2008 - 2009

MASFAA LOCAL ARRANGEMENTS COMMITTEE MEETING
Wednesday, January 7, 2009
Teleconference
9:00 a.m. – 10:30 a.m.

Present:
Michelle Ahrendt, Susan Brady, Diane Borchardt, LuGail Hamel, James Hammar, Nichole Lien, Doug Minter, Revae Nelson, Jarod Paulson, John Pogue, Brad Riebel, Carol Swenson, and Ken Wallace.
Absent:

Dick Battig, Cappy Breuer, Carin Bullerman, Jayne Dinse, Cheryl Dooley, Katie Hendrickson, Tom Hensch, Jacci Netter, Susan Prater, Deb Pusari, Nate Rosckes, Jessica Sidla, Jana Vanderah
Ad hoc members: Lois Larson and Rick Shipman
	Roll Call 
	Roll Call was taken.

	Budget
	The most recent budget was included in the Master Workbook which was emailed out with the agenda. Nichole commented that the three larger expenses (Printing, A/V and Food) are very rough estimates. Ken is working on obtaining estimates for printing the program agenda booklets. Ken will have an estimate for A/V at a later date when he knows more from the Program Committee regarding the number of general sessions, screen usage, splitter boxes, etc.  Dick and Jarod will also be working together to obtain an accurate Food & Beverage budget.  Please remember to send any travel/meeting reimbursement expense reports to Nichole.

	Committee Reports
	A/V 
The A/V committee has not met yet.   Ken determined that the LCD’s for break-out sessions would be solicited from the membership and would rely on the Marriott for the General Session A/V requirements. As soon as Ken receives information from the Program Committee, regarding the session requirements, then the committee will be able to move forward. Ken feels confident that this committee should be able to stay within their estimated budget.
Charity

Carol reported that their committee has no new updates. They will be meeting soon.
Decorations

Carol reported that at MAFAA’s fall conference, she spoke with the Marriott and the Marriott will supply standard place setting decorations that we will be able to use. The decorations committee may do something in the Registration / 4th floor area.

Entertainment

Brad reported that he has contacted St. Olaf’s Limestones A Cappella group and had them reserve the date to perform during Sunday evening’s opening dinner. We will be charged $500.
Brad also contacted the Johnny Holmes band for Tuesday evening’s entertainment.  The cost will be $5,500. We need to send a $1,100 down payment. There will not be any additional facility expenses by the Marriott to have a band come in and play. Brad mailed the contracts to Nichole who will take it to Lois Mulbrook, VP, next week at the Executive Council meeting. Brad will work with Jarod and Dick on requesting a cash bar for Tuesday evening.
For Monday evening activities, Brad is creating a list of options, including transportation, for attendees to do on their own.

Food & Beverage

 James reported that the committee will be meeting with Dick Battig soon to confirm the menu and estimated food & beverage expense. The committee will report back next month.

Guest Services
Doug reported that there is nothing that needs to be done at this point in time.

Logistics & Publicity

Revae reported that they have received the “Welcome Letter” from Rick Shipman. Rick informed them to use the letter as they see fit. The committee felt the letter contained very good information and was long enough to where they could pull out a few parts and use it on the website section “Why come to Minneapolis” along with keeping most of the letter for the President’s “Welcome Letter” page on the website.
The committee has looked into linking to the Minneapolis visitor’s website, however, they felt it would be better to hi-light important information regarding both Minneapolis and St. Paul and add it to the website. The committee will continue to work on this. The committee created a chart that provided driving distances to Minneapolis; however, they questioned whether we should really publish this on the website. Cincinnati did publish a driving distance chart however, Cincinnati is more centrally located. Minneapolis is the furthest west and most people use MapQuest. The committee agreed that they did not feel it was useful to post this on the website this year. There was a lengthy discussion on possibly posting airline deals to the website. Possibly posting that Southwest Airlines is coming to Minneapolis in March 2009, however, Northwest is going to match Southwest’s pricing. John Pogue volunteered to contact the airlines to see if they could provide us with any flight deals.
The committee will also begin rough drafting articles for upcoming newsletters and email blasts that they can send out on the MASFAA listserv and also ask state presidents to email out to their state listserv (please ask the state president’s to copy you on their email blasts so you can confirm that it was completed).
Nichole will be attending the MASFAA Exec Board meeting on Jan. 17th and 18th where the conference fee will be decided. After the fee is known, the Logistics & Publicity committee will include this information in their email blasts (as soon as possible) to allow schools to use this information in their budget planning.
President’s Reception
LuGail will begin contacting culinary schools regarding some options. The new Twins stadium is not a possibility on Saturday night, but they could accommodate 50 or 60 people on Monday night so Brad could use this as an option for ‘Monday night on your own’ options. LuGail will also look into the Gopher stadium as an option. LuGail’s committee will be meeting next week.
Program Committee

Nichole reported that Cappy’s Program Committee will be meeting January 15th and 16th so we will receive an update at next month’s meeting.
Program Printing

Ken reported that his committee has not met yet, however, he is gathering estimates on Program Agenda booklet printing. He has received one quote back for 600 booklets; 50 pages; 4 color cover; 2 colors for the remainder of the book; $2,250 from Quality Quick Print out of Aberdeen, SD. Ken noted that we will need to also work on pocket agenda’s so he will work closely with the Program Committee after they begin laying out the agenda. It was noted that in Cincinnati approximately a dozen workers helped on Saturday morning to stuff the bags with the agenda booklets; coupons; table reservation information; etc. The stuffing took two hours to complete.  At Novembers meeting it was decided that we would not purchase tote bags because most people have many tote bags already and many people leave the bags in their hotel room instead of taking them home with them after the conference. Diane and/or Nichole will contact the Chamber of Commerce to see if they give away some type of plastic bag that we could possibly use. It was also noted that in August, there would be plenty of back to school sales on accordion folders that we could use.
Registration

Diane reported that this committee has not met yet as there is no need until we get closer to the conference. Diane is waiting to hear from Vickie Crupper how many lanyards were left over from the conference. Vickie will be using the lanyards for this summer’s MASFAA institute. Vickie replied later today that there are approximately 300 lanyards left over. Diane also received a tote that had left over Registration materials in it such as tape, scissors, etc. Diane will store this until the conference.
Signage

Diane reported that the newly remodeled 6th and 8th floors of the Marriott will have electronic signs outside each room (as the 4th floor currently does) so we will not have to create signs for each session. We will need to create a few signs advertising Registration times; Morning walk; etc.
Vendor Relations

Michelle reported that she is working with Janet Ingargiola, the Donor Development Chair, to ensure that we do not overlap tasks and everything is accounted for. Michelle has one email drayage estimate from the Marriott (we should ask for an official contract estimate) and will obtain a few other estimates.
VIP Services

Doug asked if Cincinnati’s committee had a breakdown of what they used their VIP budget on. Nichole will locate and send to Doug. It was agreed that we would provide some sort of ‘gift’ / ‘basket’ / etc. to our VIP’s.


	Committee Apparel Update
	Doug reported that he has collected a few catalogs and will provide a few options at our next meeting. We currently have 26 committee members and will be adding the Chicago Local Arrangements Chair once he/she has been named. The committee suggested the following apparel ideas: vest, t-shirt, blinking pins, and a sash.  The blinking pin was the favorite idea or a combination of a blinking pin and a cheaper vest.

	Morning Walk
	Nichole reported that she spoke with Kathy Mills and in Cincinnati they had the morning walk on Monday, Tuesday and Wednesday morning from 6 – 7 a.m. They walked the entire hour. She did not hand out any water. Her sign also included a disclaimer regarding poor weather. She had approximately 15 walkers on Monday, 12 on Tuesday, and 7 on Wednesday. The committee decided that it would be a good idea to continue the morning walk however we will only hold it on Monday and Tuesday morning. It was recommended that we ask Deb Pusari to organize the morning walks. Nichole will contact Deb.

	Anniversaries Update
	Nichole reported that she contacted the state president’s and in 2009 there is one state anniversary which is Illinois. Illinois will be celebrating 40 years. We will need to decide how we will celebrate / recognize this at our conference.

	Future Meetings (Mark your Calendars)
	Future Meetings: 
Wednesday, March 5th – Conference Call

Wednesday, April 8th – Conference Call

TBD

	Respectfully submitted by, 

Nichole Lien

Local Arrangements
	


******************************************************************************

Sub-Committee Report

SUB-COMMITTEE: 


__Entertainment______________ 
INDIVIDUAL REPORTING: 
__Brad Riebel________________
DATE: 



___12/23/08__________________


1. SUMMARY OF ACTIVITIES: 
     A.  Sunday Evening Entertainment (10/18/09):

As suggested by past conference attendees, a group of college students will provide Sunday dinner time entertainment.  The Limestones (a male a cappella group) from St. Olaf College have reserved the date for us.  Cost will be $500 which is within budget.  More info on the group can be found at www.thelimestones.com  No specific activities will be planned for after dinner.

B. Tuesday evening Entertainment (10/20/09):

It was decided at the November committee meeting that we would stay at the hotel and provide music/dancing entertainment by the Johnny Holm Band.  Contract received.

2. ACTIVITIES PLANNED, NOT YET COMPLETED: 
Need to provide restaurant/shopping/transportation suggestions and ideas for free time on Monday (10/19/09) evening.


3. RECOMMENDED DISCUSSION ITEMS FOR THE COMMITTEE: 
Can we get $1100.00 check made to Horizon Talent Agency to cover deposit for Johnny Holm Band?  Can Brad sign the contract as the purchaser on behalf of MASFAA?  Deposit is requested by 2/1/09 but they are flexible in regard to this.  Total contract cost is $5500.


4. RECOMMENDED ACTION ITEMS FOR THE COMMITTEE:
Sub-Committee Report

SUB-COMMITTEE: 


Logistics and Publicity
INDIVIDUAL REPORTING: 
Nate Rosckes
DATE: 



1/6/09


1. SUMMARY OF ACTIVITIES: 
a. Have solicited and received a Welcome letter from Rick Shipman for use on our conference website

b. Compiled list of travel distances to Minneapolis from major cities in MASFAA member states

c. Have begun research on tourism websites for Minneapolis and St Paul to get some ideas of what to highlight and what to link to on our site

2. ACTIVITIES PLANNED, NOT YET COMPLETED: 
a. Contacted MASFAA Web Master to confirm format/how she would like our web                                                              updates sent.  


b. Get Welcome and Why come to MASFAA links updated on website


c. Add travel info and conference details

3. RECOMMENDED DISCUSSION ITEMS FOR THE COMMITTEE: 
a. Do we have any promotional material that was used in the past (email ticklers) or any other suggestions for promoting conference?

b. How do we reach all of the people that may not be on the MASFAA listserv?  Can we ask people to send out stuff to their state organizations, for example?


4. RECOMMENDED ACTION ITEMS FOR THE COMMITTEE:
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