Rotary Club of Ann Arbor Financial/Administrative Support Needs
The Rotary Club of Ann Arbor (RCAA) seeks financial and administrative support under contract.  At present, this work is performed under contract by a paid Club Administrator, who has a ½-time (20-hour-per-week) appointment, plus a Controller, who has a ¼-time appointment.  Now, with the impending retirement of the administrator and the growth in financial activities beyond the level of a ¼-time effort, the functions are being combined into a single description of work.  However, the two functions of financial/controller and administrative/administrator are described separately and may be performed by different means.  For example, the RCAA might contract with a financial services organization that in turn contracts with another organization for the administrative work.  Alternatively, RCAA may hire a full time employee to perform all services and provide backup in case of unavailability.
The RCAA consists of approximately 320 members who reside or work in Ann Arbor and its surrounding areas, mostly within Washtenaw County.  RCAA holds weekly meetings at noon on Wednesday, traditionally in the Michigan Union but moving out to Weber’s Hotel for about 18 months starting on May 1, 2018.  From each weekly meeting, a set of notes, including photos, is recorded and posted in the club newsletter, called the Harpoon.  
[bookmark: _GoBack]The club has two types of financial and administrative activities:  charitable, for tax-deductible charitable projects, and operating, for non-tax-deductible club operations.  The charitable portion includes the Ann Arbor Rotary Club Foundation, a 501c3 entity that supports RCAA’s charitable projects. 
A set of operating principles appear in the blue box at the top of the diagram.  The gray rectangular section, occupying most of the diagram, is itself divided into a financial portion (dark gray) and an administrative portion (medium gray).  Contract help is sought to perform the work in the light gray box that spans both the financial and administrative portions.  The primary outputs of the contract support work are listed for financial and administrative work respectively.  These outputs, as well as the procedures that support them, are defined in the detailed document “Rotary Club of Ann Arbor Financial and Administrative Support Version (N).”
The circles in the diagram contain the current status of the club.  The financial status is recorded in the circle titled General Ledger, and the administrative status is captured in the circle titled Membership Database.  Also supporting and recording the club status is the club website, shown as an adjunct to the Membership Database.
A separate task, to be bid as an option, includes an archiving of past records of the club, extending in fairly great detail back for about 15 years, in some detail for about another 15 years, and in modest detail since the start of the club 101 years ago.
Finally, some set up activities to transition the club from its current administrative structure to the intended future structure, is shown as a final box at the bottom of the figure.  This transition will be defined by club volunteers with significant consultation with the support contractor to assure the development of a workable system.
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Define integrated general ledger structure from current Endowment & Operating Fund accounts
*  Automate &integrate input of income items (checks, online payment w/ fees segregated,...)

* Setup dishursement system (checks, recording transactions against proper account)

* Set up bank lock box to automatically receive and allocate deposits

*  Automate attendance recording

* Set up backup of financial records into distributed storage (“cloud”)




