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Helping Improve the Building Industry While ProvidiQuality Housing for the People of Maine

From June through September employees, especially since, on

workers compensation claims average, employees in their

at small businesses are at their first year on the job have a

peak, according to an analysis higher incidence of injuries

of claim data from Travelers  than those with more tenure.

- . # Insurance. Making workplace safety part
of the screening process is

1o / Lower back strains and other therefore paramount. Employ-

back-related injuries and inju- ers should inquire about a pro

ries from slips, trips, and falls spective employee’s attitude

| 01 are the most common, and toward safety issues during the
) workers under 30 years old hiring process. 4. Accident responseBusiness
- 28 ' 3 comprise almost one-third of owners need to ensure that em-
" those sustaining on-the-job 2. Orientation and training. ployees understand that there is
injuries. Regardless of the background a process in place in the event
;, 3 or experience of an employee, they do get injured on the job.
“This year marks the 100th it is critical that business own- This process allows employees
5)6 55 8 anniversary of workers com-  ers orient and train all employ- to get the necessary care and
" "7 pensation insurance, and Trav- ees in safe work practices and attention they need in a prompt
9 elers continues to help busines procedures. Safety training of fashion from a qualified physi-
owners keep employees safe any sort should include: a focus cian. Doing so will help expe-
and healthy by encouraging dite employees’ recovery and
them to adopt key risk manage minimize the impact an injury
ment techniques,” said Marc  reminder about required per-  has on their family and work
Schmittlein, president and chie’ life, which ultimately benefits
executive officer of Travelers a review of employee protocol business owners.
Small Commercial. “By taking should an accident occur. The
even small steps, businesses formality of the training will Schmittlein continued,
can enhance employee health vary based on the complexity “Employees are a small busi-
' and manage the costs associat of the task. ness’s most important resource.
() o ed with workers’ injuries.” With the proper risk manage-
) 3. Active supervision.Promot- ment and workers compensa-
Travelers Risk Control profes- ing safe work practices through tion coverage, small business
! sionals recommend the follow- active supervision is a key owners can help ensure that
) " ing risk management tipsto ~ component of mitigating work- employees who sustain an inju-
&) * help business owners: ers compensation risks. Rein- ry while working are able to get
'S ( forcing the fact that the safety the proper medical attention
) 1. Sound hiring practices. practices and procedures in . they need, getting them back to
&) ) ( & Summer is a particularly high  place will protect emp_lo_yees is work faster.”
* traffic time for many businesse: an important responsibility for
& " and hiring new full- and part-  all small business owners. Re- For more information regarding
()& time employees is a common membering to keep feedback risk management services and
* way business owners meet the upbeat and positive also pro-  loss control training, contact
&)( increased demand. Businesses motes a productive and safe  your insurance agent today!

need to evaluate current hiring environment.
practices when recruiting new



Charlie Huntington—President
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It's scary but summer is
rapidly winding down!
Hopefully everyone had a
great season filled with
both family fun and lots of

business activity.

One of the big recent
changes in MCBA is a rea-
lignment of the Directors

to mirror the Chapter struc-
ture. Our bylaws have
been revised so that the
Alliance Officers are nomi-
nated by the Nomination
Committee and voted on
by the membership at large

at the Annual Meeting.

This is unchanged from
past practice. The other
Directors will now come
from the individual chap-
ters. Each Chapter
(currently Knox and Lin-
coln) will elect a Chapter
President who will also
serve on the Board as a
Director. In addition each

Chapter will have a total

(including the President) of

1 Director for each 20
members of the Chapter.
The Chapters will also

have a Vice President and

Secretary. Based on cur-

rent membership, Lincoln
County will have 3 Direc-

tors and Knox will have 5.

I look forward to a fun start
to the new season at the
Annual Meeting on Sept
21. Soon after that the
Chapters will have their
meetings to elect Officers
and Directors. Once that
happens, the new season

will be off with a roar!

Submitted by:
Charlie Huntington
I&S Insulation

Joint MCBA/MABEP Membership Dis-

count

Joint Membership MCBA and MABEP
(Maine Association of building Efficiency

Professionals).

Offered is a one time discount to anyone
who is not a member of a least one of

the two organizations.

Normally the Maine Contractors & Build-
ers Alliance membership is $200 and
MABEP is $175. Join both for $325.

If you're a current member of one of the
organizations, your membership is ex-
tended one year. Simply send in your
combined dues to MCBA and the rest is

taken care of.

Heartwood Millworks Co.

Custom Woodwork, Cabinets, Doors
Let us quote your next prOJect'

970 Atlantic Hwy., Northport, ME.(4849
Phone 207-338-8420 Fax 207-338-8421
www. heartwoodmillworks.com
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This August newsletter brings my ment tools, BIS includes 13 user future.

final letter as your Treasurer. In
the fall of 2009 | was asked to

definable fields for each custom-
er, and our customers are you

assume the position of Treasurer members. This benefit will allow Like many of you who have ex-

vacated by the untimely depar-
ture of the former Treasurer.
Since then we have implemented
all of the recommendations the
newly created Finance Commit-
tee recommended to insure the
Maine Contractors and Builders
Alliance monies are secure and
the Alliance’s books and records
are accurate.

As an officer of MCBA, the
Treasurer is included in the
change to the By-Laws which
limit the tenure of the Elected
Officers: “No Officer shall hold
the same office for more that two
consecutive elected terms. After
one term off or in a different
office, that individual is eligible
to be elected to the same posi-
tion.” This change is important {
allow another set of eyes to loo
at the Alliance’s finances and
continue to make recommenda:
tions to strengthen MCBA. Sin{
| will have served 24 months ag
Treasurer it seems fitting that |

As a member of the MCBA Fi-
nancial, Business, and Legal
Consultants membership catego-
ry | will continue to support the
growth of our members and our
support staff. My tax and ac-
counting practice includes many
diverse industries and profes-
sions, yet my passion is construc
tion — people building something.
Be it residential, commercial,
civil, architects, engineers, and

thing. My focus is helping you
do what you do better.

A year ago the Alliance pur-
chased BIS Builder Information
System software to manage the
Affordable House Construction
projects and protect MCBA re-
sources. In addition to job cost-
ing reports and project manage-

the Office Staff to maintain each
member’s certification require-

level software maintains work-
er's comp and liability insurance
certificate renewals for subcon-
tractors. As you can see from ou
impressive list of MCBA Certi-
fied Builders on our
www.buildingmaine.ordrome
page, and the rumblings in Au-
gusta on licensing and code re-
quirements, the ability to track
and notify members of upcoming
certification renewals can be
immensely helpful to each mem-
ber, and an attraction to potential

new members.
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Protection of Alliance resources
was foremost in the software
upgrade decision. Unlike entry
level software, BIS will not allow
reissuing the same check numbe
The built in bullet-proof audit

trail constantly monitors and
documents every original ac-
counting transaction and every

ing is not an option, instead void-
ed transactions are recorded as

panded your operations to in-
clude ‘handyman’ services and
consulting services to the ‘do it
yourselfer’ to increase your cash
flow, | too expanded from taxes,
consulting and software sales.
Last November | started the An-
swer Live For Me telephone
answering service when the
Rockland service closed. In Feb-
ruary “AnswerME” purchased
the client list of the Belfast An-
swering Service and now we
answer for the bulk of the Pen
Bay and Waldo County physi-
cians, as well as many of the
local builders, contractors, oil
dealers, and professions. ‘You
got to spend it to make it' holds
true for me. Our state of the art
digital technology provides crys-
tal clear telecommunications and
we deliver the messages via
voice, text, email, fax, and
clouds. Our fastest growing seg-
ment is the builder and profes-
sional who rely 100% on cell
phones. We have no fade outs or

hear crystal clear clarity and the
clients get their messages relayed
any way desired, even populating
smart phone calendars. The abil-
ity to have us act as their front
office and pop their cell phone
with information for direct dial-
ing, and with appointment set-
ting, cuts out their down time and
the important call is never
missed. It just made sense to
expand into this field.

In this newsletter are my adver-
tisements for BIS software and

AnswerME telephone answering
services, both excellent tools for

reversals and show the date, time your business. | suggest any

and user who altered the transac:

tion. Financial integrity is as-

sured and tax professionals and purchase ad space in these news-

banking/lending institutions will
appreciate GAAP compliance.
This solid software, plus the term
limits on the Treasurer puts
MCBA on solid footing for the

member who wants to get the
word out about what they do

letters. | intend to always be a
part of MCBA and this fall and
winter | hope to be part of the
continuing education offerings
the Education Committee is put-
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David Thompson—Treasurer

ting together. | have been your
Treasurer for 2 years and other
than working on one affordable
house, serving on the Board of
Directors, and attending mem-
bership meetings | haven’t met
many of you, yet. | plan to par-
ticipate in upcoming classes on
taxes, project management, and
accounting related topics. |
want to help you do what you do
better and | want to learn how
you do it.

Member advertising is a great
fund raiser for the Alliance.
Annual dues can be kept afford-
able and attractive, and the ad-
vertising member can let fellow
members know what they do.
This fosters the greatest adver-
tising tool available — word of
mouth. And member advertis-
ing demonstrates further com-
mitment to the Alliance. Best of
all — it's affordable. That whole
page cost me $100.

Submitted by:
David A Thompson, EA
Church Street Consults, Inc.



Internal financial controls are essential to
your business: They help prevent and
detect fraud. Implementing them starts
with the company leader and filters down
through your entire organization. Done
right, they can achieve reasonable
(although not absolute) assurance that the
objectives of your business are met. With
good internal controls, you can also gen-
erate reliable financial reporting while
complying with laws and regulations.

Some “fraud” is actually the result of
innocent employee error, like when an
accounts payable clerk forgets to com-
pare the price on an invoice to the price
on a purchase order, resulting in the com-
pany paying more than it should have to
pay. Or, when a supplier’s shipment is
received without the proper purchasing
documentation, resulting in the company
paying for something it doesn’t even
need. Here, proper oversight or direction
could have avoided the problem, but
what about instances when employees are
deliberately trying to steal from the com-
pany?

Types of Fraud

Asset losses that occur through deliberate
fraud by an employee (or employees) are
usually covered up, making them more
difficult to detect. Here is an overview of
fraud types so that you can attempt to
stop them before they happen:

Expense Account AbuseEmployees

can use fake expense receipts, request
reimbursement of unapproved items, or
include the same item multiple times on
their expense reports. You should have a
policy in place that requires receipts and
approvals for each expense report.

Financial Reporting Misrepresenta-

tion. Even though no assets are actually
stolen, falsification of a financial state-
ment is still fraud since it projects an
altered image of your company to outside
parties.

Fixed Asset Theft.As the name implies,
fixed assets are usually large enough to
be immovable, but many items such as
computers and tools can be stolen by
employees. Most companies do not want
to safeguard fixed assets through the use

se assets can be protected by simply car-
rying insurance with a minimum deducti-
ble.

Inventory and Supply Theft. One of the
easiest types of theft involves employees
taking inventory or supplies from the
storage shelf and walking away with
them. Inventory controls can be im-
proved through the use of fencing or lim-
iting access to the warehouse. The extent
to which controls are applied here de-
pends on the amount of pilferage and the
value of inventory and supplies.

Purchases for Personal UseEmployees
may use company credit cards for the
purchase of items that can be diverted for
personal use. A detailed record of all
credit card purchases should be required,
rather than relying on spot checks or the
incoming credit card statement.

Supplier Kickbacks. Purchasers can
make arrangements with suppliers to buy
from them in exchange for kickback pay-
ments. This type of fraud usually results
in higher prices being paid to suppliers.
Fraud of this nature is hard to detect be-
cause it requires the constant review of
prices paid as compared to market rates.

This covers just some types of fraud—it
is by no means all-inclusive. Fraud prob-
lems may increase in some organizations
because the business environment makes
it easier for fraud to occur. For example,
increased emphasis on higher profits
could lead to false financial reporting.
Fraud is more likely if there are unrealis-
tic growth objectives, problems within
management ranks, or if controls are not
keeping pace with organizational growth.

Internal Controls

Now that we’'ve established some of the
more common ways a company may be
defrauded, we'll look at some common
internal controls to stop it.

Cash.Cash is one of the most important
assets in a company and is critical to its
operation. The following are some of the
more common controls.

-Comparing the check register to the
actual check number sequence.

-Conducting spot audits of petty cash,
keeping in mind that it's possible to falsi-

fy petty cash records through the use of
miscellaneous receipts and I0Us.

-Controlling the check stock, making sure
that checks are kept under lock and key.

-Controlling signature plates, which should
be stored in a secure area.

-Depositing checks daily.

-Filling in empty spaces on checks. If the
amount line of a check is left partially
blank, an additional amount may be insert-
ed.

-Limiting petty cash reserves.

-Mutilating voided checks. Be sure to
stamp voided checks “Void,” or tear off the
signature line to avoid cashing of the
check.

-Performing bank reconciliations monthly.

This should be done by someone who has
no association with accounts payable, ac-
counts receivable or cash receipts.

-Reviewing un-cashed checks. It is possible
that an un-cashed check is created through
a flaw in the system, which could send a
check to a nonexistent supplier.

-Stamping incoming checks “For Deposit
Only.”

Accounts ReceivableControls are needed
here to stop employees from taking cus-
tomer payments and hiding them by alter-
ing customer records. The most common
controls for this area are:

-Confirming accounts receivable balances.
If an employee happens to be hiding depos-
its, then it is possible to detect this loss
through periodically sending an account
confirmation to the customer.

-Requiring approval of credits. Pilferage
may occur through an employee’s granting
credit to a customer in exchange for a kick-
back. This can be prevented through the
use of forms for the granting of all credits.

-Comparing checks received to money
posted against accounts receivable. A clerk
could cash a customer check and deposit it
into his or her own account. Subsequently,
they could keep applying funds received to
the oldest invoice, thus disguising the
fraud. Periodic comparisons of checks on
deposit slips against accounts charged can
help fight this type of fraud.
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Inventory. Tracking inventory can be ex-
tremely complex, lending to the need for good
internal controls. Common controls include:

-Requiring transaction forms for scrap and
rework transactions. In a manufacturing oper-
ation, there is a starting amount of materials
and direct labor that can be lost through scrap.
This is a difficult area to control since scrap
materials and reworks occur at many points of
an operation. Staff should be well trained in
the use of transaction forms that record this
process so that inventory records remain accu:
rate.

-Conducting inventory audits. Due to error,
inventory tends to gradually differ from what
is in your books. Do a full inventory twice a
year, or cycle through the entire inventory
over the course of a year.

-Investigating negative-balance perpetual
records. If a balance in the perpetual records
ever reaches a negative balance, always inves
tigate it to determine the cause and make sure
it does not happen again.

-Reviewing inventory for obsolete items. This

area of company fraud and transactional Should be sent to the supervisor of the
errors. But first, a word of caution: This department being charged for approval.
area requires a combination of controls, Focusing on the above areas is a good
and it's important they are applied judi-

ciously. They include: tion of the necessary controls. Other areas

-Auditing credit card statements. To avoi Include investments, employee advances,
having company credit cards used on no fixed assets, notes payable, revenues, and
business purchases, credit cards should ravel and entertainment. By keeping the-
audited regularly. Apply limitations on the S€ controls in mind, you'll be in a better

amount that can be charged to keep an position to truly evaluate your bottom line
employee within spending limits. and run a better, more profitable business.

-Verifying authorizations with a three-wa

match of the purchase order, invoice, an )
receiving report. This matches the invoic Johnny C. Gates is partner at B2B CFO,

with purchase order pricing and the quar the United States’ largest CFO firm focus-
ty charged against the quantity received. ing on mid-market companies. Gates can

This ability is included in certain compute be reached atjates@b2bcfo.coror
programs. 803/403-2042. B2B CFO services are

available to all NWFA members, and in-
depth services are available for a fee.

-Independently reviewing additions to the
vendor file. Have someone not associate
with accounts payable review all additior
to the master vendor file to avoid pay-
ments to fictitious vendors.

-Requiring ap-

area tends to be the largest cause of inventory proval on all in-

valuation errors. One way to avoid this is to
print a report that lists inventory items that
have not been used recently, including the
extended cost. An alternative method is to
create a report that compares on-hand inven-
tory to an item’s historical usage.

Accounts PayableThis is the most common

WE MAKE IT EASIER. Mon. - Fri. 7-4, Sat. 8-12 Phone: 338-5343

voices that do not
have a purchase
order. If a pur-
chase order has
not been issued,
then the invoice

UOURINLURD L UINTY
KITCHENS

Come visit our beautiful new showroom
Cabinefs for every room!

Let us quote your next project!

www.cornerstonekitchens.biz

970 Atlantic Hwy., Northport, Maine 04849
(Rt. 1/4 mile south of Outdoor Sportsman)
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If you have any thoughts about our educationalroffgs, events or ideas to better serve you, ourmem
ber, please email those thoughts to Lindsey aAtlience office at mchba@midcoast.com.
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Greetings to all members and non-members decisions.

from the MCBA Programs & Education
Committee.

After a very exciting and event filled year

that we just had, we would like to announce

another exciting year in education for all
builders, contractors and subcontractors

To kick off the fall agenda will be the MU-
BEC code class, ethics class and contract
law class allowing you to achieve a MCBA
builder’s certification. These classes will be
filled with a lot of great material to help

you build your house and your businesses
properly. Many potential clients are looking
for professional builders in these tough

times. As energy prices rise, more and more

people want to know how to decrease the
energy load. These classes will help you
help your clients with these demanding

Also coming up, is a seminar on Business
management, Project Management and
Marketing Your Business. All will be

great topics at a great price.

The Alliance programs will be back in full
swing this year too. We will be having a
dinner speaker who will address Net-zero
homes, Aging in Place, and what has hap-
pened with subcontractor-hires and work-
er's comp. Be informed, be ready, or just
come out for a great dinner and fellowship.

There are a great many things we can learnone at

from each other.

We would also like to encourage every-
one to come to the MCBA Annual Meet-
ing at the Odd Fellows hall in Warren on
September 21 starting at 5:30PM, for a

great BBQ.

Last, but not least, thank you to everyone
who participated on the Programs/
Education Committee! Your hard work
and dedication to providing educational
opportunities to the members of MCBA
is appreciated. As always, there is room
on this committee and others for extra
help. Please contact Lindsey in the of-
fice at 230-0261 to sign up.

Hope to
see every-

these
great
events

this year! ————=



v

Everyone, the homeowners and the industry as aeybehefits by
having a core group of committed and professiondtbrs.

The jobs are done right and are up to code.

How many jobs have been done halfheartedly andiypbgrcon-
tractors that just want to get paid and get out® Géutle cry is “just
nail it” or “skip it.” Call back is just a year ay with thinking like
this. Do you know what is considered right? Do koow what the
code speaks to in any given situation? There aitddys that do
know what is right and to code.

The contracts are clearly written to provide peaéenind

There are nine critical points to a builder’'s cantrin the state of
Maine that will allow it to stand up in court. Atleese points cov-
ered in your contract? MCBA Certified Builders baaken a con-
tract class so that both parties have peace of priritie smallest
and largest jobs.

The crews work safely and efficiently to minimiability and control
costs.

MCBA Certified Builders have attended the OSHA 3afraining.
Working safer and smarter makes the job more efficand clean.
While an accident can happen to anyone, trainimgshie minimize
these accidents making happy workers and happycsensl.

Certified Builders have to provide ongoing proofregfurance to
MCBA.

MCBA keeps a Certified Builder’'s insurance on recand requires
that it be kept up to date. In the world we lingoday, with its high
risk litigation, one needs to make sure both tientland builder are
protected in case of an emergency situation.

The MCBA Certified Builders attend an Ethics Ceurs

MCBA Certified Builders study the right from the evrg. A code of
conduct is taught, how to treat clients, employaes, vendors
while making a profit and livelihood.

Certified Builders have to have at least 3 yearsegience.

The builder trade is one of the biggest tradesdhataken over
when some other work places lose jobs. The statéaafe allows
one to go out tomorrow and be a full-fledged Geln€mmtractor
with no experience whatsoever. MCBA wants its merslto have
the experience to get clients’ jobs done right.

) 6(
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Our group of Certified Builders needs to be largeugh to have
some clout in the press. How many times have yad an article
and asked yourself, “Why do they say that!?” Yousesn the arti-
cles that put us all in a bad light and devaluepyofession. Let's
be proactive and give the

public a reason to say:

“l want to hire a MCBA
Certified Builder for my
next project.” F 'y

4 l: -:J--I'? 'lrll"_J.:-_" r I-:I._-.I

“l see the value and I'm
willing to pay a premium.” . —

Our group of certified _ {_ s 3" /
builders also needs to be s e
large enough and commit- o

ted enough to self regulate.

We all know how long it

takes to build a reputation

and how quickly it can be destroyed. When we prentioe value
of choosing a MCBA Certified Builder we share tlesponsibility
of upholding that standard.

What does it take to become a MCBA Certified Buile
Three years of experience as a builder.

Proof of Liability Insurance and Workers’ Comp Insnice (where
applicable).

OSHA 10hr Safety Training—every three years.
A passing grade on a Building Codes Exam.
Attend MCBA's Contract Law course.
Attend MCBA's Business Ethics course.
Join Our Group
Let’s prove to the public that there is value irirtg a
MCBA Certified Builder.
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Built from the powerful MICS family of construction
management and accounting software editions, BIS

ESSENTIAL is the most comprehensive real-time
accounting and job cost control software solution
base priced under $2000.

At the $1895 base price, BIS grows as your company

tionality. Gone are the days of having to learn
new software - easily upgrade to Standard, Profes-
sional or the flagship Enterprise for secure remote
and mobile access.
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With budgets being stretched tc
their limits, here is a low cost
marketing idea that could be
helpful.

If you have a data base of exist
ing customers that you have
done successful business with
in the past, you may have a
marketing tool readily available
to you at very low cost.

We have found that marketing
to existing customers with a
direct mail message has been
the most effective and afforda-
ble means of advertising and
generating business. This type
of marketing is typically used
by service based businesses bt
with a little thinking it can be
adapted to other businesses.

The key is to come up with an
affordable service or task that
your company can perform
easily and quickly. Some exam-
ples might be: building, repair-
ing or cleaning of exterior
decks and steps, siding or win-
dow replacement or repair,
door repair and screen or storm

door installation, replacement
or repair of rotten wood, any
type of seasonal repairs you
have done in the past.

Keeping the task or service
affordable and limited to a
quick response will resonate
well with your targeted custom-
er. If the customer already
knows you and your company,
they are more likely to respond
especially if it is a repair they

are contemplating. These may you determine the best message

have a printing company create
it for you. Mailing out 200-300
focused mail messages to exist-
ing customers will be more
effective than mass mailing
thousands to unknown pro-
spects that may toss it in the
junk mail pile.

If you do not have a good data
base of existing customers, you
should create one with as much
information as possible to help

not be large dollar contracts but to communicate to your cus-

having a string of small jobs
with a quick turn around and a
good profit can benefit you and
buy time in a down economy.

Once a task or service has beel

decided on, you can create a
post card or envelope size

tomer. If this is done success-
fully, it will become a market-
ing tool that you can use again
and again.

Submitted by:

mailer that describes the servict Sam Smith

or task. Itis important to dif-
ferentiate your company as the
right one to complete this work.
The mailer can be created on

your own computer using exist-

ing simple software such as
Word or Publisher ,or you can

Smith & May Masonry Inc.

Hearth & Patio Showroom
Route 90 West Rockport



MCBA Annual Meeting & BBO!!

Wednesday, September 21st
5:30 PM
The Odd Fellows Hall

Corner of Rt.1 and Rt.90
Warren, ME

Meet your new officers on the Board of Directors, ¢ -~ atch up on MCBA Busi-
ness, mingle with your fellow members, and enjoy so me BBQ!

On the menu: BBQ Chicken, Pulled Pork, Cole Slaw, a nd Baked Beans

$25 for MCBA Members
$35 for non-Members

Some soda and water will be provided, but alcoholi s BYOB!

Please RSVP by September 16th so the caterer can pl an accordingly. RSVP
by calling 230-0261 or by email mchba@midcoast.com
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Maine Contractors & Builders Alliance

255 Molyneaux Road
Camden, ME 04843

Tel: 207.230.0261 Fax: 207.236.6281
Email: mchba@midcoast.com www.buildingmaine.org

Officers

Charlie Huntington
President
| & S Insulation

Vacant
1st Vice President

Bob Duke
2nd Vice President
Floor Magic & Tile

“The World is Run by Those That Show Up”

Karen Reed
Secretary
Allen Insurance & Financial

David Thompson
Treasurer

Church Street Consults, Inc.

Board of Directors

Peter Hill
P.B. Hill Builders, Inc.

Chip Davison
Davison Construction, Inc.

Steve McMahon
McMahon Builders, LLC

Office Manager
Lindsey Jurkowski

We’'re on the web atwww.buildingmaine.org



