
 
 
 
 
 
TO:   Phil  
FROM:  Darla 
DATE:   April 1, 2004 
SUBJECT:  Office Manager’s Report – February/March 
 
 
This report actually covers the first quarter of 2004, most of which was consumed by the convention 
preparations we both know so well – speaker arrangements, program printing, promotional mailings, 
awards contests, hotel arrangements, program agenda preparation, etc., etc. – which I will not detail. 
 
Bank Balance: 

Our bank balance as of today is $54,400.23 in checking and $22,566.89 in savings.  Just over half of 
the year’s dues have been received.  I’ve been billing all dues a little early, and so far this year there has 
been no threat of a cash flow problem. 
 
Update: 

• Convention – I’ll be tallying convention expenses over the next couple of weeks and logging in 
attendees to come up with this year’s per-person cost.  As I unpack, I’ll start trashing 
unnecessary paperwork and organizing archival records for this year’s and past year’s 
conventions in preparation for our office move.  I’m also going to order ribbons and other 
supplies for next year now, so they’ll be ready for 2005. 

• Ad Revenue Survey – As you know, the initial response to what used to be the Major Ad Rate 
Survey was poor, so a second mailing went out Tuesday to all ad directors. 

• Insurance update – Analyzing the annual plan renewals and rate increases for our health and 
dental insurance was pushed aside by convention activities until now.  Those plans renewed as of 
April 1, 2004, today.  I will give you an update on our new rates and coverage in a few days. 

• Pension update – Same with pension.  I’ve been holding the annual 5500 pension tax form 
(deadline for filing is July 31, 2004) on my desk until we have time to check it out with Jack 
Foley and, at the same time, make whatever adjustments may be necessary to our pension plan 
funding for the year 2003. 

• Bookkeeping – Now that the convention is over, Helen and I are trying to get caught up with 
deposits and bill-paying.  I did not meet my goal of getting the 2003 income tax records together 
early this year.  And, I realize that it will never be possible to do that job at the same time we’re 
getting ready for a convention.  So I’m trying for the second deadline of the year, which would 
still be earlier than the third (and last) deadline which is our usual income tax filing date. 

• Ken – Ken now has his own E&P subscription and has been added to almost all of the state press 
association mailing lists that you are on so that he will be up to date on what’s going on when he 
takes over at the first of the year. 

• PAB – The “got-well card” project is still on my to-do list.  After I install the new Adobe 
Photoshop program I purchased for $114.14 (which was necessary because I deleted my old 
program while trying to fix a software problem in my computer, then found out I had to buy a 
new one because my old one was extinct and could not be replaced for free … and because I use 
this program to create convention flyers and to handle speaker photos) … I will be able to doctor 
up some pictures I have and create the magical story of your surgery and recovery. 


