SUNY College Administrators Conference
Steering/Program Committee Meeting Minutes

Thursday, October 11, 2007

Present:
Scott Atkinson, Nancy VanZetta, Val Nixon, Kris Duffy, Heather Allen, Bonnie Evans, Peter Dowe, David Weaver, Nancy Shearer and Darcie Stephens

1.
Call to Order


The meeting was called to order at 9:40AM

2.
Minutes Approved


The minutes from the previous meeting was approved without correction.

3.
Budget Report

Val presented the current budget report.  The committees reviewed the projected expenditures now that more expenses are known.  It was projected that total expenses could be reduced to as little as $8,000.  It was also determined that we would need a minimum of 106-107 conferees to generate that amount.  Bonnie reported that we currently have 62 registrations and more are still coming in.  Heather volunteered to compare that list with the hotel reservations to get a possible total number.  Scott will contact Warren Hoffman of SUNYFAP to get permission to proceed with the conference. 


Follow up note: The total of the two lists was 104.  Scott contacted Warren with the information and received SUNYFAP’s approval to proceed.

4.
Update from SUNYFAP Executive Council


Val, who attended this last meeting, reported that they had very favorable reactions to the conference program.  Most in attendance indicated that representatives from their colleges would attend.
5.
Keynote Speaker


The Chancellor has cancelled.  After discussion, it was decided that we would not have a keynote speaker.  The banquet would be more informal and allow for greater interaction among attendees.  Some entertainment or activity may be possible.

6.
Steering Committee Reports

· Program


The program was reviewed.  There is only one outstanding session form that Val is trying to get.  Bonnie presented the latest draft of the conference program.  Some moderators are still needed.  Scott will assume the responsibility for the printed program soon to do the final preparation for printing.  Scott shared the program intro letter for final editing.
· Facilities


The program was reviewed for AV, meal and accommodation needs.  Any future charges need to be communicated to Heather and Nora as soon as possible.  Shuttle service will be arranged if the overflow hotel is used.  The Queensbury Hotel will make arrangements with the Ramada if necessary.

· Registration/Evaluation


Registrations continue to come in.  It was decided that an electronic evaluation via Zoomerang will be done after the conference.  The evaluation form will be finalized at the next meeting.

It was decided to extend the registration deadline.  Scott will ask Publicity to send out a notice asking those registering to fax in their form with payment to follow if necessary.  A note will also be included regarding limited space in the conference hotel.  A late fee will not be charged.  

· Entertainment


The DJ has been arranged.  Some other entertainment/game options were discussed.  These will be finalized at the next meeting when we will have a better estimate of finances.  

· Timetable Review


The timetable was reviewed and updated.

8. 
Misc.

· Folder Materials
· Program letter (Scott)

· List of Attendees (Bonnie) To be provided for pick up at the registration table

· Restaurants (Heather)

· Evaluation Blurb (Darcie) Send to Scott to go into program

· Tribal Announcements (Darcie)

Note: All folder materials are to be brought to the November 1st meeting to that folders may be stuffed in advance.  This will mean that it will not be necessary to have a team arrive on Tuesday.  Only those that need to meet with the hotel will need to arrive early.

· Conference Dress


It was decided that the next publicity should state that dress will be casual.  Attendees are encouraged to wear school colors on Thursday and dress for the informal banquet should be tropical to agree with the theme.
· Decorations/Props


Some will be obtained for the conference.  If revenue is sufficient, expenses will be reimbursed.  If not, it will be a donation.  Peter will contact Ginger and Nancy will contact Vince Scalise to see if any previous decorations may be available.

9. 
Other

· Tribal Identity


Torch may be supplied for each tribe and bandanas or something similar will be used for “buffs”.  ID Tags may be also color coded.  Steering Committee members should also be identified in some way.  

· Banquet

Will try to have luau or tropical theme to tie in with “Survivor: SUNY”

· Raffle Gifts


SUNYFAP will donate two windbreakers and Barbara has volunteered a gift for SUNY Bursars.  Please notify Scott if any other organizations will be able to supply a gift or have prior conference give-aways available.

10. Next Meeting


The final meeting will be on 11/1/07 at 9:30AM in the Board room at Monroe Community College.  All materials need to be brought on that day and all details finalized.  Contact Scott if you have any questions before the meeting.  Use the list serve to communicate as necessary.
