2008 - 2009

MASFAA LOCAL ARRANGEMENTS COMMITTEE MEETING
Wednesday, June 24, 2009
Teleconference
9:00 a.m. – 10:30 a.m.

Present:
Michelle Ahrendt, Dick Battig, Diane Borchardt, Cappy Breuer, Jayne Dinse, LuGail Hamel, Katie Hendrickson, Tom Hensch, Nichole Lien, Doug Minter, Revae Nelson, John Pogue, Carol Swenson, Brad Riebel, Nate Rosckes, Jana Vanderah, and Ken Wallace
Absent:

Susan Brady, Carin Bullerman, Cheryl Dooley, James Hammar, Paula Luff, Jacci Netter, Jarod Paulson, Deb Pusari, Jessica Sidla, and Joni Weiderhoeft
Ad hoc members: Lois Larson, Kathy Ruby and Rick Shipman
	Roll Call 
	Roll Call was taken.

	Updates
	· Master Workbook Reminder – Nichole reminded the committee chairs to please review the Master Workbook carefully, especially the Worksheet Tab titled “Committee Tasks”. The Committee Tasks worksheet is a good list of tasks that committees need to make sure they are covering so we do not miss anything for our conference.  

· Student Success Story – Nichole reported that Kathy Ruby is working the Student Success Story. She currently has 2 nominations. Nichole will work with Kathy on obtaining the details from her once the student is named (Bio for program; Sunday seating; speech time; etc.). Nichole will also check with Arman on ordering the plaque once the student is named (Arman already responded that his committee will take care of ordering the plaque). 
· Past President’s Luncheon – Nichole has sent a list of Past President’s to Rick Shipman to review/confirm before we send out invitations. The expenses for this luncheon come out of the President’s budget. As soon as Nichole has the go-ahead from Rick, she will work with Dick/Jarod on reserving a Marriott room / lunch and will send out the invitations (via email) and monitor RSVP’s.


	Committee Reports
	Audio – Visual

Ken reported that not much is happening yet with A/V.  Later next month Ken will work with Dick regarding rooms and A/V needs.
Program Printing

Ken reported that the Program Printing committee will be meeting 
July 6th. They will be taking a look at last year’s program and will determine what our lay-out; colors; and informational pages; etc. will look like and what we will need to include. Cappy suggested looking on-line at ESM to see what is on-line now and what we may need to add to ESM. Cappy noted that she has most of the bios for general speakers and keynotes. 
Charity & Decorations

Carol reported that the Charity committee has submitted an article for the upcoming MASFAA newsletter.
Entertainment

Brad reported that he is gathering a list of restaurants for the website and to insert into our MOA bags. Brad is also gathering a list of activities (plays, etc.) that will be in the area during the conference. This too can go on the website and in the MOA bags.
Food & Beverage

Jarod was absent. Dick reported that he is meeting with the Marriott on Monday and will obtain the newest menu and prices.  Once we have specific meal prices, Diane volunteered to create the meal tickets for us (for spouses, etc.). We will need to make sure we advertise the sale of these meal tickets because MASFAA does not normally monitor people as they attend the meals. Dick and Jarod will also discuss with the Marriott whether we will be serving buffet or sit-down style.
Guest & VIP Services

Doug reported that he will need an updated list of VIP’s. Cappy will review and update the VIP list that is on the Master Workbook and will communicate with Doug regarding further details. Doug will work with Brad and Nate regarding a “Frequently Asked Questions” flyer to be included in the MOA bags and for the website.  Doug will work on VIP Gift Bags.

Logistics & Publicity

Nate reported that his committee has created an informational sheet with recent flight prices; mileage; cab prices; etc.  They are also working on a conference check-list to add on-line. The committee is planning email ticklers on the first day of each month for the next three months. If anyone has any suggestions that they would like added, please let Nate know. It was suggested to hi-light how inexpensive it is to travel to Minnesota (also noting the light-rail). Diane noted that she forwarded our Registration email to the State President’s. Nichole will follow-up with the State President’s who have not responded to confirm whether or not  they have sent out our MASFAA Registration announcement.
President’s Reception
LuGail reported that the President’s Reception will be either at the Marriott or at the Lions Pub. LuGail has sent an invitation list to Rick to review/confirm. Save The Date cards (emails) will be sent August 1. Dick mentioned that he will be in town on Monday (at the Marriott) if LuGail would like to meet to work on this. 
Program Committee

Cappy reported that there are new links under the on-line conference agenda which provides detailed information and session descriptions. Please let Cappy know if you have any questions or concerns. Dick is going to work on confirming the room assignments.
Registration / Signs
Diane reported that in the MOA bags, we will be including a Newsletter. Nichole will provide the content for the newsletter and will send it to Diane who will have EAC create the newsletter. Diane also stated that someone on her committee will be creating a large box for the moderators to place their moderator packets into after their sessions are completed. These packets are approximately 9x12 in size and can be quite thick depending on how many evaluation forms are returned at the end of each session. Cappy will pick up the moderator packets at the end of the conference to take home and tabulate (she may periodically empty the box during the conference also).
As of today, we have 45 people registered for the conference. Last year, for Cincinnati, they had 42 people registered as of JULY 25th  (not June) so we are doing well so far.

Diane also reviewed what will be going into the MOA bags and asked for other suggestions. So far, the bags will include:
· Conference Booklet (Ken)

· Lanyard (Diane)

· Mini Pocket Agenda (Ken)

· Newsletter (Nichole/Diane)

· Restaurant Guide (Brad / Nate)

· Monday Evening Options (Brad)

· FunMinnesota.com brochure (Nichole)

· Chronicle on Higher Ed (Diane)

· Morning Walk/Run Insert (Deb Pusari)

It was suggested to contact the Mpls Chamber of Commerce; the Convention Bureau or Meet Mpls for possible restaurant guides. If anyone has any other suggestions, please let Diane know.

Diane also reported that the Marriott website states that we need approval by the Marriott to place signs in public areas. Dick states that we can work through him to receive approval from the Marriott. It was also noted that if we use the Marriott’s easels we will get charged for them.

Diane will also work with Dick and the Marriott to make sure our electronic signs outside the session rooms have the correct session titles on them.

Vendor Relations

Michelle reported that she is continuing to work on drayage. She has a bid from Brede and the Marriott.   The Marriott can fulfill our needs on-site, however if the vendors ship in boxes, we will get charged for the labor to have their personnel bring the boxes up from shipping to the vendor tables which Michelle will need to also provide a lay-out of the specific vendor names and where the boxes should be placed.  Dick stated that he would be supportive of working with the Marriott even if we have to pay for labor to have shipped boxes carried up. The donor letter that the Donor Development Committee is sending out does include the 6 x 30 table size that the Marriott provides. We can allow for chairs if we use the Marriott also. Once we know the number of vendors, we’ll have a better idea on how to space them out in the atrium. Per Janet, Donor Support Chair, the donor letters (via email) ‘should’ be going out this week.


	Committee Apparel Update
	Doug sent the committee (via email) a list of apparel options which included pricing. The committee discussed several positives and negatives of each item (too hot, color options; material options; use after the conference; etc.) and decided that they preferred the zippered vest the best. The committee did not want to have the logo/theme printed on the vest though. The committee thought it would be better to create a button with the logo/theme on it and possibly hook a dangling flashing fishing bobber from the button (one idea).  Doug will check into different vests / prices / colors and the button/bobber idea and proceed from there.

	Morning Walk / Run
	Nichole reported in Deb’s absence that Deb Pusari is creating a map with times; meeting locations; etc that we can put in the MOA bag and on the web.  We need to email the walk/run times to Cappy so she can add to the conference agenda.

	2010 Logo / Theme – August 1 deadline
	Nichole reported that Paula Luff (2010 Local Arrangements Chair) has already began working with Jim Brooks on a theme / logo and after they have determined the theme/logo, Paula will then begin working on planning the promo. Paula is aware of the August 1 deadline for receiving the Logo/Theme .jpg for our conference booklet.

	Other
	Please note that we have another teleconference call on Wednesday, August 5th and then an “In Person” meeting on Friday, September 18th at the Marriott (see below).


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

Friday, Sept. 18th – “In Person” Meeting – Marriott – 9 a.m. – Noon (lunch following)
October - CONFERENCE

	Respectfully submitted by, 

Nichole Lien

Local Arrangements
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