CGFM Chair

OBJECTIVE:
To oversee the certification needs of the chapter and to promote attainment and recognition of the CGFM (Certified Government Financial Manager):

DUTIES:
Creating recognition for the Certified Government Financial Manager (CGFM) is one of the main goals of the Association of Government Accountants.  The National organization has encouraged each chapter to have a CGFM Chair.  The CGFM Chair serves as the contact person for certification information and activities within the chapter.  They promote the value of the Certified Government Financial Manager designation and encourage others to become certified.  The Chapter has done many things to support the growth of the CGFM.  These include establishing a scholarship fund to reimburse candidate expenses, purchase study manuals, attend intensive review seminars, and host CGFM speakers.  Recently, an important role of the CGFM chair has been organizing continuing professional education (CPE) events so that those who have the CGFM designation can remain certified.  These events are also open to individuals holding other designations.  The CPE events such as the Audio Conferences have become a means of generating name recognition and fostering good will for the chapter with other departments and individuals.  Many have begun to rely on the chapter to provide these programs to meet their CPE needs.  It is strongly suggested that the chapter continue to seek out CPE programs to host.

The CGFM Chair stays abreast of CGFM developments and topics.  The Chair reports any important developments regarding certification to the board.  One example is the recently proposed CGFM chapter award that National is developing.  One regularly occurring duty of the CGGM Chair is to include a CGFM related article in the chapter newsletter.  Katya Silver, AGA Director of Professional Certification Administration, regularly e-mails such articles to be used in chapter communications.  Katya can be reached at ksilver@agacgfm.org
Procedures for Hosting Audio 

General Description: 

The Greater Lansing Chapter hosts Continuing Professional Education (CPE) programs as a service to its members and others interested in government accountability.  These programs are important to individuals who have and need to maintain their professional certifications such as a CGFM or CPA.  The Chapter reserves a meeting place, publicizes the event, sets up the required equipment, provides materials to the participants, complies with the broadcasting entity’s instructions, keeps track of the sign in sheet and sends CPE forms to the appropriate entity.  The conferences are free to members and also open to non-members who pay a nominal fee to attend.

Procedures for Hosting Audio Conferences, continued
Procedures for Audio Conferences:

1. Check the web sites of the AGA, and NASACT for conference announcements.  These are the main organizations that offer or sponsor the conferences.  NASACT conferences are four times a year, usually January, April, July and October.
2. Reserve a conference room right away.  If you decide to cancel the conference, you can always cancel the room reservation, however, rooms fill up fast and you may be in a pinch if you don’t first reserve the room.  Normally 30 –45 attend, so choose a room large enough for this number.

3. Paying AGA for the conference.  Register via the web or fax.  The Chapter Treasurer sends payment via check.  AGA offers a discount if all audio conferences for the year are purchased at one time.

4. If the conference room does not have a conference phone, contact DMB Financial Services to arrange the borrowing of the conference phone.

5. Request that the webmaster set up the event on the website so that participants can register on-line.

6. Alert the membership a month before the event.  Compose a concise notice covering the “Who, What, Why, and Where”.  Send the notice to the web master and ask to use all e-mail address to ensure it gets to everyone.  Specify when the e-mail should be sent.

7. For topics of special interest to certain departments or office (such as OFM or Auditor General) you may want to also e-mail a contact person there) For the OAG, Stephanie Roach is a good contact.

8. Remember that not all of those attending may be AGA member or state employees.  This is important for two reasons.  AGA members attend free of charge, however, non-members are charged $15.  Also, if there are participants from outside state government, you will need to have someone waiting at the entrance to sign them in.  It is advisable that you get a second person to help with this since you may be pre-occupied with setting up the conference far away in another part of the building.

9. Prepare a spreadsheet of those registering for the conference.  Note whether they are a member of AGA and the organization they are with.

10. E-mail the registration sheet to the Chapter Treasurer who checks membership status so that the correct fee can be collected at the event.

11. The Chapter Treasurer collects the non-member fees.  The Treasurer will follow up to collect amounts due that are collected at the conference.

12. When participants enter, make sure they sign the sign in sheet.  They will not receive CPE if AGA cannot verify they attended.  The sign in sheet is faxed to the AGA after the conference and is used to verify attendance.

13. Each conference has PowerPoint handouts and speaker biographies.  These are made available a few days before the conference.  Be sure to check the web site of the sponsoring organization for any updates or last minutes additions to the handout material.  E-mail each participant the link and ask that they print and bring the handouts with them.  Bring an extra set that is kept with the chapter’s CPE materials.

14. Each conference usually has a CPE form that participants must fill out.  As a courtesy to the participants, have them fill out the form with their home address and then collect them and mail altogether to the sponsoring organization.

15. At the end of the conference, return the room back to it normal configuration.

16. Check out and return the conference phone to DEQ Air Quality Division, Constitution Hall, N3, contact person:  Karen Garcia (517) 241-1324.
17. Fax the signature sign-in sheet to AGA national.
Procedures for Hosting Audio Conference continued
18. E-mail the registration spreadsheet to the Membership Chair for recording in the chapter data base.
Procedure for Requesting Proclamation of CGFM Month

March is CGFM month.  Chapters are encouraged to obtain proclamations from government officials recognizing March as CGFM month.  AGA national sends draft request letters and draft proclamations for the chapter to use at the beginning of December.  We have proclamations from the State of Michigan and City of Lansing that we update, so we don’t need to start with the drafts from national.

Procedure for State Proclamation:

1. Update the proclamation from the prior year with current information.  Check the most recent AGA annual report for number of members and chapters.

2. Update the letter requesting the proclamation with current information.  Update the list of states that issued the proclamation the previous year from the AGA website.
3. E-mail the request and draft proclamation to Special Correspondence Manager, in the Governor’s Constituent Services Department at:   Constituent Services, PO Box 30013, Lansing, MI. 48909.
4. The contact number is (517) 335-7858
5. This process takes about two weeks.  
6. E-mail the proclamation or the link to the proclamation to Katya Silver, AGA Director of Professional Certification Administration, ksilver@agacgfm.org.  She will post it on the AGA web site.
7. Notify the chapter web master.  She will post it on the chapter web site.
Procedure for City of Lansing Proclamation:

1. Update the proclamation from the prior year with current information.  Check the most recent AGA annual report for number of members and chapters.

2. Update the letter requesting the proclamation with current information.  Update the list of states that issued the proclamation the previous year from the AGA website.
3. E-mail the request and draft proclamation to Renee Freeman, Mayor’s Assistant, in the Mayor’s Office.
4. rfreeman@ci.lansing.mi.us, 483-4141.
5. This process takes about three weeks.  
.

Procedure for Requesting Proclamation of CGFM Month, continued

6. The Lansing proclamation was not available electronically and Lansing does not post proclamations on their web site.  Scan the proclamation for posting on the web site.
7. E-mail the proclamation or the link to the proclamation to Katya Silver, AGA Director of Professional Certification Administration, ksilver@agacgfm.org.  She will post it on the AGA web site.
8. Notify the chapter web master.  She will post it on the chapter web site.
Procedure for County of Ingham Proclamation:

1. Contact Becky Bennett at:  bbennett@ingham.org
Procedure for CGFM Web Site Content:

1. The chapter web site contains several pages of CGFM content.  Each year review the content for relevance.

2. Provide updates to the Chapter Webmaster.
Procedure for CGFM Publicity:

1. Develop publicity material so that it is ready 2 weeks before the event being publicized.  Limit news items to basic facts, i.e. don’t include what is required to become certified.  Include the number of people employed in the industry.

2. Send the material in the body of an e-mail to various news organizations, especially MIRS and Gongwer, as it relates to governmental topics.
3. If there is visual content, notify the news editor at TV stations.  Any filming needs to be completed before 2 pm in order to be used in the evening news.  This could be done if a nationally known speaker is involved.
Contacts: 

· Cindy Johnson, 241-1046

· Dairus Reynnet, 636-0902

· Jeannene Hurley, Dept of Ed 241-0898

· Kenneth Prudden, 335-1443

CGFM Study Material Borrowing Policy 

The chapter has purchased study guides to help candidates prepare for the CGFM exams.  The guides are located in the office of the CGFM Chair.  This material is currently out of date.
The study guides may be borrowed for a period of 30 days.  A refundable deposit equal to the replacement cost of the guide may be required.  The borrower may write a check made payable to the AGA.  In the event the guide is not returned timely, the borrower will be liable for any replacement costs.

The CGFM Chair maintains records of the borrowers to ensure the guide is returned.

Charlotte Roper, (517) 636-0541, is the current contact person for the guide. 
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