client).  Contractor will develop form letter to send out to potential 
sponsors/vendors and coordinate mailing of letter.  Contractor will send out a 
confirmation notice (with exhibitor kit supplied by decorator) to vendor/sponsor detailing 
logistics, general information, etc.  After conference, Contractor will send out thank you 
letters to vendors/sponsors. 
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Fee for this service is $30 per vendor booth purchased; an additional $800 for sponsor 
solicitation.  (Please note:  Fees include all telephone, email, and fax charges; but, do not 
include postage and copies) 
 
 
Golf/Tennis Tournament 
 
Contractor will assume the responsibility of  site location and logistics for tournaments.  
Contractor will set up budget, make arrangements for meals/refreshments, trophies, 
prizes, raffles, etc., as the board/committee sees necessary.   
 
Fee for this service is $15.00 per person.  
 
 
Registration Assistance  
 
If staff will be needed in addition to the board/convention committee, contractor can 
secure additional personnel at the rate of $15.00 per hour at the conference site.  If client 
prefers to use contractor's personnel, travel costs will be added to the above amount (not 
to exceed $750). 
 
 
Registration Packets 
 
Contractor will supply information on registration supplies for budget, order all supplies 
necessary to set up registration desk and registration packets, compile all information 
necessary for registration packets, order printing/copying of all information for packets, 
and assure packets are ready for final distribution at conference. 
 
Fee for this service is $500. 
 
 

ADDENDUM TO CONTRACT FOR PROFESSIONAL MEETING PLANNING 
SERVICES 

FOR THE 2003 CSMFO CONFERENCE 
 
 
This agreement is entered into by L&A MEETING AND MANAGEMENT SERVICES, 
INC., hereinafter referred to as "contractor", and the CALIFORNIA SOCIETY OF 
MUNICIPAL FINANCE OFFICERS, hereinafter referred to as "client."  The following 
services are in addition to the contract signed on February 24, 2001 by CSMFO’s Board 
President, William Statler: 
 
 
Convention Plan/Schedule 
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Contractor will develop a convention plan/schedule which will outline by month the 
dates when specific tasks are to be completed.  This plan/schedule is extremely helpful 
for all persons involved with the convention and will be tracked monthly and emailed to 
appropriate individuals.  Contractor will follow-up with each committee member to 
ensure they are on target with their specific tasks and will work with all committee 
members to answer questions, direct them to appropriate vendors, etc.  
 
Fee for this service is $3,500. 
 
In addition to above, contractor will be paid for face to face meetings, including travel 
expenses (telephone and conference calls will be provided at no cost) attended (in excess 
of 3 meetings, beginning May 10, 2002):   
 
$100.00 (up to 4 hours, including travel time) 
$175.00 (5-12 hours, including travel time) 
 
Meeting Outline 
 
A detailed meeting outline is essential to ensuring a successful symposium and assuring 
that all individuals involved with the convention are informed of meeting requirements.  
  
The contractor will provide a detailed meeting outline, which will be distributed, to hotel 
personnel, CSMFO Committee Members, and audiovisual personnel.   
 
The meeting outline will include date of convention, CSMFO committee contact(s), hotel 
convention contact, convention program, food/beverage information, and summary of 
audiovisual needs.  It will also detail each meeting, including time of meeting, meeting 
room set-up, audio visual needs for that particular meeting, and any food/beverage 
ordered for that meeting. 
 
Fee for this service:  Provided complimentary with contract of services above.  
 
Monthly Meetings/Follow-up 
 
Contractor will work with Sacramento city staff to set up monthly meetings, develop 
agenda, send out e-mail to everyone with agenda/notice of meeting and send out update 
following each meeting (via e-mail) that outlines: 1) What has been accomplished, 2) 
What tasks need to be completed and by whom, and 3) Pertinent information.  
 
Fee for this service is $100.00 (per meeting) 

Page Break

EXHIBIT B 
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March 1, 2001 
 
To: Out-of-state providers of services to the League  
 
RE: Withholding of portion of payments 
 
A change in California state law, effective January 1, 2001, requires that we withhold 7% of the 
payment we make to out-of-state vendors and service providers, and pay it to the State of 
California, similar to income tax withholding. 
 
The following advisory paragraph is taken from the official State document explaining this new 
law. It also refers to a web site where forms and additional information are available. It also 
provides a contact for further information should you have questions. California Franchise Tax 
Board Publication 1023 has full information on this new law, and is available at the contact listed 
below. The League has no further information than this to provide to you. 
 
For your convenience we are attaching to this memo several forms that you can use when 
completing your annual tax returns. Form 587 (Nonresident Income Allocation Worksheet) – is 
used to collect information to determine if withholding is required on payments to nonresidents. 
The vendor/payee should complete, sign and return Form 587 to the League as withholding agent. 
Form 590 (Withholding Exemption Certificate) – is used to obtain on exemption from 
withholding. The vendor/payee should complete and present Form 590 to the League as 
withholding agent.  
 
We feel it is important to give you early information about this new California law, and the 
requirement on us to make this withholding. We hope to continue working with you to serve 
California city officials. 
 
Payment made to California nonresidents, including corporations, limited liability companies, and 
partnerships that do not have a permanent place of business in the state of California are subject to seven 
percent state income tax withholding (California Revenue and Taxation Code Section 18662). Types of 
income subject to withholding include, but are not limited to, payment for services performed in California 
and payment of leased, rent and royalties for property (real and personal) located in California. No 
withholding is required on payment for goods. The Franchise tax Board may reduce the withholding if the 
seven percent will result in substantial over-withholding or waive the withholding if the payee has a current 
history of filing California returns and/or making estimated payments when due. For more information, or to 
request a waiver or reduced withholding rate, contact: 
NONRESIDENT WITHHOLDING WAIVER REQUEST 
NONRESIDENT WITHHOLDING SECTION MS F-265 
FRANCHISE TAX BOARD, PO BOX 651, SACRAMENTO CA 95812-0651 
TELEPHONE:        (916) 845-4900;  FAX:  (916) 845-4831 
Access Franchise Tax Board forms and publications as well as general tax information at:  
http://www.ftb.ca.gov . 
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CSMFO BOARD REPORT  
 
Date   September 26, 2011 
 
FROM:  Stuart Schillinger, Membership Chair 
 
SUBJECT: Membership Fees 
 
The Membership Committee has been meeting to determine how to attract more members to our 
Organization.  The Committee looked at two potential reasons why finance professionals don’t 
join: first, they are not aware of the organization or its benefits, and the price of membership may 
be prohibitive for multiple members from the same organization. 
 
The Committee has drafted a letter to be sent out to all governmental organizations in the State to 
introduce ourselves to the finance professionals as well as give a brief summary of our benefits.  
We think this will help us overcome the first issue. 
 
The Committee spent a good amount of time discussing the issue of membership fees and has 
developed a two-prong approach.  First, the Committee recommends lowering the price for new 
members by 50% to $55.  This $55 membership would be the amount whether the person was 
the first person from their organization or the fourth.  This would provide incentives for 
organizations to sign-up additional people, and the Committee believes once a person is a 
member (s)he will realize just how valuable the membership is and will be willing to pay the 
regular price.  We would recommend this for FY 2012.    
 
In 2013 the Committee recommends going to a one price per entity rate.  For this we had a 
couple of different options offered without reaching a conclusion.  Board direction would be 
helpful to determine which method would be better. 
 
One method would be to allow organizations with less than $10,000,000 in gross general fund 
receipts to join for $125 and those with gross receipts between $10,000,000 and $100,000,000 to 
join for $250 and above $100,000,000 to join for $500.  
 
The second method would be based on number of employees in the Finance Department instead 
of budget.  Those agencies with less than 10 finance employees would be assessed $250 as their 
organization’s membership fee.  Those with more than 11 would be assessed an organizational 
membership fee of $500.  The Committee also considered allowing small agencies (undefined at 
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Written Reports for Action and Information Items Page 2 
 
this point) to continue to have the option of only registering one individual for an amount yet 
undetermined (ranging between $100 and $125).  Under this method, once the organization has 
joined it can sign up as many employees as it would like. 
 
 
 As part of these recommendations the Membership Committee would like the Board to look at 
allowing the list serve to be used only by CSMFO members.  We feel between this benefit and 
the Conference we are the most used Financial Organization in the State and should not be 
giving our product away for free.  This probably decreases the incentive  for individuals  to join 
CSMFO as members. 
 
The fiscal impact of changing the membership would depend on the number of agencies which 
already have multiple members takes advantage of the new program.  The membership 
committee would do its best to structure a program which was revenue neutral.   For FY 2012 the 
Membership Committee believes the discount for new members would have a positive impact 
since these are all new members and have not paid previously. 
 
There would be no fiscal impact for closing the listserv to non-members and may create an 
incentive for some people to join thus increasing revenues 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
G: CSMFO/Board 2001/Board Report Template 

97



 Board Conference Call 

 Annual Conference

 Legislative Symposium   League Financial Management Seminar

1 1 2 3 4 5 1 2 3 4 5 1 2

2 3 4 5 6 7 8 6 7 8 9 10 11 12 6 7 8 9 10 11 12 3 4 5 6 7 8 9

9 10 11 12 13 14 15 13 14 15 16 17 18 19 13 14 15 16 17 18 19 10 11 12 13 14 15 16

16 17 18 19 20 21 22 20 21 22 23 24 25 26 20 21 22 23 24 25 26 17 18 19 20 21 22 23

23 24 25 26 27 28 29 27 28 27 28 29 30 31 24 25 26 27 28 29 30

30 31

1 2 3 4 5 6 7 1 2 3 4 1 2 1 2 3 4 5 6

8 9 10 11 12 13 14 5 6 7 8 9 10 11 3 4 5 6 7 8 9 7 8 9 10 11 12 13

15 16 17 18 19 20 21 12 13 14 15 16 17 18 10 11 12 13 14 15 16 14 15 16 17 18 19 20

22 23 24 25 26 27 28 19 20 21 22 23 24 25 17 18 19 20 21 22 23 21 22 23 24 25 26 27

29 30 31 26 27 28 29 30 24 25 26 27 28 29 30 28 29 30 31

31

1 2 3 1 1 2 3 4 5 1 2 3

4 5 6 7 8 9 10 2 3 4 5 6 7 8 6 7 8 9 10 11 12 4 5 6 7 8 9 10

11 12 13 14 15 16 17 9 10 11 12 13 14 15 13 14 15 16 17 18 19 11 12 13 14 15 16 17

18 19 20 21 22 23 24 16 17 18 19 20 21 22 20 21 22 23 24 25 26 18 19 20 21 22 23 24

25 26 27 28 29 30 23 24 25 26 27 28 29 27 28 29 30 25 26 27 28 29 30 31

30 31
Dues notices sent out by November 1.  Election slate 
recommendation submitted by November 1.  Elections open 
November 10, close December 1.

Adopt 2012 Budget.  Elections close December 1.  The 
League's Finance Institute is held November 30-Dec 2 in Long 
Beach.

Dues notices sent out by November 1.  End dues prorating; 
new members now get rest of year free.  Election slate 
submitted by November 1.

November DecemberSeptember October

2012 Budget introduced at Board Retreat.  Nominating 
Committee appointed by October 1.  

2011 Association Planning Calendar
  Holidays (office closed)

  Executive Board Conference Call

  Due Date for Written Board Reports Chapter Chair Conference Call 

  Board Meeting (in person)   Newsletter Deadline Host Committee Meetings

Time to Reflect!

Date: February 22
Name of Event: CSMFO Pre-Conference

Date: TBA
Name of Event: League Fin Mgmnt Seminar

Conventions, Special Events, Classes & Seminars

Date: September 21-23
Name of Event: League Annual Conference

Date: May 22-25
Name of Event: GFOA Annual Conference

Date: TBD
Name of Event: TBD

Date: February 23-25
Name of Event: CSMFO Annual Conference

Date: May 25
Name of Event: Legislative Symposium (Sacramento)

Date: TBA
Name of Event: Annual Board Retreat

May June

Annual Report copy deadline Jan 15

January February March April

AugustJuly

Upload budget awards forms and guidelines to the website; 
establish deadline for applications. 

Membership renewals not received by March 1 will not be in 
directory. Meeting with League Fiscal officers TBD.

Membership renewals not received by March 1 will not be in 
directory.  Directory to be printed by March 31.  Change 
signers with bank and LAIF.

Begin prorating membership dues at 50%.

2012 draft Conference Budget due.  Board meeting and 
meeting with League management is June 9.
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CSMFO BOARD REPORT  
 
Date:         October 7, 2011 
 
FROM:  Steve Heide, Administration Committee Chair 
 
SUBJECT: Annual Consultant Contract Review 
 
 
BACKGROUND 
 
The Administration Committee is charged with conducting an annual review of CSMFO 
consultant under contract.  Currently, CSMFO has the following vendors under contract: 
 

1. Smith Moore & Associates – Management Services 
2. Meeting and Association Management Services – Meeting Planning Services 
3. Don Maruska – Coaching and Strategic Planning Services 
4. Michael Coleman – Legislative Analysis Services 
 

DISCUSSION 
 
The Administration Committee developed and distributed a brief survey for Board 
Members and Committee Chairs/Vice Chairs.  A total of 16 responses were received.  
Respondents were asked to rate the contract and support services provided by each 
consultant on a five point scale, with 5 being Excellent and 1 being Poor.  A summary of 
the ratings received is for each vendor is as follows: 
 
  

Excellent (5) 
 

Good (4) 
 

Fair (3) 
Needs 

Improvement (2) 
 

Poor (1) 
SMA 14 2 - - - 
M&AMS 8 8  - - - 
D. Maruska 9  6  1  - - 
M. Coleman 11  5  - - - 
 
Several respondents provided additional comments, which generally reflected very 
favorably on our contracted vendors.  As indicated above, the ratings received were 
almost all in the excellent and good categories.  The full survey summary, including 
verbatim comments, is attached to this report.   
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Annual Consultant Contract Review Page 2 
 
A question was also asked in the survey to solicit input regarding a potential combined 
contract between CSMFO and SMA/M&AMS. The results of that question are included 
in the attached summary for reference, and will be discussed in conjunction with 
another agenda item.   
 
In addition to the consultant survey, each of the consultants was asked to submit an 
annual report for your review and consideration.  Those documents are also attached to 
this report. 
 
 
RECOMMENDATION  
 
It is recommended that the Board of Directors review and discuss the annual consultant 
reports, as well as the annual consultant satisfaction survey results for 2011. 
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CSMFO CONSULTANT SATISFACTION SURVEY 2011 

Response Summary   
Total Started Survey:  16 
Total Completed Survey: 16  (100%) 

1. Rate your overall satisfaction with Smith Moore & Associates contract services and support to 
CSMFO during 2011.  

 answered question 16 

 skipped question 0 

  
Response 
Percent 

Response 
Count 

Excellent (5)  87.5% 14 

Good (4)  12.5% 2 

Fair (3)   0.0% 0 

Needs Improvement (2)   0.0% 0 

Poor (1)   0.0% 0 

Comments 7 

a. Melissa is always helpful and always professional. SMA provides outstanding service to 
our organization. 

 
b. As a Vice-Chair and former Chapter Chair, I have had extensive contact with SMA and 

have found that they provide excellent service. 
 

c. Outstanding service from all members of SMA. SMA has taken CSMFO to the next level 
as an organization. 

 
d. Staff is responsive and professional. Work well with all other business partners of 

CSMFO. Keep us on track. 
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e. Responsive, provides ideas, and exceeds the delivery requirements of their assigned role. 

 
f. Such an improvement over the prior provider and the service has continued on that high 

professional level. 
 

g. I feel like they are wonderful, and seem to be a great value as well. 
 

2. Rate your overall satisfaction with conference planning services and support from Meetings and 
Association Management Services (M&AMS) to CSMFO during 2011. 

 answered question 16 

 skipped question 0 

  
Response 
Percent 

Response 
Count 

Excellent (5)  50.0% 8 

Good (4)  50.0% 8 

Fair (3)   0.0% 0 

Needs Improvement (2)   0.0% 0 

Poor (1)   0.0% 0 

Comments 
 7 

a. Responsive to our needs. Our annual conferences are well organized and well run. 
 

b. Having Janet S. as part of the M&AMS team has made is big difference in the level and 
quality of service from the Conference Committee's perspective. 
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c. Janet Salvetti did a great job in assisting the Host Committee plan the Burlingame 
conference. She got things done and was well organized. She interacted well with the 
committee, provided good suggestions and implemented the committee's 
recommendations. Good communication all around. Everything seemed to go off 
without a hitch. 

 
d. Same here, I think they do a very good job. 

 
e. With the addition of Janet and Dennis to Teri's team, I have seen an improvement of the 

delivery of the desired services. 
 

f. Teri has done a very good job in situations that I don't know that everyone is aware of. I 
think she is very skilled at her job and has hired Janet and Dennis who bring so much to 
the firm, especially in regards to the CSMFO events. 

 
g. I don't have too much knowledge on the subject, but am not aware of large issues. 

 

3.  For ease of administration, SMA and M&AMS are proposing to combine forces and enter into a 
single contract with CSMFO, with SMA as the prime contractor and M&AMS as a subcontractor. 
Services to CSMFO would be substantially the same as provided currently by these vendors under their 
respective agreements. A draft contract is tentatively scheduled to go before the Board in October. 
Please feel free to provide comment regarding this concept below. 

 answered question 11 

 skipped question 5 

a. If both vendors are willing to combine forces, I'm all for it! 
 

b. Seems like a good streamlined approach. It makes Smith Moore responsible and 
accountable, easier for CSMFO Board 

 
c. Sounds good to me. 

 
d. I like the idea. 

 
e. I think that it is way over due. 

103



CSMFO Consultant Satisfaction Survey 2011Page 4 September 28, 2011 

 
f. My only concern would be to ensure that there isn't an added layer of administration in 

handling the annual conference planning. 
 

g. I support trying to streamline the process if it will, indeed, benefit CSMFO 
administratively. Need to ensure that Board retains sufficient input/control over 
M&AMS. 

 
h. I am interested in seeing the agenda report for more details and explanations before I can 

say. 
 

i. It would allow SMA to be more in control of the costs which I think would be helpful. I 
am for this. 

 
j. It sounds fine to me. 

 
k. What do the vendors hope to accomplish by combining the contract? 

 

4.  Rate your overall satisfaction with Don Maruska's contract services to CSMFO during 2011. 

 answered question 16 

 skipped question 0 

  
Response 
Percent 

Response 
Count 

Excellent (5)  56.3% 9 

Good (4)  37.5% 6 

Fair (3)  6.3% 1 

Needs Improvement (2)   0.0% 0 
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4.  Rate your overall satisfaction with Don Maruska's contract services to CSMFO during 2011. 

Poor (1)   0.0% 0 

Comments 
 4 

a. Very effective facilitator, very happy with the webinars and strategic planning process. 
 

b. Don is able to listen to the group and provide feedback and support to help meet the 
CSMFO's goals and initatives. 

 
c. I say good only because I don't feel that I know enough of what he is doing. I don't see 

much from the Coaching program but the calls are very good, well presented and timely. 
 

d. I feel like there was a little drop-off from the webinars done last year, but overall am 
satisfied with his work. 

 

5. Rate your overall satisfaction with Michael Coleman's contract services to CSMFO during 2011. 

 answered question 16 

 skipped question 0 

  
Response 
Percent 

Response 
Count 

Excellent (5)  68.8% 11 

Good (4)  31.3% 5 

Fair (3)   0.0% 0 
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5. Rate your overall satisfaction with Michael Coleman's contract services to CSMFO during 2011. 

Needs Improvement (2)   0.0% 0 

Poor (1)   0.0% 0 

Comments 
 5 

a. A little bit too much Michael. 
 

b. Reconsider whether we need legislative symposium - Information was repetitive from 
conference. 

 
c. Very knowledgable and supports the membership with keeping the pulse of the state 

government. 
 

d. What a resource...He is brilliant, approachable and dedicated to our industry. 
 

e. Michael is very responsible on the ListServe and provides valuable information to the 
group. 

 

6. Additional input you'd like to provide the CSMFO Board regarding our consultant contracts? Please 
provide specifics. 

 answered question 2 

 skipped question 14 

a. I like the idea of using contractors for much of our work. 
 

b. As long as general membership is happy with Coleman (as I suspect they are) and 
Maruska, we should continue to utilize. However, we need to continue to assess cost and 
whether it is worth the benefits received. 
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Smith Moore & Associates Status Report 
September 2011  
 
The California Society of Municipal Finance Officers (CSMFO) chose in 2008 to leave DMH 
Management and contract instead with Smith Moore & Associates (SMA).  SMA’s contract began on 
December 1, 2008; our initial contract is due to expire at the end of this calendar year. 
 
Below are the bullet point items from the Scope of Service in SMA’s contract, along with my 
commentary on the status of each. 
 
 
Membership Services 
The 2011 membership renewal process went smoothly this year.  CSMFO has a total of 1538 members to 
date, with 157 new this year.  (Last year at this time, there were 1576 members with 142 new.) 
 
In addition, we provided some analysis to the Membership Benefits Committee regarding membership 
structures and what it would potentially mean to CSMFO (in terms of revenue as well as number of 
members) if we were to change to an agency-based membership structure.   The committee should be 
presenting more on that during its report at the Board meeting. 
 
 
Membership Database and Technological Services 
Database:  SMA staff maintains the database continually, and CSMFO leadership can be confident in the 
validity of the membership reports. 
 
Minor Web Support:  SMA is responsible for posting new items to the CSMFO website.  On average, we 
post anything requested within 24 hours of the request being received, often in less time.  We cull the job 
placements once per month and remove any that are outdated.  This year, we have started the practice of 
using the President’s Message from the MiniNews as the text for the homepage of the website; this is 
updated monthly. 
 
Online Registration:  SMA handles online registrations for the Annual Conference and other training 
events (such as Introduction to Government Accounting and Fiscal Policy courses).    
 
 
Trainings and Conferences 
CSMFO Annual Conference:  SMA staff is responsible for providing back-end support to Meetings & 
Association Management Services.  In addition to handling the pre-registration, SMA staff prepared on-
site registration packets and staffed the registration table.  We were also responsible for working with Ms. 
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Anticevich, developing a chart of accounts that matched the conference budget, and reconciling our 
numbers in Quickbooks with Ms. Anticevich’s.   
 
SMA staff has also been working in concert with the Annual Conference Committee and Ms. Anticevich 
to revise the Annual Conference Handbook. 
 
I feel SMA works well in conjunction with Ms. Anticevich and her team, and look forward to continuing 
to do so.  SMA staff is becoming more involved in the conferences, having a representative on the Host 
Committee for 2011, and being included in the 2013-14 site visits.  As the Annual Conference is such a 
major event for CSMFO, I plan to see this level of involvement from SMA continue in future years, if not 
increase.    
 
Other CSMFO Sponsored Training:  SMA staff handles registration for CSMFO training events, as well 
as sending out promotional emails as requested, ensuring events are posted on the website, and 
registration rosters are provided to the host agencies.  This year, 13 classes have been scheduled, but only 
3 have been successfully held to date. 
 
In addition, we planned, marketed and executed the Legislative Symposium.  This included tasks such as: 
negotiating a contract with the venue, booking the keynote and other speakers, coordinating speaker gifts, 
developing an agenda for the day, sending out promotional emails, placing information about the event on 
CSMFO’s website, handling online registrations, developing a budget for the event and providing a 
budget v. actual spreadsheet for the committee and Board.  While the event this year had a positive net 
income, there’s been some discussion that this may not be the appropriate vehicle any longer to provide a 
legislative update to CSMFO members.  As such, plans for next year’s event will wait until after the 
Board discusses the issue. 
 
 
Board Support 
SMA has attended two in-person Board meetings so far this year, as well as five teleconference Board 
meetings.  For each of these meetings, agenda packets were posted to the website and an email notice 
distributed to CSMFO leadership.  Minutes are taken and prepared for each meeting.   
 
A 2011 Master Calendar was developed to aid Board members, committee chairs and chapter chairs in 
staying on task for the year. 
 
The CSMFO Executive Committee meets via teleconference every month, typically prior to the full 
Board conference call.  To date, there have been eight teleconference meetings, with at least one SMA 
staff person in attendance for each.  Similarly to the Board meetings, agenda requests are sent prior to the 
meetings.  Also, individual calls have been set between the Executive Director and volunteer leaders to 
discuss CSMFO items, numbering over ten to date this year. 
 
 
CSMFO Publications 
Annual Membership Roster:  SMA successfully developed, published and distributed the CSMFO 
membership directory.  The directories were developed in March and mailed out to members during the 
first week of May. 
 
CSMFO MiniNews:  The deadline for the CSMFO MiniNews is the 25th of the month prior to that 
month’s publication.  We have consistently compiled articles, designed the publication, and posted it 
electronically by the 5th of each month, with the exception of June and July, which were both posted one 
day late.   
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Annual Report:  SMA successfully compiled reports, designed the publication, and posted the Annual 
Report on deadline.  This year, the report was not printed, and an email notice that it was posted online 
was sent on February 15, 2011. 
 
 
Committee Chair and Chapter Chair Support 
Committee support for this year has increased from previous years.  The Administration Committee has 
added a monthly teleconference meeting, the Membership Benefits Committee has met three times, and 
the Joint Conference Steering Committee has met twice.  In addition to be in attendance at these 
meetings, staff is often requested to send out meeting requests and compile schedules to determine the 
best day and time for the meeting. 
 
SMA staff handle all chapter chair requests.  We have been present on, and taken minutes for, chapter 
chair conference calls as requested, and have updated and distributed the Chapter Chair Handbook for 
2011.   
 
 
CSMFO Awards Program 
The awards were distributed as requested to the reviewers, and the extras brought to the Annual 
Conference for display.  We were sent award certificates by the committee chair, pressed the CSMFO seal 
into each, and brought them to the conference for distribution.  Any certificates not picked up on-site 
were mailed out subsequent to the event. 
 
For the 2011-12 Awards Program, SMA posted the updated applications on the website, sent out an email 
announcing the program was open for 2012 submissions, and are in the process of collecting those 
submissions.  We have received 67 submissions so far this year.   
 
This year, the committee has decided to move entirely to electronic submissions, dramatically cutting the 
costs of this program for CSMFO (primarily in shipping).  Also new, the committee shifted the program 
to be more in line with GFOA’s, so submission deadlines are year-round and based on the agency’s 
budget adoption date.   
 
 
Accounting and Financial Duties 
SMA staff has been managing CSMFO financials without incident this year.  The signers on the accounts 
have been expanded this year to include the President-Elect, which has helped with increasing our turn-
around time in check processing.  The Executive Committee as well as the Administration Committee as 
receiving CSMFO financials on a monthly basis.   
 
We engaged an outside auditor to conduct an audit of the 2010 books, which has the Board has already 
received and filed.   
 
 
Should the Administration Committee require anything further to conduct the review of SMA’s services, 
please don’t hesitate to contact me.  I look forward to hearing your feedback. 
 
Respectfully submitted, 
 
Melissa Dixon 
Executive Director 
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Summary of CSMFO Strategic Planning Contract Activity 2010-2011 

 
 

This contract completed the preparation of CSMFO’s first three-year Strategic Plan.  It 
fulfilled the following elements in the approved Services Agreement: 

1.  Planning and Preparation (including online survey of CSMFO leadership 
 

2.  Facilitation of Planning Retreat 
 

3. Preparation of Draft Strategic Framework and 2011 Action Plan Results [Note: 
we added a Strategic Planning Mini-Summit in advance of the 2011 Annual 
Conference to engage new leaders, refine 2011 priorities, steps, and timelines, 
and support them in ongoing implementation.] 
 

 

The Executive Committee members have served as a check-in point for the three major 
initiative areas: 

• Training and Delivery 
 

• Membership and Participation 
 

• Financial Stewardship 
 

 

The CSMFO leadership will review the progress on the 2011-2013 Strategic Plan and 
establish goals for 2012 at the planning retreat on October 6, 2011, which Don Maruska 
will facilitate per the Executive Committee’s decision to exercise the extension option in 
the 2010 contract. 
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CaliforniaCityFinance.com   
The California Local Government Finance Almanac 

 
September 20, 2011 
 
Board of  Directors 
California Society of  Municipal Finance Officers 
1215 K Street Suite 2290 
Sacramento, CA 95814 
 
Attention: Melissa Dixon, Executive Director 
 
       RE: Annual Status Report 
Greetings Friends: 

It has been a challenging year for municipal finance professionals in California.  I hope that my 
assistance to CSMFO has helped manage those challenges.  I’m pleased to give you a progress 
report on those activities for consideration at your October meeting. 

Per our agreement for professional services effective April 1, 2010, we have accomplished the 
following together over the past year:  

• Webinar: “Revenue 101: The Essentials of  Municipal Financial Resources,” 
September 22, 2010. Prepared and presented a 90 minute webinar (including questions) 
facilitated by Don Maruska.  Posted handouts and related resources on 
CaliforniaCityFinance.com and on the CSMFO website. 

• Bridge call on early guidance for the implementation of  Proposition 26 and 
Proposition 22. Prepared for and presented on November 10, 2010.  2 session hours. 

• Weekend Training 2010.  Prepared and presented a session on November 12, 2010 in 
Sacramento. 

• Bridge call on the Governor’s 2011 Proposed Budget. Prepared for and presented on 
January 26. 

• Annual Conference. Prepared and presented closing keynote at the CSMFO Annual 
Conference in Burlingame. Attended entire conference providing support and resources to 
CSMFO member attendees. 

• Legislative Symposium. Prepared and presented closing keynote at the June 9 in 
Sacramento. Attended entire conference providing support and resources to CSMFO 
member attendees. 

• Spoke at CSMFO Chapter lunch meetings. CSMFO Inland Empire May 19, CSMFO 
Channel Counties July 14. (Outside our April 10, 2010 CSMFO agreement.  Compensated 
separately by the chapters.) 

• Webinar: “The State Local Relationship in California,” September 8, 2011. Prepared 
and presented a 90 minute webinar (including questions) facilitated by Don Maruska.  

2 2 1 7  I S LE  RO YALE  LAN E  •  D AV I S ,  C A  •  9 5 6 1 6 -6 6 1 6  
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116



 – 2 – September 20, 2011 
 

2 2 1 7  I S LE  RO YALE  LANE  •  D AV I S ,  C A  •  9 5 6 1 6 -6 6 1 6  
T E L :  5 3 0 . 7 5 8 . 3 9 5 2  •  FAX :  5 3 0 . 7 5 8 . 3 9 5 2  •  c o l e m a n @mu n i1 . c om  

Posted handouts and related resources on CaliforniaCityFinance.com and on the CSMFO 
website. 

• Responded to various emails, calls, and listserv enquiries from CSMFO members. 

• Posted notices of  important news and info regarding municipal finance on 
CaliforniaCityFinance.com, the CaliforniaCityFinance.com Updates/Facebook Page 
(updates, articles and late breaking news), and the CSMFO listserv. 

These activities met and exceeded the services agreed to in Exhibit A of  our agreement.  I’m 
pleased that CSMFO continues to be an invaluable resource to its members and that I am able to 
contribute to that effort. 

      

Respectfully,    

 

 

     Michael Coleman 
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      CSMFO 2011 Coaching Program Panel Participation and Other 
Key Accomplishments 

        
[participation statistics do not include persons listening through podcasts] 

 
 

Topic Locations Add’l Group 
Members 

(low est.) 

Web 
Recordings 

Total 

State Budget Update – hot topic call 
Michael Coleman and Mary Bradley 
2-3 p.m., Wed., January 26 

111 32 70 213 

Budget Strategies Amidst California’s 
Continuing Fiscal Crisis (Cal-ICMA 
cosponsor)  
2-3:30 p.m., Thurs., March 10 
[Target: general managers and finance 
professionals) 

224 226 160 610 

Options for Managing Personnel Costs 
(Cal-ICMA cosponsor) 
2-3:30 p.m., Thurs., April 7 
[Target: general managers, finance 
professionals, and HR] 

227 312 82 621 

Future of RDAs – hot topic call 
Brent Hawkins and Tim Schaefer 
2-3 p.m., Wed., August 3 

107 50 54 211 

Evolving State-Local Relationship in 
California  -- How did we get here?  Where 
are we headed? 
2-3:30 p.m., Thurs., September 8 or 15 
[Target: all finance professionals, general 
managers] 

126 99 19 244 

So You Need to Reduce Retirement Costs – 
steps, tools, and lessons learned webinar 
2:30-4:00 p.m., Wed., Oct. 5 [Target: 
Finance, HR, general managers] 

93  
registered as 

of 9/27 

  93 
 as of 
9/27 

Communicating Financial Information 
Effectively 
2-3:30 p.m., Thurs., October 20 
[Target: all employees] 

    

Ethics in Local Government Finance 
2-3:30 p.m., Wed., November 2 [Target: all 
employees and managers] 

    

     
      Total 
 

888 719 + 385 + 1992 
+ 
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Notes: 
1.  Estimates undercount groups because not all groups report number of participants. 
2.  Web locations do not report number of persons participating at the web locations.  Therefore, those numbers 
undercount the number of participants in both live and recorded sessions. 
3.  Numbers do not include those who subscribe to the podcasts. 
 
Other Key Accomplishments 
 
Through March 31, 2011 

• Prepared preliminary list of key topics for 2011. 
• Developed online survey to identify interests and preferences for 2011 Coaching Program sessions. 
• Extensively reviewed options, content, and presenters with Career Development Committee. 
• Created schedule for 2011 CSMFO Coaching Program. 
• Coordinated with SMA for posting of program schedule on CSMFO website. 
• Arranged technology to support the webinars. 
• Developed model for CSMFO to test fee for service for recipients of CPE credits. 
• Implemented CPE credit fee with webinar software and reporting systems. 
• Secured releases from session presenters so that CSMFO has rights to use the digital recordings and 

materials for “CSMFO University” or other fee for service programs. 
• Archived agendas, PowerPoint presentation materials, resource documents, and polling results for all 

panels.   
• Prepared and distributed brief summaries of sessions for CSMFO email list to expand reach to 

membership and use of digital recordings and online materials. 
• Recruited volunteer coaches and led “Speed Coaching” session at the February 2011 CSMFO 

Conference with 15 participants and ratings of “very useful” from both volunteer coaches and players.  
• Supported Career Development Committee in pursuit of its goals for 2011. 
• Provided advice to Career Development Committee on programs and recommendations to enhance 

delivery and effectiveness (e.g. Beginning Accounting, Intermediate Accounting, Legislative 
Symposium, etc.). 

 
April 1 – August 16, 2011 

• Recruited panelists for future webinars. 
• Explored topics for future hot topic calls and floater webinar. 
• Advised Career Development Committee on technology alternatives for annual Legislative Seminar. 
• Organized August 3 hot topic bridge call on Future of RDAs. 
• Prepared follow up summary and posting of materials to expand reach of Future of RDAs hot topic call. 
• Submitted MiniNews article on “Evolving State-Local Relationship in California” webinar with Michael 

Coleman scheduled for September 8. 
• Submitted MiniNews article on ways CSMFO members can access resources 24/7 for their career 

development.  
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August 17, 2011 – September 27, 2011 

• Prepared State-Local Government webinar with Michael Coleman—reviewed and revised PPT 
materials, developed polling questions, addressed CSMFO member questions, etc. 

• Archived webinar materials for CSMFO members to review and use. 
• Provided follow up email on results of State-Local Government webinar to help more CSMFO members 

benefit from the session. 
• Prepared summary report for required for CSMFO members to earn CPE credits from webinar. 
• Worked with Granicus to continue service for CSMFO and provide system upgrades to overcome 

problems that arose with data server transition. 
• Developed concept for PERS webinar with Mary Bradley and CD Committee and organized 

announcements, web site postings, links with county and city HR groups, technology set up, and prep 
session. 

• Provide guidance on policy/strategy to share training opportunities from key sister organizations to 
CSMFO members.  

• Developed advance planning for October 20 and November 2 webinars. 
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