MASFAA 2011 CONFERENCE
Local Arrangements Committee
Minutes November 12, 2010

Theme: “Rising to the Challenge”
Location: Amway Grand (Grand Rapids, Michigan)
Date: October 9-12, 2011

Committee Members:
Patton, Angelene 	Michigan State University (Local Arrangements Co-chair) (MI)
Schneider, Michiale 	Great Lakes (Local Arrangements Co-chair) (OH)
Eddy, Jim		University of Michigan (Program Co-Chair) (MI)
Sigh, Linda		Michigan State University (Program Co-Chair) (MI)

Alexander, Alexia	Western Michigan University (MI)**
Ballard, Bayyinah	Washtenaw Community College (MI)**
Banks, Barbara		Western Michigan University (MI)**
Bhaumik, Kristy		University of Michigan (MI)**
Branch, Matt		Wells Fargo (IL)**
Brown, John		Great Lakes (OH)
Carl, Heidi		University of Indianapolis (IN)
Cassar, Jo		St. Clair County Community College (MI)
Channell, Stefanie	Fifth Third Education Lending (OH)
Chaplin, Pat		Marygrove College (MI)**
Cosme, Diann		Michigan State University (MI)**
Courtney, Dawn		USA Funds 
Crupper, Vickie		University of Michigan (MI)
Culler, Kevin		Henry Ford Community College (MI)
Culler, Valerie		Wayne State University (MI)**
DeLorey, Mark		Western Michigan University (MI)**
Desgranges, Kim		Kuyper College (MI)
Dye, Mershon		University of Michigan (MI)
Garfield, Gabriela	Wayne State University (MI)**
Gruber, Ann Marie	Lakeland Community College (OH)
Herndon, Kristin 	Central Michigan University (MI)
Horgan, Mary		University of Michigan—Flint (MI)**
Jackson, Kelvin 		Central Michigan University (MI)**
James, Shanta		Western Michigan University (MI)
Kepner, Val		Oberlin College (OH)
Keaton, Alicia		Wayne State University (MI)**
King, Trisha		Huntington Junior College (WV)
Le, Liz			Davenport – Grand Rapids (MI)**
Martin, Mark		Lawrence Technical College (MI)**
Mosley, Regina 		Schoolcraft College (MI)**
Owczarek, Basia 		Michigan State University (MI)**
Owen, Chandra 		Michigan State University (MI)**
Parker, Teresa		Michigan State University (MI)
Petsch, Stephanie 	Eastern Michigan University (MI)**
Porter, Wilma		Oakland Community College (MI)**
Rhodes, Jay		TG (TX)
Ross, JoAnn 		University of Michigan (MI)
Schuetz, Steve		Ripon College (WI)**
Smith, Dwyane		Ivy Tech Community College (IN)**
Steffans, Aaron		Luther College (IA)**
Sutton, Stephanie	Lorain County Community College (OH)**
Tews, Anne		Lake Michigan College (MI)**
Thomas, Howard	Walsh College (MI)
Timmerman, LeeAnn	University of Northwest Ohio (OH)**
Vedder, Lori		University of Michigan—Flint (MI)
Watson, Anne		NelNet (MI)
Werling, Betsi		Ohio Northern University (OH)

** Absent


1. Welcome new committee members 
Linda Sigh/James Eddy-program co-chairs-James spoke about the responsibilities of their committee: focus on content of interest sessions and “education” part of conference

1. Website – www.masfaaweb.org needs to be updated with 2011-12 conference info; Stefanie Channell will update conference mini-site; will tie e-mail ticklers with the links on page; committee will work with other members of the subcommittees to keep website current.  Lori Vedder suggested that we make folks aware of Amtrak option to get into Grand Rapids; bus is also an option; suggested we make sure we list local airports on mini-site
1. Membership & Volunteer Form – Angelene reminded all members of this committee that they need to complete the MASFAA Volunteer Form-can be done on MASFAA website; Vickie Crupper pointed out that the P & P will allow non-members on ONLY local arrangements committee to still participate. However, those who are not members of MASFAA cannot complete Volunteer Form on the website-need to complete form through Angelene and Michiale-they will take to board to see what needs to be done.
1. President’s Reception – JoAnn Ross is working with Kathy Purvis to determine specifics of reception; Kathy wants off site-wants at tavern-type setting and order off menu (hors d’oeuvres, etc.); Kathy wants attendees to be able to mingle and socialize.  2011 MAFSAA board, local arrangements and program committee members will be invited to attend; not 2012 board due to expense of it.
1. Sunday Entertainment – Angelene requested suggestions for Sunday evening entertainment –suggestions: casino night.   Conference budget = $160K (reduction from prior year but because 2010 was in Chicago) Stefanie suggested that we contact visitor’s bureau to see what is going on in Grand Rapids at the time; Anne Watson and Alicia Keaton have already contacted them.  Suggestion made to see if Meijer Garden could be a venue for entertainment.  Monday or Tuesday night-DJ-basic rate $600/$700 for enhanced effects Jim Eddy said that based on evaluations 2010 attendees liked the awards spread out over main sessions; Kevin suggested that we have entertainment on Monday rather than Tuesday because folks use last night to do other things.  Need to get copy of contract so that everyone knows what meals are contracted for-that will determine when we need/want to provide entertainment.
1. Charity  - Jo/Stephanie are requesting suggestions for charity opportunity; Heidi pointed out that on the Grand Rapids website there is a list of charities that we might consider targeting in charity event;  Shanta suggested we again do the “toiletries drive”-donate toiletries from hotel room. 
1. Committee and Sub - Michiale reminded everyone on the committee that they could be part of any one or more of the subcommittees; said Guest Services needs a lot of volunteers.  Michiale went briefly went over the responsibilities of each subcommittee and asked all to review their roles.
6. Audio-Visual: Basia Owczarek & Gabriela Garfield
6. Charity:  Jo Cassar and Stephanie Petsch
6. Decorations: Diann Cosme
6. Food & Beverage:  Teresa Parker & Shanta James
6. Guest Services: Anne Watson and Alicia Keaton
6. Logistics & Publicity Chair: Stefanie Channell
6. President's Reception:  JoAnn Ross
6. Printing--Program:   Trish King and Lee Ann Timmerman
6. Registration: Val Kepner  and Roger Miller and Betsi Werling
6. Signs:  Mary Hogan and Kristin Herdon
6. Sunday Entertainment:  Angelene Patton & Michiale Schneider
6. Tuesday Night: Angelene Patton & Michiale Schneider
6. Vendor Relations: Jay Rhodes
6. VIP Services:  Barbara Banks and Mark DeLorey
6. VIP Baskets:  Vickie Crupper
1. Reimbursement Form : Angelene went over the steps of completing the form; it’s available on the website; make sure that Michiale or Angelene give pre-approval for expenses and Michiale must sign form; original receipts are required and a receipt must be included for every expense (regardless of dollar amount); try to get forms to them within 2 weeks of approval so we can properly monitor the budget; Angelene will keep a budget spreadsheet updated to monitor the budget; if a reimbursement is for an event such as food during a meeting, you the sub-committee chair must list all committee members present on the reimbursement form; JoAnn reminded Michiale and Angelene they need to have reimbursement forms signed by her for any expenses they (Michiale & Angelene) are submitting for; reimbursement form is currently being updated on website; if asking for reimbursement for mileage-need to include MapQuest printout
1. Budget: $160K (reduction from prior year but because 2010 was in Chicago).  Budget for travel was discussed-- there is $5000 allotted for our committee's travel but that will be very tight because we do have a lot of people on our committee. The program Committee also has only $5000 but they will likely need two in-person meetings & because neither of those will be at the conference hotel, it will probably cause them to exceed their budget. If we can keep ours low, we may be able to help them out. No travel requiring reimbursement should occur without first receiving approval from Angelene or Michiale.
Also, of the budgeted $160,000 for the 2011 MASFAA conference in Grand Rapids, it is assumed that the Program Committee is authorized to spend up to $20,000 of that figure, meaning that the rest of the money ($140,000) is intended to cover all the non-Program costs of the event.

1. Registration: Val will be soliciting volunteers to work at the registration table; capability to have printer and have treasurer on site was helpful. She asked to have someone inventory the items from Chicago that were boxed & sent to Michigan State University. Angelene will have someone do that within the next two weeks.
1. Conference Attire: Theme: “Rising to the Challenge”.  Suggested we go with vests
because that's what has been done in the past and that seemed to work; those were warm, so if we do that again, maybe not the polar fleece ones. Stefanie Channell thought it was nice because if someone was doing a presentation or had to dress for other assignments, the vest could be easily removed when need be.  Another suggestion was polo shirts for each day but we have to keep costs in mind. The discussion was tabled to give people time to think about it and bring other suggestions to our next conference call.

Next conference call: Friday, December 10, 2010.

Minutes taken by Ann Marie Gruber, Lakeland Community College
