Steering/Program Committee Minutes
July 26th, 2007

Attendees: 
Anne Barton, Bonnie Evans, Val Nixon, Peter Dowe, Heather Allen, David Weaver, 


Kris Duffy and Nancy Shearer

Scott distributed the budget report

Val – Budget reflects changes due to lack of vendor support, goal is to keep cost down.  Need to know ASAP of any session cost.

Steering Committee Report

Facilities – Heather distributed report 

· Need to know how many organizations need meeting rooms. Last count, 8 organizations.

· The Oversight Committee will need to contact the Facilities Chair to indicate number of rooms needed.  Scott will send an email to the Oversight Committee.
· Facilities Committee will assign meeting rooms for program sessions.

Scott – Posed question to SUNYFAP on the vendor issue.  SUNYCAC is under the code of conduct.

· SUNYCAC steps out of vendor business and will turn it over to HESC or the hotel.

· HESC prefers hotel to be responsible for the vendor area.

· Hotel to charge a minimal vendor fee to cover their cost.
· Val – Will vendor interest be the same as past year?  Discussion pursued. 

We will be asking Lyn (hotel) how she wants to proceed.

· Nancy will need to give the list of vendors to HESC.

· A letter needs to be sent to the vendors making them aware of the changes

Val – Asked Program Committee to email program forms to listserv.  Will be posted on web under 


‘Planning’ section.
Bonnie – Let her know if laptops or projectors are needed.

Registration – Scott presented and distributed registration materials.
Committee Reviewed – 

· #2 of conference fee – Add a statement, “Only school or personal checks are acceptable”.

· Remove Vendor from affiliation

· Conference fee changed to $75

· Add – “Which conference hotel is your first choice”

Scott will ask Darcie to update and email to the group.
Publicity – Anne and Earl met last week to come up with ideas.

Questions – 

· Do organizations have websites?  
· Can they add information to their website and newsletters?

· Monthly emails with trivia questions from now until the conference.

· Idea of a phone sheet (auto dial)

Discussed email may be the best approach.

· Discussed member’s lack of knowledge of the SUNYCAC Conference.

· Discussed who notices regarding conference should be sent to for each of the organizations.

Send mailing to SUNYFAP and ask members to distribute to other offices.

Vendors – See what Nancy can do with new vendor process (Scott to contact)

Entertainment – Mark contacted DJ used last year for SUNYFAP – awaiting response.

-estimating cost to be $500-700

Program-Val distributed a copy of the program

Keynote-Contacted SUNY, official letter sent to Chancellor Clark

-Received verbal confirmation he will do (possibly at banquet dinner)

Kris – Presenter form distributed, contacted SUNY organizations to see if they were willing to 
present


-Three organizations are willing to present


-SUNY RA and SUNY IR representative to check with their session contacts


-Kris to work with presenters to get the presentation form completed


-Scott to moderate the panel discussion


-Presenter forms should be sent to the list serve and whomever needs them can retrieve


-Dave will put forms in the “Conference Planning” section of website
Entertainment – No evening entertainment.  Heather will check to see what time the bar closes.
Surviving Summer – More effective, best when questions are prepared and open discussion pursues 

-SUNY RA to plan similar session to “Cracker Barrel”.
Adjusted time for Thursday afternoon

Facilities will check with Hotel regarding coffee on Friday morning.

Program – Need to get Program nailed down


-Three sessions open


Suggested:


Budget writing/planning-Kris


Data for end user-Nancy to research


Improving you website – Scott


Session on Diversity-Nancy/Bonnie

Scott – Reviewed suggestions from SUNYFAP

Many topics are embedded in other sessions

Time Table reviewed:
Entertainment Costs – “Finalize contract” moved to August

Finalize printing deadline – October – small brochure

Use of the word SUNY is OK to use until we here otherwise

Printing – Val talked to their printing department, cost $180, may utilize this source.


No need for Pocket Program

250 Folders available from SUNY for conference materials

Bonnie to e-mail SUNYFAP evaluation form to the listserv

Registration mailing to be sent by end of August

Next meeting in September 
All decisions and discussions prior to that must take place via email.  Many items will have to be nailed down by then.

Next meeting – Tuesday, September 11 at TBD


 Thursday, October 11 at MCC



 Thursday, November 1st - MCC
