Conference Committee Meeting Notes – 9/19/2007

Members Present:
Maribeth Quinn, Samantha Benson, AnnMarie Bouse, Ken Jones, Erin Kislan, Maggie Moya, Doug Wilson

1. The program was distributed and reviewed by the committee.  Kenny should have the program ready for the printer on Friday, 9/21/2007.  Maribeth will provide the order the ads need to be placed in the program.  The names will be placed in a box and each lender/vendor will be randomly picked.  The ad order will be sent to Kenny by the end of the day.

2. Review of the conference registration roster and hotel reservation list was done.  To date there are 115 people registered for the conference, 110 for the 3-day package, 2 for the 1-day and 3 presenters.  The hotel reservations are as follows:
Sunday, 11/4
-
34

Monday, 11/5 
-
103

Tuesday, 11/6
-
96

Our contracted room block is as follows:

Sunday, 11/4
-
65

Monday, 11/5
-
200

Tuesday, 11/6
-
185


Maribeth will check on these numbers weekly, there may be room reservations


made directly on Tropicana’s website that have not been included and we have


not sent the master list to the Tropicana yet.  The master list includes


approximately 20 rooms for Sunday night which will put us real close to the


contracted numbers.

3. Presenter Letters and Info Sheets have been sent to all presenters; Samantha reported receiving responses and information sheets from approximately half.  She will send a reminder email this week.
4. Erin sent an email to the listserv requesting volunteers for registration.  To date she has received 8 responses.  She will also send another email this week.  We need between 16 and 20 volunteers to cover the four shifts scheduled for registration.  The new email will also ask for the respondent’s shirt size for t-shirts.  The registration t-shirts will be hunter green with white “NJASFAA Conference Registration” on the left breast.
Shawn will print the badges; Maribeth will order lanyards and badge holders.  She will also pick up “dots” to place on the badges for menu choices.  Maribeth will check at Executive Council to see if we need committee reports for the conference.  If the reports are needed, depending on the number of reports, folder packets may be necessary.  
5. Toys For Tots – AnnMarie distributed the posters she received from Sgt. Mendez.  She will also compose an email to go to the listserv for the Toys for Tots campaign.
6. NJASFAA Water – We will order 600 12oz bottles of NJASFAA water for the conference.  These will be about $1.00 per bottle less than what the Tropicana would charge us for bottled water.  We will place them at the Tricky Tray table for members to take.
7. Tricky Tray & 50/50

A. Raffle Tickets – Maribeth will purchase two rolls in different colors, one for the Tricky Tray Auction and one for a 50/50 to be held during the President’s Reception.  
B. Donations – Samantha has reported receiving a donation from Hooters, two member donations and a commitment from the Tropicana.  In addition, Maribeth will be asking the Executive Council to donate and possibly our own committee can make a donation.
8. Committee Member Apparel – The pullovers for the men and sweater sets for the women on the committee have been ordered and we should have them for the next meeting.  These will be worn on Tuesday during the conference.  Maribeth will check with the company to see if we can get Tuxedo T-Shirts to wear on Monday during registration.
9. 250 T-Shirts for attendees will be ordered at the same time we order the t-shirts for the registration volunteers.  The member gift shirt is a long-sleeve, navy shirt with the NJASFAA logo on the left breast.
10. Entertainment

A. Roast for Rich – To date, three people have asked to speak at the roast, Mike Bennett is getting pictures to put together the PowerPoint, Jo-Ann Craig is sending a DVD.
B. Decorations – Samantha will be searching for tabletop decorations for Tuesday evening’s dinner.
C. Theme Music at Registration, Vendor Room, Dinner – We need to find out about the sound system to have James Bond movie theme music played.
11. Audio Visual

A. Laptops – The committee will provide four laptops for sessions.  Ken is looking into providing four LCD projectors which will save NJASFAA approximately $2800.
B. Any members of the committee who are techies are being asked to cover specific session times to assist presenters should there be any technical difficulties.  We will assign times at the next meeting.
12. Evaluations – The committee reviewed the draft evaluations that Doug provided.  No changes to the session evaluations, minor changes to the Registration and Tropicana evals.  The committee decided to remove question 5 on the registration and a minor change in the wording on question 7.

13. October Meeting – A tentative date of October 26th was set for the next meeting.  This will be the final meeting before the conference so attendance is pretty much mandatory.  We will be meeting at the Tropicana, time to be determined.  Vince will arrange the meeting with the Tropicana.

