2008 - 2009

MASFAA LOCAL ARRANGEMENTS COMMITTEE MEETING MINUTES
Friday, September 18, 2009
Marriott
9:00 a.m. – 12:00 p.m.

Present:
Dick Battig, Diane Borchardt, Susan Brady, Cappy Breuer, Jayne Dinse, Cheryl Dooley, LuGail Hamel, Katie Hendrickson, Nichole Lien, Doug Minter, Revae Nelson, Jacci Netter, Jarod Paulson, John Pogue, Deb Pusari, Nate Rosckes, Kathy Ruby, Rick Shipman, Jessica Sidla, Carol Swenson, Brad Riebel, Jana Vanderah, Ken Wallace and Joni Wiederhoeft
Absent:

Michelle Ahrendt, Carin Bullerman, James Hammar, Tom Hensch, and Paula Luff 
Ad hoc members: Lois Larson
	Introductions 
	Introductions were made. Special guest, Rick Shipman, was in attendance

	Review Master Workbook
	Most of the meeting was spent walking through the Master Workbook and reviewing the details of every session, meeting, and event. Special items to take note of:
· Jarod: Please ask the Marriott to allow having the Ballroom Doors open at NOON for our Monday 12:15 lunch.
· Dick will release 100 rooms on September 21st. Our room rate deadline expires on September 25th. 

· Nate will send an email blast out on September 21st reminding everyone about the room rate expiring on September 25th.
· The State flags will be taken down Tuesday evening and will be ready to be picked up in the breakfast area on Wednesday morning. Nichole will inform the state contacts.
*The Updated Master Workbook is attached


	Committee Reports
	Audio – Visual

Ken reported that we will be using the Marriott for our A/V.  Ken will have someone assigned to each session to make sure the A/V is working correctly.
Program Printing

Ken has circulated the first draft of the agenda booklet. He still needs the menu added; donor list; donor ads and Family Educational Concerns information. The deadline for any additional information is September 30th.   Ken plans on ordering 30 – 50 extra booklets.
Charity & Decorations

Carol reported that her committee sent out another email blast regarding the charity on September 21st. They will send another one out two weeks prior to the conference and also 2 days prior to the conference. They plan on having a drop box for eyeglasses near the registration area.   The Decorations committee plans to use the Marriott’s centerpieces and will also have a couple of balloon bouquets to use at registration.
Entertainment

Brad reported that there are no further updates from what was already gone over in the Master Workbook.
Food & Beverage

Jarod reported that he will send the updated menu to Ken for the agenda booklet. The budget looks fine. There will be a cash bar for Tuesday evening. Meal ticket rates were decreased ($38 for Sunday evening and $32 for Tuesday evening) and Diane will prepare meal tickets to have at Registration.
Guest & VIP Services

Doug reported that he will have each VIP’s itinerary and will arrange any needed transportation.  It was also suggested that in place of a gift bag we give a small gift with a note stating we are giving a contribution to the charity in lieu of a gift bag.  Doug will monitor his budget and will create some type of a VIP gift bag / charity notification.
Logistics & Publicity

Nate reported that his committee has submitted an article for the next MASFAA Newsletter and will also email out the hotel reservation deadline notification next week.  Their committee will also send out an email blast to registrants the week of the conference with last minute information (weather, special needs, etc.)
President’s Reception
LuGail reported that there are no further updates from what was already gone over in the Master Workbook.
Program Committee – Cappy
Cappy reported that with the recent legislature regarding the removal of FFEL, there are only two sessions that are FFEL focused. If these sessions pull out, they will not be replaced because we have a good number of sessions during each time block.
Registration / Signs - Diane
Diane passed around a registration shift sign-up. She will also contact the people who volunteered to help at the conference to see if they want to work a shift. Diane has been adding the registration total to our comparison spreadsheet on a daily basis.
Vendor Relations – Jana 
Jana reported that we will be using the Marriott for drayage and have corresponded with Janet, Donor Development Chair, with shipping information. Michelle Ahrendt will be placing names/numbers on the vendor tables so the vendors will know where their table is located.

	Meeting Expense Reimbursements
	Reminder:  Please send all expense reimbursement requests to Nichole.

	Committee Apparel Update
	Doug brought along examples of the different colored vests that we could choose from. The committee voted on the Marigold vests. Everyone agreed that we could wear whatever color we wanted underneath the vests and also whatever type of jeans / slacks that you want.  We will NOT wear the vests to Tuesday evening’s banquet which is business casual and meant to be a little dressier.  Doug took our sizes and will order the vests asap. The vests will be available to pick up on Saturday, October 17th in the Registration room.

	Adjourn
	The meeting was adjourned

	Respectfully submitted by, 

Nichole Lien
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