ISACA London Chapter Administration Agreement

General

This agreement specifies and regulates the services provided to the ISACA London Chapter (referred to as ‘the Chapter’) by  Christine Lyon  (the ‘Service Provider’).

1. Consideration

In return for a consideration from the Chapter of eight hundred (800) pounds per calendar month, the Service Provider agrees to perform the under mentioned services 

The level of consideration will be reviewed annually by the Chapter Board 

2. Service Levels

The Service Provider will provide the services specified in this agreement in accordance with the service levels specified at Annex 1

The Chapter reserves the right to vary the amount payable to the Service Provider in the event of material or ongoing failure to achieve agreed levels of service

3. Review of Service Levels

The Service Provider will meet formally with the Board Member responsible for Chapter Administration liaison at least once per year to discuss and review the level of service provided by the Service Provider

4. Notice of Termination

This agreement may be terminated by either party giving three months notice in writing of such termination.

5. Working Arrangements

The Service Provider will normally communicate with the Chapter Board through a nominated Board member responsible for Administration Liaison, but this will not preclude direct contact with other Board members and the Publications Assistant as required.

The Service Provider will work in accordance with administration procedures to be agreed with the Board member responsible for Administration Liaison. No variation from these procedures will take place without the specific agreement of the Board member responsible for Administration Liaison.

6. Availability 

Means of communication will usually be staffed during weekday mornings.

The Service Provider will inform the Board member responsible for Administration Liaison of any intended absence of over three days duration which will impact the above service.

The Service Provider will inform the Board member responsible for Administration Liaison of any intended absence of over three days duration which will impact the above service.

7. Schedule of Services

General Chapter Administration

7.1. Maintenance of Chapter Records

The term ‘Chapter Records’ includes

· The Chapter membership register

· The record of cheques received

· The record of bankings

· Records of reconciliations

· Attendance records for monthly meetings

· Record of invoices issued and copy invoices

· Any other records agreed from time to time between the Service Provider and the Board Member responsible for Chapter Administration liaison

7.2. Banking of income and Banking Reconciliation

7.3. Raising of invoices for Chapter services

7.4. Debtor follow-up

7.5. Liaison with International Office

7.6. Liaison with the Publications Assistant

Membership Matters

7.7. Maintenance of membership database

7.8. Processing Memberships Renewed Locally

7.9. Responding to Member Enquiries

Events

7.10. Arranging Monthly Evening Events / Co-ordination and Records

7.11. Administration of ‘One Off’ Events

7.12. Production of AGM notice & call for Board volunteers

7.13. Preparation of information packs for COMPSEC and other conferences

7.14. CISA / CISM (queries, review course admin)

IT System

7.15. Making Backups of Chapter Information Held Electronically

7.16. Business Resumption Arrangements and Testing

Agreed by

……………………………………………….

For and on behalf of the ISACA London Chapter

Date

……………………………………………….

As Service Provider

Date

Annexe 1

Service Levels

1. Board Liaison

Every month, prior to the Board Meeting the Service Provider will supply to the Board member responsible for Administration Liaison a breakdown of services provided for the previous month

2. Availability 

The Service Provider will ensure that in all cases of absence during periods of availability, that

· A telephone message informs incoming callers of the absence, expected date of return and an alternative contact number if possible

· An ‘out of Office’ e-mail message containing the same information

3. Chapter Records

The Service Provider will ensure that the Chapter Records are maintained in a state such that they can at any time be relied upon by the Chapter Board or other authorised persons to show an up to date picture of the operations of the Chapter.

4. Banking of income

All Chapter funds received by the Service Provider will be banked within five working days of receipt. The Service Provider will perform a weekly reconciliation of all bankings against funds received

5. Raising of invoices for Chapter services, such as advertising 

All invoices in respect of services supplied to Chapter customers must be dispatched no later than the end of the month in which the service was provided

6. Debtor follow-up

The Service Provider will ensure that at any time a record exists of all outstanding monies due to the Chapter and will ensure that delinquent debtors are pursued for payment after one month from issue of the invoice.

7. Liaison with International Office

The Service Provider will be the point of contact for all cases where International Office requires information from Chapter Records. All such requests must be acknowledged within one working day of receipt, and either resolved or routed to a Board recipient within three working days of receipt.

8. Liaison with the Publications Assistant

The Service Provider will ensure that any issues arising out of liaison with the Publications Assistant are reported to the Board Member responsible for Chapter Administration liaison immediately they arise.

Membership Matters

9. Maintenance of membership database

The Service Provider will ensure that Chapter records of membership are maintained up to date and that any updates received are applied to Chapter Records within three days of receipt.

10. Memberships Renewed Locally

The Service Provider will be responsible for processing all local membership renewals within one working day of receipt.

11. Member Enquiries

The Service Provider will acknowledge receipt of all membership enquiries within one working day, either by telephone, fax or by e-mail, and where unable to resolve the matter locally, refer the enquiry to the appropriate person within two working days of receipt.

Events

12. Monthly Evening Events / Co-ordination

The Service Provider will maintain a log of members / non-members who register for attendance at the monthly Chapter meetings, and ensure that the log is in the hands of the organisation managing the meeting venue by a time to be agreed with them.

The Service Provider will ensure that the Chapter Records of membership meetings are, at any time, able to substantiate any claims made by members in respect of CPE hours arising out of those meetings

13. ‘One Off’ Events

On a case by case basis, the Service provider will provide a service of administration for all events organised by the London Chapter, such that all material agreed to be supplied and all associated records are in the hands of the event organiser within one clear day of the commencement of the event

14. Production of AGM notice & call for Board volunteers

The Service Provider will ensure that the Notice of Annual General Meeting (AGM), and Board nomination form are produced and ready for distribution to the Chapter members within six weeks of the date of the AGM

15. Preparation of information packs for COMPSEC and other conferences

The Service Provider will ensure that, for events agreed with the Board Member responsible for Chapter Administration liaison, information packs are available at the venue one working day preceding the event.

16. CISA / CISM (queries, review course admin)

The Service Provider will ensure that all activities are provided such that an up to date picture of course arrangements and review course attendees is available at any time to the co-ordinating Board member

The Service Provider will ensure that members’ calls or correspondence regarding CISA or CISM are responded to within one working day of receipt.
IT System

17. Backups

The Service Provider will at the end of each agreed working day make a copy of the Chapter Records that are held electronically and securely store such copy at a location remote from that where the principal records are kept.

18. Business Resumption

The Service Provider will ensure that the Chapter Administration Business Resumption Plan reflects is maintained up to date and is tested at least annually.

