2008 - 2009

MASFAA LOCAL ARRANGEMENTS COMMITTEE MEETING MINUTES
Wednesday, August 12, 2009
Teleconference
9:00 a.m. – 10:30 a.m.

Present:
Michelle Ahrendt, Diane Borchardt, Carin Bullerman, Jayne Dinse, LuGail Hamel, Katie Hendrickson, Nichole Lien, Paula Luff, Revae Nelson, Jarod Paulson, John Pogue, Deb Pusari, Carol Swenson, Brad Riebel and Joni Wiederhoeft
Absent:

Dick Battig, Susan Brady, Cappy Breuer, Cheryl Dooley, James Hammar, Tom Hensch, Doug Minter, Jacci Netter, Nate Rosckes, Jessica Sidla, Jana Vanderah, and Ken Wallace
Ad hoc members: Lois Larson, Kathy Ruby and Rick Shipman
	Roll Call 
	Roll Call was taken.

	Updates
	· Student Success Story – Kathy Ruby informed Nichole that they have chosen their Student Success Story recipient. Kathy has contacted Arman regarding ordering the plaque. Kathy is writing the article for the conference booklet and will provide this to us asap so we can add it to the conference booklet. Kathy is also contacting the student to find out how many family members will be present so we can reserve their table seating at Sunday evening dinner. Kathy will take care of inviting the student / family and informing them of the time and location. Nichole will continue to follow up with Kathy.
· Family Educational Concerns (Early Awareness) – Nichole reminded the committee that this year’s event will be Friday, October 9th.   LaToya Sykes and Shashanta James have been given 15 minutes during Monday mornings’ breakfast to present their Early Awareness program and introduce their guests. Nichole will continue to follow up with LaToya and Shashanta.
· Past President’s Luncheon – Nichole reported that Rick has confirmed the list of Past President’s that we will be inviting to the Tuesday Past President’s luncheon. The expenses for this luncheon come out of the President’s budget. Dick and Jarod are working on the menu. When they have the menu determined, they will provide this to Nichole who will add it to the email invitations that will be sent out within the month.  Dick is also reserving the room and will provide this information to Nichole as well. 
· Newcomers Sessions – James Buchanan is handling this session that will be held on Sunday from 3 p.m. – 3:45 p.m.  James is working with Dick to reserve a room to accommodate up to 100. James will handle all of the invitations and the session details. As of this week, there are 49 registrants listed as newcomers.
· Conference Registration Scholarship Winners – Per James Buchanan (Prof Dev Chair), they received more than 9 applications this year so the committee is reviewing the applications and will be determining the winners shortly. James will provide us with the final list of winners, their room reservations and confirmation numbers. The scholarship is for one member per state and is intended to cover the registration fee and double occupancy lodging for 3 nights, Sunday through Tuesday evening.


	Committee Reports
	Audio – Visual

Ken was absent, however, as noted in previous minutes Ken is obtaining all of our AV needs off of the ESM website that Cappy’s Program Committee is updating.  Ken will make sure each room is set up accurately.
Program Printing

Ken emailed his Program Printing update. His committee had teleconferences on July 7 and July 31st. The committee went through the 2008 booklet and assigned members to each page to obtain 2009 conference information. Diane Francis, EAC, will be compiling the information into a camera ready document which will be sent to the printer. The committee still needs meal menus; speaker bios/pictures; and vendor ads. The committee is targeting August 30th as their date to have the booklet ready for a first draft.
Charity & Decorations

Carol reported that her committee will be sending out another email blast in the next couple of weeks and then another one when it gets closer to the conference. The email blasts will contain information regarding the two charities we have chosen.  Her committee will be meeting later this month to work on the details for the conference.
Entertainment

Brad reported that he has been in contact with the Limestones whom will be performing on Sunday evening. The contract and deposit are complete for Johnny Holms.  Brad confirmed that there will be a cash bar at Tuesday evenings dance. Jarod will check with the Marriott to see if we need to order a quota of drinks. The band plays until 11:30 p.m. so Jarod will also check on prices for snacks. If our registration numbers are low, it may be possible to have enough in our budget to provide some snacks for later in the evening. Jarod will check on this. 
Brad also provided a list of restaurants and other outing opportunities to Nate (for web/email advertising) and Diane (for registration bags).
Food & Beverage

Jarod reported that he met with Dick a week ago. Depending on the registration number, the menu may fluctuate, however, they are looking at the following:
Sunday evening: Baked chicken/Salad/etc. at $42/person or a cheaper option of chicken strips/etc.

Monday Breakfast: Continental

Monday Lunch: Plated Turkey Medallions
Monday Dinner: On Your Own

Tuesday Breakfast: Continental

Tuesday Lunch: On Your Own except for the Past President’s Luncheon which is TBD (Dick is determining this menu)

Tuesday Dinner: Nice Buffet with salads. Meat options = Steak and Salmon. There will be a vegetarian option.

Wednesday Breakfast: Buffet style breakfast – Home-style: Eggs, meat, potatoes, etc.

Breaks will consist of coffee/water and soda/water. As of right now, there will be no snacks during the breaks unless our registration numbers are low and we have enough funds in the budget to provide afternoon snack (cookie/bar).

Guest & VIP Services

Doug as absent so Nichole will touch base with him to see what we need to have done before our committee meeting in Minneapolis in September.
Logistics & Publicity

Revae reported that they will be sending out another email blast to the MASFAA listserv this week. The State Presidents have been asked (this week) to also send email blasts to their state listservs. The committee has two more blasts planned for the first and third weeks in September. They will also be posting some restaurant, event and updated travel information on the Conference mini site soon.
President’s Reception
LuGail reported that the Presidents Reception will be Saturday evening at the Lyon’s Pub from 6 p.m. – 10 p.m. Save the Date invitations were already emailed to the Local Arrangements committee. The VIP invitations will be emailed after we receive the final NASFAA list.  On September 1, the actual invitations will be sent.  The menu will include an assortment of sandwiches to choose from. Appetizers and dessert will also be served. There will be unlimited non-alcoholic drinks and a cash bar will be available.  The President’s Reception formal report is also attached to the minutes.
Program Committee – Nichole in Cappy’s absence
       Cappy provided via email the following updates from her committee:
· The emails with all the information the moderators need to know went out to all the interest session moderators two weeks ago.

· The emails with all the information the presenters need to know went out to all the interest session presenters August 4th.

· The session titles, descriptions, moderators, presenters, etc. have been proof-read in ESM for your program needs.  If changes occur, Cappy will update ESM.  It will be important that Ken lets Cappy know when he is going to pull the information out of ESM for the program.

· Cappy is meeting with Dick tomorrow to go through the rooms that the interest sessions have been slotted into and make any necessary changes as well as slot in the other events into rooms, such as meals, general session, etc.  Once that is done, Cappy will update ESM.

· Cappy has the bios and pictures for most of the general session’s speakers and keynote. She is working on getting the others.  Cappy would like Ken to contact her for bios and pictures when he is ready to put them in the program.
· Cappy will communicate with Doug Minter regarding any VIP services needed for any of the general session/keynote speaker.  That will be known when she receives travel plans from them.

· Our NASFAA speaker at this time is Dr. Barry Simmons.  Joan Crissman  from NASFAA will also be joining us in place of Dr. Phil Day.  
Registration / Signs - Diane
On July 21st the committee met and went through all of their tasks and assigned them to committee members. The committee has:

· Ordered additional lanyards for a grand total of 629.
· Created a newsletter for the registration bags. The committee asked if we thought they should just email the newsletter out prior to the conference or print it for the bags; or both. After discussing, the committee would like to do both.
· Began monitoring registration numbers. As of this morning, there were 160 registrants. In 2008, there were 186 on August 15, however most registrations in the past were in the month of September. (see attached Committee Report).
· Began monitoring the MASFAA Membership Fee waivers for MAFAA members to confirm the registrant is a MAFAA member and has paid their 09-10 MAFAA Membership Fees.

· Began creating the meal tickets.

· Contacted the MASFAA Treasurer / Treasurer-Elect to ensure one will be at the registration desk for on-site registrations.

Diane asked that any special invitations for special events need to be sent to Diane so they know which events to add to registrants packets so the registrant knows what to attend/where to sit/etc. 
Diane also asked that if anyone needs a sign created, please let her know as soon as possible.

The formal committee report is attached to these minutes.
Vendor Relations - Michelle
Michelle reported that we are using the Marriott for drayage so there is no contract that is needed.  The charges will be on our final Marriott bill. There are 7 vendors signed up for a booth so far. Brad, USBank, mentioned that he has not received anything regarding vendor / donor application forms. The committee suggested adding to the conference mini-site the link directing them to the Donor Application page. Michelle will check with Nate on having this added to the conference mini site. Michelle will also check with Janet, Donor Chair, regarding the reminder email blasts that will be sent to vendors.

	Committee Apparel Update
	Doug was absent so Nichole will touch base with him to see what we need to have done before our committee meeting in Minneapolis in September.

	Morning Walk / Run
	Deb reported that the morning walks will be held on Monday and Tuesday mornings from 6 – 7 a.m.  She will also have maps for those that want to run. They will be walking by the Stone Arch Bridge; Park; and Walker area. Deb will work with Diane on arranging appropriate signage.

	2010 Logo / Theme – August 1 deadline
	Paula reported that she has been working with Jim Brooks and the theme  will be “Soaring on the Winds of Change”. They are working on putting the logo together. Paula is also working with Mo (2010 Program Chair) on what they will do for their Chicago Promo. They are thinking about a possible video.  Paula also said she will be sending an email reminder to the Illinois State Listserv asking them to register for the conference.

	Next Meeting Expectations
	Nichole asked that everyone please make sure your committee has their tasks completed by our September 18th in-person meeting IF POSSIBLE. Obviously, there are some things that cannot be completed that early, however we would like to have as much as possible completed and ready to go by September 18th.  At our September 18th meeting we will walk through every meeting, session, presenter, etc. starting with Saturday morning through the end of the conference to make sure we haven’t missed anything and that everyone is up to date on everything so they know what is going on and can answer questions. Thanks!

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

	Respectfully submitted by, 

Nichole Lien

Local Arrangements
	


Sub-Committee Report

SUB-COMMITTEE: 


President’s Reception 
INDIVIDUAL REPORTING: 
LuGail Hamel
DATE: 



August 4, 2009


1. SUMMARY OF ACTIVITIES: 
· Decided upon the Lyons Pub for the site

· Obtained contract from LB, forwarded to Lois Mulbrook for signature on 7/30/09, waiting for response.
· Save the Date card, designed by Jessica Sidla, was sent to all MASFAA members on 8/3/09.  RSVP requested if invitees know whether they will attend. Response by 9/1/2009 if travel status known.

2. ACTIVITIES PLANNED, NOT YET COMPLETED: 
· Send actual invite on September 1.  Will be sent to the same people as the Save the Date card.  Additional invitees will include any special guests Rick Shipman would like to include as well as DOE and NASFAA persons that will be attending the conference.



3. RECOMMENDED DISCUSSION ITEMS FOR THE COMMITTEE: 
· None



4. RECOMMENDED ACTION ITEMS FOR THE COMMITTEE:
· None
Sub-Committee Report

SUB-COMMITTEE: 


Registration and Signage
INDIVIDUAL REPORTING: 
Diane Borchardt
DATE: 



August 11, 2009

1. SUMMARY OF ACTIVITIES: 
Conference Call 7/21

· Reviewed all responsibilities in Master Workbook

· Assigned tasks to sub-committee members

· Ordered and received lanyards:  we have 629

· Created newsletter for registration packet

· Monitor registrations, record comparisons, check MAFAA membership

    As of 8/11/09:


MN – 71


MI – 18


IL  0 14


OH – 13


WV – 5


WI – 7


IA – 8


MO – 5


Other – 3


Total 155

    Compared to same/similar date – 


2008 – Aug 15:  186  (Total 465)


2007 – no information


2006 – Aug 11:  331  (Total 722)

 2. ACTIVITIES PLANNED, NOT YET COMPLETED: 
· Print meal tickets

· Create signage

· Coordinate with treasurer/treasurer-elect for presence during registration hours

· Other tasks as outlined in Master workbook

3. RECOMMENDED DISCUSSION ITEMS FOR THE COMMITTEE: 
A.
The sub-committee recommends consideration to change the newsletter from a printed hand-out in the registration packet to an email the week before the event.  Additional items could be included such as:

extended forecast....or average temps for Oct.

a few things that are happening when folks are here....playing Saturday night in local theaters, etc... 

MN things like famous people, food, inventions,
Or add some MN firsts or trivia facts about MN.

B. Assist in securing special invitations and seating requests during conference so our sub-committee can coordinate with registration packets

C. Submit any requests for posters/signage 


4. RECOMMENDED ACTION ITEMS FOR THE COMMITTEE:
H:\Department of Education\MASFAA\Minneapolis 2009\MONTHLY AGENDAS AND MINUTES\August 2009\Minutes08122009.doc

