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Northern California Chapter of CoreNet Global, Inc.  
 
Consulting Report 
 
Overview 
 
Northern California Chapter of CoreNet Global, Inc. (referred to in this report as CoreNet Northern 
California) is now an independent, not-for-profit corporation which is the local chapter of CoreNet 
Global, a national association for commercial real estate professionals. The daily operations are 
conducted by Holland Parlette Associates (referred to in this report as HPA), a third-party administrator 
specializing in not-for-profit management.  
 
Holland Parlette Associates Overview 
 
HPA manages the daily operations of CoreNet Northern California from offices in downtown San 
Francisco. HPA represents themselves as CoreNet Northern California in phone calls and general 
correspondence producing a sense that there is only one company. This is their niche specialty; they 
manage other not-for-profit organizations. Ken Miles leads the CoreNet Northern California 
administration team which consists of himself; a bookkeeper, Kam Choy; and other professionals. In 
addition to accounting services, HPA provides event coordination services which include planning, 
contracting, registration and execution. CoreNet Northern California has numerous networking and 
professional development events throughout the year.  
 
Overall, the HPA administration was competent, effective, and proactive in their thought. We found 
their documentation very detailed and well organized. Ken Miles, Kam Choy and Tess Lombardo, were 
responsive and demonstrated an understanding of their respective responsibilities. 
 
Governance 
 
Since our initial visit in 2010, CoreNet Northern California has incorporated as a separate legal entity 
and now produces its own financial statements and files its own tax returns.  We reviewed the tax return 
for March 31, 2015 and noted that it was timely filed and in line with our expectations for presentation.  
We suggested one minor improvement re: the presentation of unrealized gains and losses which can be 
addressed in future filings.  
 
In reviewing the minutes, we noted greater reporting by the committees than we found in 2010. This 
includes the new reporting for investment activity.  Active committee chairs appear to be more 
accountable for their efforts and resources.  As with any volunteer organization, the leadership skills and 
styles of the committee chairs will vary.  This will be reflected in the level of reporting and timeliness of 
their submissions.  
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We reviewed the 2016 Chapter Compliance Checklist and Documentation Submission Form. The form 
appears to include all required information and documentation.  Financial information included in the 
form, i.e. 2015-2016 annual budget and bank statements was specifically reviewed and found to be 
consistent with the accounting records.  
 
Budget Process 
 
The CoreNet Northern California budget process is documented in detail. To develop the initial draft of 
the budget, the finance committee members use the prior year results as a starting point and then adjust 
for current year expectations of revenue, organizational priorities, changes in sponsorship levels, etc. 
Each special interest group provides input for the proposed draft and any alterations are made, the 
budget is presented for approval during the March meeting. 
 
The budget process is very open and transparent. Minutes indicate participation from most council 
members. Monthly reporting takes place at each council meeting with an emphasis on actual vs. budget. 
Monthly reporting of profit and loss includes actual, budgeted, and percentage variance. 
 
A potential improvement to avoid having to explain variances that arise from activity not originally 
contemplated would be to budget for an “opportunity fund.”  Management would have the flexibility to 
react to such opportunities in a timely manner and the board would not have to undertake a budget 
change process for small amounts.  We have several clients that authorize management to act if the 
budget is not impacted more than 5%. Your level of comfort could be different.  
 
Monthly Financial Statements 
 
Monthly reports are produced by HPA and provided to the treasurer. These were generally finalized by 
the next month. The Profit and Loss Statement compares actual to budgeted with percentage variances. 
The Balance Sheet includes cash and investments along with a deferred revenue liability account for 
pre-paid sponsorships and pre-paid special event participation fees (e.g. golf fees).  The accounts have 
descriptive names and are well organized which should enable the users of the statements to understand 
the results for the period.  
 
The chart of accounts is simple yet illustrative and suitable for the primary audience. The quarterly 
reporting uses the general ledger as its source database. A “rainbow” report has been developed which 
organizes the information presented clearly and color codes many items to assist in user understanding.  
 
We noted that the unrealized gain on the investment portfolio was presented as a liability on the 
financial statements and tax return.  We suggest grouping it with the net asset (equity) accounts to more 
properly reflects its character as an income/expense item.  This will parallel the presentation on the tax 
return and allow the internal statements to be more useful to management.  
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Accounting Procedures 
 
Bank reconciliations: 
We reviewed the bank reconciliations for the months of June and September 2015, which were timely 
prepared in the subsequent months.  They were accurately prepared and reviewed by Ken Miles.  
 
Event Income: 
CoreNet Northern California uses CVENT to process credit card transactions that are transacted through 
its website for amounts paid for events.  Tess Lombardo manages this process.  Typically, a member 
will pay for an event through the website using their email address.  The member’s email address 
attaches limits to the amount of attendees the member can register for a given event.  Tess reviews the 
registrations and ensures that members have not registered more attendees than they are allowed.  
Exceptions are sometimes made for chapter meeting events that do not generate significant revenue.  
Additionally, if a member has not registered in advance for an event, they may attend the event and 
make payment through Square.  Tess accesses the online Square account to determine if any such 
revenue has been received and allocates it to the revenue account for the event.  Larger events, however, 
such as the CRE dinner and the annual golf tournament have strict registration limits and the list of 
registered attendees is monitored more closely.  Ken reported that approximately 50 of 60 tables for the 
CRE dinner are purchased before the start of the fiscal year.  
 
Ken maintains a spreadsheet that tracks sponsorship amounts.  We reviewed the spreadsheet and found 
that all sponsors for 2015 were paid in full. For most sponsors, the spreadsheet included information 
regarding when and how payment was received. 
 
We reviewed the CVENT credit card report for December 2015 and tracked the totals to the event 
accounts on the general ledger.  The amounts agreed without exception.  

 
Cash Disbursements: 
CoreNet Northern California uses a limited number of vendors. As a result visibility in the accounting 
records is fairly clear. We sampled various cash disbursements and noted that documentation was good 
and payments were made timely.  
 
Investment activity: 
CoreNet Northern California has accumulated an investment portfolio in recent years and began 
investing it in tranches over the last year.  We reviewed the accounting for investment activity and noted 
it was being accurately prepared. The accounts were reconciled in a timely manner. 
Quarterly CFO reports from Merrill Lynch are also reviewed by the finance committee.  
 
We also reviewed investment policy statement and tested compliance with it. In addition, we noted that 
Chris Chandlee, the treasurer, maintains a spreadsheet monitoring compliance.  
 
We suggest that you add an evaluation of performance over time – 3 to 5 years for example to monitor 
performance. Funds underperforming their benchmark for an extended period should be replaced in the 
portfolio.   For shorter period, place them on a watch list for regular monitoring and discussion. Even if 
decision is to do nothing, it should be documented so that the execution of your fiduciary responsibilities 
is clear.    
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Board level minutes should also continue to document approval of all investment committee actions as 
reported by the finance committee.  
 
Special Events: 
We randomly selected transactions related to the annual CRE dinner and golf events. We reviewed 
supporting documentation. All supporting documentation agreed to general ledger amounts without 
exception.  
 
Treasury Guidelines 
 
We reviewed the treasury guidelines that are currently a work in progress.  These provide a good 
summary for the incoming treasurer. They should be updated for current activities: 
 

 Merrill Lynch instead of Schwab   
 Review of investment policy compliance 
 Meet with broker representative quarterly 
 Filing of tax returns 

 
They may be overly detailed in some areas, particularly those relating to HPA activities.  While it is 
good for understanding, the HPA processes may change as their systems or personnel change.  We 
therefore suggest removing the appendixes as they will change over time.  People will see the current 
format in the normal reporting package.  
 
Overall Comments 
 
Overall, we found the accounting and financial management process to be well structured within HPA. 
They use basic safeguards in cash processing, reconciling, and review of bank statements. HPA 
generally attempts to segregate duties as much as possible given a small staff. Ken Miles’ review 
provides the oversight needed for an organization of this size. The documentation was well-organized 
and easily found. The financial reports were accurate. 
 
We want to emphasize the importance of the Treasurer or President providing necessary oversight 
through approvals and review. In our testing, the appropriate authorizations were noted. This diligence 
needs to be maintained by others who fill these roles in the future.  
 
 

 
RINA accountancy corporation 
 
San Francisco, California  
May 17, 2016 




