2008 - 2009

MASFAA LOCAL ARRANGEMENTS COMMITTEE MEETING
Wednesday, May 13, 2009
Teleconference
9:00 a.m. – 10:00 a.m.

Present:
Michelle Ahrendt, Susan Brady, Jayne Dinse, LuGail Hamel, Katie Hendrickson, Tom Hensch, Nichole Lien, Doug Minter, Revae Nelson, Carol Swenson, Brad Riebel, and Ken Wallace
Absent:

Dick Battig, Diane Borchardt, Cappy Breuer, Carin Bullerman, Cheryl Dooley, James Hammar, Paula Luff, Jacci Netter, Jarod Paulson, John Pogue, Susan Prater, Deb Pusari, , Nate Rosckes, Jessica Sidla, and Jana Vanderah
Ad hoc members: Lois Larson, Kathy Ruby and Rick Shipman
	Roll Call 
	Roll Call was taken.

	Updates
	· Master Workbook Reminder – Nichole reminded everyone to please review each worksheet in the Master Workbook. Many committees have been doing a lot of work between teleconferences so many new worksheets have been added to our workbook.

· Leadership Symposium (Jason Crowe) – Nichole spoke with Jason Crowe, Leadership Chair, and Jason reported that the MASFAA Leadership Symposium will not be held immediately prior to our conference.
· Share a Room…Share a Ride – Both MAFAA and MASFAA’s Liability Carrier (they are the same company) stated that as far as our liability, bodily injury is excluded from our D&O policy but if there were several allegations made against us for our part in arranging the share a ride / room program, it is possible that one of those would trigger the policy. It would really depend on the claim as to whether our policy would be triggered. They also stated that our liability would be slight, but again it would depend on the situation surrounding the loss as to whether or not it was covered. Rick Shipman, suggested via email, that it would be safer to just send out an email message that tells anyone who wants to find a rider/driver or roommate to post a message to the MASFAA listserv and that those who are interested in helping out can respond directly to the person and not to the entire listserve. The committee discussed this program and agreed with Rick’s suggestion. Nichole will send out an email to the listserv after Registration Go-Live.
· On-line Registration – Go Live update -  Nichole reported that Cappy’s Program Committee will have all session name and descriptions set and on-line by June 15th. Diane and Nichole has been working with Paula Gordon, at ATAC, who will have a test registration site ready to go within a few weeks. We will need as much information as possible on our conference mini-site before we go-live in June. Brad stated that he will work with Nate on adding the Monday evening activity suggestions (Monday evening is everyone’s ‘free’ night).  Nichole emailed Dick and Jarod to send Nate the finalized menu within the next two weeks so we can have this added to the website also.


	Committee Reports
	Audio – Visual

Ken reported that he has spoken to Cappy and has a preliminary listing of speaker A/V needs. 

Charity & Decorations

Carol reported that they will be sending out an email blast soon promoting the Lions Recycling for Sight program. Maybe suggest having a contest in their offices. They will also send out another reminder late summer and immediately prior to the conference.

For Second Harvest, they will send out email blasts prior to the conference and also have posters on display at the conference. Carol will review the program agenda again to confirm if she will just play a video regarding the charity or have someone speak for a short time period (Carol has been allotted 10 minutes).  Their committee is coordinating times with Registration and Breaks to work at a Charity Table. They are also working on an article for the June MASFAA Newsletter. The committee will also put empty bread baskets on each table during meals with information regarding Second Harvest and ask people for monetary donations.
Carol will also check into making announcements prior to General Sessions (looking at the Announcements Schedule, we have Rick providing charity reminders Monday morning prior to the start of the Early Awareness Recognition; and prior to Tuesday evening’s banquet (NL added the bread basket notations to the announcements for Rick also). 
Entertainment

Brad reported that the Limestones and Johnny Holm Band are all set (contracts complete). Brad will obtain information on whom to write the Limestones payment to and if we need to mail it before the conference or have it ready at the conference. Brad will also touch base with Nate on putting information on the conference website.
Food & Beverage

Jarod and Dick were absent.  Nichole emailed Dick and Jarod on 5/15/09 to please send the finalized menu to Nate to put on the web before registration go-live.
Guest Services

Doug reported that he will have packet information ready in the next month.

Logistics & Publicity

Revae reported that their committee is working on an article for the June MASFAA Newsletter. They will continue to work on sending out email teasers and contacting state presidents / listservs to spread the word regarding the conference and registration information. 
President’s Reception
LuGail reported that she spoke with Rick Shipman at Madden’s and they will begin working on an invitation list and save the date cards. The location is yet to be determined. LuGail and Dick will be working with Rick to confirm the location.
Program Committee

In Cappy’s absence, Nichole reported that the Program Committee will have all sessions complete and on-line by June 15th. Cappy also wrote up some session information and gave it to Nate to add in the upcoming Newsletter and email advertisements. Cappy also stated there will be a track on Sunday targeted for IT employees who work with financial aid systems. Cappy would like to know where moderators should drop off moderator packets if the registration desk happens to be closed after their session ends. The committee discussed this and suggested a possible ‘secure box’ or drop off slot at the Registration Desk (even if it is not being manned by Registration workers). We could also use the registration desk for moderators to drop off extra hand-outs. Nichole and Diane will work with Cappy regarding a plan for moderator packets.
Program Printing 

Ken reported that when Cappy has more information in the ESM system, he will download it and begin preparing the program lay-out.

Registration / Signs
In Diane’s absence, Jayne Dinse and Tom Hensch reported that we have over 300 lanyards. Diane will follow-up with Vickie Crupper in having the lanyards shipped to her. The committee is waiting for program completion to identify speaker numbers, etc. before ordering name tag ribbons. The committee has also reviewed signs that have been ordered in the past and they felt that we would not need as many signs as last year because of having one site for our conference. Last year they also spent $53.97 per sign at Kinkos which is very high. Jayne states that she can get signs made for a much cheaper price.  Jayne will work with Diane on completing signs at a lower price.  

Vendor Relations

Michelle reported that she has been working with Janet Ingargiola, Donor Development Chair, with the vendor letters that will be mailed out. Michelle is currently waiting for Janet to confirm the vendor’s new “package pricing” options. Janet is working with the Finance Committee to confirm these new package prices. Michelle reported that we are going with the Marriott for drayage and will submit the contract to Janet for signature (Contracts greater than $1,000 require a written signature by VP Lois Mulbrook. Contracts greater than $5,000 require a written signature by the VP and authorized by Exec Council.)  Michelle has an estimate that it will be around $3,000 to use the Marriott.  Michelle will continue to with Donor Development on the vendor letters.
VIP Services

Doug reported that as we get closer to the conference he will work on finalizing VIP’s with Rick and Cappy. We previously decided that we would give our VIP’s some sort of welcome gift when they arrive.

	Committee Apparel Update
	Doug asked for committee suggestions for apparel ideas. The committee suggested the following:  vests, button down shirt, polo shirts, fishing vest, orange hunting vest, hunting hat, track jacket (zip up). Doug will bring three options at our next meeting.

	2010 Logo / Theme – August 1 deadline
	Nichole will contact Paula Luff to remind her that we will need the 2010 Logo / Theme by August 1st and that she may want to start thinking about the 2010 promo that her committee will do at our conference during the Awards Banquet.

	Other
	Jayne reported that the Early Awareness committee will hold their event in MN on Friday, October 9th.
Please remember to review all minutes and attachments. Please let Nichole know if we are forgetting something or if we need to address any issues. Thanks to everyone for their hard work!

	Future Meetings (Mark your Calendars)
	Future Meetings: 
Wednesday, June 24th – Conference Call

Wednesday, August 5th – Conference Call

September TBD – In Person Meeting

October - CONFERENCE

	Respectfully submitted by, 

Nichole Lien

Local Arrangements
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