MASFAA
Local Arrangements Committee Meeting
September 9, 2011
10:00 am– 1:00 p.m.
In-Person: Amway Grand Plaza Hotel
Grand Rapids, MI
Agenda


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)
Arambasich, Denise	Schoolcraft College (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 (IN)**
Crupper, Vickie		University of Michigan (MI)**
DeBoer, David		Davenport University
DeLorey, Mark		Western Michigan University (MI)**
Desgranges, Kim		Kuyper College (MI)
Doane, Paul		Grand Rapids Community 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)
Holman, Sara Beth	Lawrence University
Horgan, Mary		University of Michigan—Flint (MI)**
Jackson, Kelvin 		Central Michigan University (MI)
James, Shanta		Western Michigan University (MI)
Kepner, Val		Oberlin College (OH)**
King, Trisha		Huntington Junior College (WV)**
Martin, Mark		Lawrence Technical College (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 		Mountain State University (WV)
Schuetz, Steve		Ripon College (WI)**
Smith, Dwyane		Ivy Tech Community College (IN)**
Steffans, Aaron		Luther College (IA)**
Sutton, Stephanie	Lorain County Community College (OH)**
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)**

Housekeeping items:  Michiale and Angelene will be meeting with the hotel staff and the Meijer Gardens on Friday, October 7th prior to the conference. The team is invited to come on Saturday to help with stuffing packets. The packet stuffing will take place in the registration area beginning at noon on Saturday, October 8th. Everyone will be asked to wear their blue vest throughout the conference with either a white or black shirt underneath them. The schedule will be white shirts on Sunday and Tuesday and black shirts on Monday and Wednesday. You can wear whatever you like on the bottom and jeans are acceptable.  For the Tuesday evening event at Meijer Gardens everyone is encouraged to dress for their favorite music decade. Hopefully we will have a lot of great costumes. Local arrangements will sit together at all the meals, probably on the side of each meal. Please sit at these tables in case you are needed to help with something. 
To reach Michiale, Angelene, Jim and Linda during the conference please use the following cell phone numbers as needed:
Michiale—419-297-4448
Angelene—517-937-4121
Jim—845-750-5864
Linda—517-410-0702
1.  Program Update—most sessions are set; just a few that need some final details secured. Linda is working on the script of the entire conference. The plan is to have the entire program online at least two weeks prior to the conference. Jayne needs to get vendor ads to Lee Ann Timmerman as quickly as possible. Any other program materials need to be sent to Lee Ann Timmerman and copy Jim Eddy and Linda Sigh. Rick Shipman is working on surveys. Currently, the objective is to have ½ sheet short surveys for interest sessions and use Survey Monkey to send out a survey after the conclusion of the conference for total conference feedback. AV needs have been developed by the program committee and it is a working document. The goal is to minimize the cost of AV and we’re working diligently to ensure laptops and LCD’s are donated for use throughout the conference. Also discussed was a list of VIPS that need to be picked up (need to be identified as well as travel details for those individuals). 

2. Sub-committee updates
A.  AV—good with volunteers. Suggestion was made to have an AV meeting to practice set up of AV. Probably will be sometime early on Sunday and Mershon Dye and Dawn Courtney, will coordinate. They will also send out an email requesting donations for the conference and will ensure people have their information with their equipment. Each day the team will set up the laptops & LCD’s in each interest session, be sure it’s locked up at lunch  & that it will be locked up each day in storage after use.
B.  Guest Services—The Grand Rapids video is on the website. Included is a great link online of downtown area, restaurants, etc. If anyone has needs please let the Guest Services team know asap. They will work with VIP Services to schedule the need for picking people up, etc. Because that schedule could impact travel schedules for those on the team, the need to know is now. A suggestion was made to have a list of things to bring on the website. It was also mentioned that we should have signs made directing people to turn into the hotel parking area on Pearl street since the address listed is not the Pearl street entrance (and it’s not necessarily clear from the Monroe Street area that the Pantlind Hotel is the Amway Grand (The Signs team will be working on this in coordination with the Guest Services folks). We also need to coordinate people to lead the morning walk as well. 
C.  Logistics—Website up and email ticklers have been ongoing. They are also helping coordinate airport runs, etc for the VIPs. If any VIP is coming in for the day to present and NOT staying overnight, please let Jim Eddy or Linda Sigh know as they’re compiling a list of who needs daily parking passes, will be attending which meals, etc.
D.  Registration—They have the lanyards, ribbons, and registration schedule, etc. Moderator packets will be put in the break out rooms each morning. They will deliver registration packets to the executive meeting on Sunday morning. Everyone will be meeting at noon on Sunday at the Registration area to get vests, materials, etc. Registration will work with AV to coordinate the drop off of equipment.
E.  Vendor Relations—Jayne Dinse has vendor information on the website. She will send a list of attendees to vendors after registration is closed on Sept. 23rd. Jay Rhodes will need a key to the storage room for vendors’ storage of materials.
F.  Charity—Registrants will be encouraged to bring family friendly board games, DVDs and books to donate and we will be selling nature calendars for $5.00 a piece and MASFAA fleece vests for $30 each (which will also be available for order on the website). We will also accept cash donations for the charity.
J.  Decorations—They want to focus on highlighting information and items from other states. Chandra Owen needs candy from other states--don’t need to buy it ourselves --just point them in the right direction of what is made in your state. She also had an example of the centerpieces that will be used at all the meal functions. The group liked the paper placement better than the fabric example. State presidents need to ship their banners to Diann Cosme before the conference.
G.  President’s Reception—It’s set for Saturday, at McFadden’s Saloon which is about 3 blocks from the hotel. JoAnn Ross, Angelene Patton, Michiale Schneider, and Sara Beth Holman will be meeting with the restaurant immediately after this meeting to finalize the menu & other details. Invitations will be sent out next week to the outgoing and incoming executive board per Kathy Purvis’ request.
H.  Printing—Still need q number of things for the program: an exhibitor list, retirees list, things to do, John Wagner picture and bio, information on EMU skit group, Carl Levin picture and bio, next year’s conference logo, president’s welcome letter, awards list,  ads, information on Dancing with through the Decades, etc. Email information to Lee Ann Timmerman asap at ltimmerm@unoh.edu.
K.  Food and Beverage—Had to change Sunday evening meal to 5 p.m. Kathy Purvis and Program Committee will let Angelene Patton know who is to be at the reserved tables. Kathy does not want to have head tables for the meals—instead, she wants tables in the front reserved for VIP’s and special guests and a head table only for when the program begins (so the speakers have a place to sit but don’t have to eat up in front of everyone).
L.  Student Success—Michael Minor is the student that was chosen. He is a graduate of the University of Michigan and is now a lawyer with his own practice. He is excited to be honored and will be bringing a couple members of his family to the conference with him.  
Respectfully submitted by Heidi Carl, University of Indianapolis
