CESSE F&A Committee Meeting Minutes

October 9-10, 2008

San Antonio, TX


Welcome and Introductions
Donna Halstead welcomed everyone to the Fall 2008 meeting (Attachment 1).  She thanked Rhonda Wagner from NACE for hosting the meeting.
Donna introduced herself as chair of the F&A track and Sherry Render as secretary.  She also introduced Tammy King-Walsh and Joe Ignacio as co-chairs for the HR track.

Retirement Plan/403(b) Compliance in ‘09
Session Chair – Amy Dufrane, Optical Society of America

Speaker – Michael Rhim, CEBS    PRM Consulting Group, Inc.
This session provided attendees with information on how to prepare for and what to expect in an IRS audit.  The presentation summarized how plan laws came about and changes that will impact plans and plan administrators.  Information on best practices and 5500 preparation was also included.  (See attached presentation #2 for detailed information).
990 “The Sequel”
Session Chair – Michael Weis, American Society of Mechanical Engineers
Speaker – Michael McNee, CPA     Marks, Paneth & Shron

The second presentation of the morning focused on the new 990.  Some highlights include the reviewing information that is posted on your organization’s web site to make sure that it is in agreement with the information on the 990, any possible situations of conflict of interest with board members, review of compensation, best practices and very detailed responses to questions.  (See attached presentation #3 for detailed information).

Best Practices in HR Compliance
Session Chair – Kay Pulchine, American Society of Civil Engineers
Speakers – Kay Pulchine and Pete Bowen (ASCE)

This presentation covered the topic of HR audits.  Reasons to do an HR audit include the organizations compliance with federal, state and local laws, competitive advantage, establish efficient files and record keeping, alignment of HR and employment practices, internal controls and better credibility with management.
An HR audit should be completed during a transition with the HR function, mergers and acquisitions, start-ups, as an on-going process improvement or when a problem surfaces.

The HR audit can be completed by the internal HR staff, inside or outside counsel or outside consultants.

The presentation also outlined steps for completing the audit, types of audits, use of data and types of problems that can be uncovered during an audit.   See attachment #4 for detailed information.

F&A Roundtable

There was a general question and answer session that the attendees participated in.  There was also discussion regarding a possible HR institute during the annual meeting.  Possible speakers:  Francine Dalton or Beth McDonald.
IEEE has tentatively agreed to host the Spring F&A meeting in Orange Beach, AL.  Dates:  April 29th – May 1st
Session topics for the spring meeting include:
· FMLA Update, General Overview, Intermittent Leave – Kaye Pulchine

· What Went Wrong/Right in the Last Year – Panel Discussion – Jonathan Goodwin

· Progressive Discipline /Problem Employees – Sharon Tryon
· TIAA Latest Update on Investments – Joe Ignacio
· E-commerce – Stella Oduyela
· Post 990  - Sherry Render
· Roundtable and Planning Session

Project Accounting panel – SPIE, ACI, NACE
Session Chair – Brad Ferguson, SPIE

Speakers - Brad Ferguson, SPIE

       Donna Halstead, ACI      
                   Rhonda Wagner, NACE

Three organizations showed off their project accounting systems.  

SPIE – The overall project process has two phases:  Planning and Execution

Planning – The planning phase includes: Request, Prioritization, Resourcing, Schedule and Budgeting.

Execution – The execution phase includes:  Budgeting, Work Breakdown, Time Tracking, Accounting and Payroll.

See attachment #5 for the detailed presentation.   

ACI 

Two systems that are used by ACI are Microsoft Dynamics and Clocktrax.

ACI uses for project costing to determine publication costing, allocation of salaries, (ACI’s 990), allocation of salaries (subsidiaries and grants), HR decisions and management needs.

See attachment #6 for detailed presentation.

NACE 
Transactions types that are tracked by NACE include revenue, disbursements and reporting.

What does project cost reporting do for NACE?  It provides them with better expense accruals; it helps to establish budget models, and provides an overview of net income/loss impact for each event.
See attachment #7 for detailed presentation.
Best Practices in Recruiting 
Session Chair – Pete Bowen, American Society of Civil Engineers
Speakers – Donna Jones, AIP

        Joe Ignacio, APS      
This presentation began with presentations by AIP and APS outlining their best practices for recruiting staff.  See attachment #8 for detailed presentation.  The session then continued on in a round table format where other attendee’s shared their experiences (both positive and negative) during the recruiting process.  Some of the processes that are used include a phone interview/screening prior to the candidate coming in to complete an application.  One organization uses a panel interview format.  Several societies do reference checks and pre-employment screening.  Attendee’s also discussed their new hire orientations.
Electronic Timesheets 
Session Chair – Kay Pulchine, American Society of Civil Engineers
Speakers – Carmen Jackson, ASCE

                    Kim Carroccia, IEEE

ASCE 
Prior to using electronic time sheets, ASCE, which has 225 employees, used paper timesheets.  These were then signed by the employee’s supervisor.  The completed time sheet was sent to payroll for processing.  This was a time consuming task since the data had to be entered manually.

Implemented a web based time sheet system.  Time sheets can be completed at any time.  Employee’s have the ability to review history.  Man hours are saved since there is no need to search for paper timesheets.  They also reduced the number of errors since the data is not entered manually.  Real time reporting for benefit accruals.
The system is very user friendly.  There was some initial hesitation to change to electronic time sheets.  First two pay periods the staff completed both the electronic and paper time sheets.

The data is exported into PCPW (ADP’s payroll package).  Employee number is the link between the two systems.  New hire information must be set up in both the electronic time sheet package as well as PCPW.  Important to determine what package will work best for your organization.  
IEEE 

IEEE uses Enterprise eTime which is an ADP product.  This product interfaces directly with their PCPW software.  The highlights of the software include:

· Company specific pay rule calculations

· Database views through QuickNavs

· Electronic timecard approval

· Edit lock-out of timecards by payroll

· Historical edits

· Audit trails for tracking timecard edits

See attachment #9 for detailed presentation.
 The meeting concluded with Donna thanking all session chairs, presenters and the host society.
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