Feb. 5, 2009 Meeting – notes from Solveig

I met with Kim Holland and Catherine Cleland on January 22, 2009 to discuss my new role as Catherine’s interim supervisor.  I agreed, based on our discussion, to revise her job description as needed to take on those tasks that Kim had been doing that need to continue in the interim and to confer with HR regarding any potential change in her status (grade/rate).  We also discussed the following transition items.

Kim will notify Wells Fargo to take her name off and add Catherine’s to the:

· Savings account

· Checking account

· Certificate of Deposite

· Transfer of funds from savings to checking

· NAHA credit card

· PayPal account

Kim and Catherine will discuss with Karen Davidson having Karen take over as gatekeeper on the credit card and accounts (I believe she is already authorized on these accounts, and gatekeeping is all done electronically).

Kim will notify Dain Rauscher that Catherine will be added to the Dain Rauscher RBC account (Karen D should be on this too if she isn’t already)

Kim will notify First Citizen’s National Bank of Mason City investment account to take her name off and add Catherine’s (Karen D. should be on this account too if she isn’t).

Kim will contact Leota Goodney and inform her that for now, all will proceed as usual.  Any changes to the agreement between NAHA and Leota Goodney will need to come from Jack or Karen D.

Nothing needs to be done with LarsonAllen as we have no letter of engagement at present.

Catherine will order an additional box of letterhead.

Catherine will check on IRS requirements for filing form 990.

I will draft a new job description and finalize it after conferring with HR and Catherine.  My primary role as supervisor will be to sign Catherine’s time sheets, be available should any questions or concerns arise, and carry out the required April performance review.  Kim will supply appropriate information for the review.

