



Present:  Kakwasi, Ray, Howard, Maureen, Ginnie, Loretta, Denise

I. Approval of December 3, 2007 minutes – Kakwasi's and Maureen's last names were misspelled, otherwise the minutes were approved. 

II. Review of February 3 unofficial meeting notes (no quorum) – not minutes just notes.  Maureen's name is misspelled (capital P in DuPont).  Update on insurance, certificates have been received and copies forwarded to the hotel.  

III. Overview of tasks remaining for conference/Volunteers

1. Create the overall program proceedings: Kakwasi and Maureen will work on this.  Kakwasi and Maureen will have a pre-conference planning meeting tentatively scheduled for March 25 & 26th at which time they will develop the overall program, schedule workshops (times and locations), and outline equipment needs.  They will need details and printout of breakout rooms.

a. Schedule the workshop times and locations: Kakwasi and Maureen will work on this at the pre-conference planning meeting.

b. Plan the luncheon activities: can put something on the walls (posters)

string, like a close line.  Denise has an easel that she can bring.  Need to post on the listserv for posters (tutor's project, advertising their programs)?Ask tutors to do it, what qualities for tutors, what tutoring needs to the tutors?  Why be a tutor, what will tutoring do for me?  Will connect to the theme.   Maureen will draft an announcement to send out on the listserv and post to the website.

Hotel will provide us with stock table decorations.  

Activities – Keynote will be presented at lunch on Friday.  Do we want other activities.

c. Keynote speaker:  Loretta is working with Dr. Francisco Reveles, who has agreed to be our key note speaker for an $800 honorarium; he will not be staying at the hotel.  Denise & Becky need to have a copy of the agreement for their files.  Maureen has the bio ready with a picture.  Maureen will email the doc with info on Francisco to the board members.

d. Plan the regional meetings: The conference regional meetings will be planned to occur on Saturday.
e. Plan evening recreation for Friday: We decided to organize dinner outings with various local hotels, and let people sign up for whatever dinner they want to go to. Maureen agreed to organize this, with restaurant information from people who live in that area, as well as the restaurants recommended by the hotel.  We will use rapid transit to transport people to and from the hotel.   This will bring people together, especially those who are coming by themselves. It will be easy for us to set up and makes the conference memorable.   Denise will have a van and give people a tour of SF in her van.  City of Burlingham has trolleys that run regularly to all the hotels.  We will need to check on how late the trams run and inform participants so they don't get stranded.

2. Verify equipment needs of presenters

a. Double-check with Felix & Howard about equipment: Presenter layout has all the equipment needs listed.  5 people want Internet connections.  Not too bad, probably all could be scheduled in one room.  Hopefully we can put them all in one room, $200 per room per day.  Possibly not have Internet on Saturday.  Hotel has WiFi connection in bar, library, lobby not in the hallway, where we will have our registration table and vendors' set up.

b. Confirm equipment requests from presenters: Kakwasi and Maureen will work on this when they meet.

c. Make arrangements for any equipment needs not covered: Kakwasi and Maureen will work on this when they meet. 

d. Decide which equipment will go in which breakout rooms: Kakwasi and Maureen will work on this when they meet.

3. Communication with presenters/publicity

a. Notification about time/place of workshop & equipment:  Didn't discuss at this time.

b. General overall reminder about registering for conference and hotel Maureen will post another announcement to the listserv about the registration deadline for the conference.

4. Conference Perks/Recognition

a. Give-away items - Gifts – planner – bag, sample very much like those found in the grocery stores now.  More like a tote, huge size, or smaller, may not be a difference in cost.  19”x15”x4” very nice strap.  Cirque 150 for $273.00, $1.82 apiece, plus setup, tax and shipping. Around $2.50 each.   Probably royal blue with white printing, logo and ACTLA (no date so  extras can be used in the future).  Voted for large bag.  If the larger bag isn't this price, we may go with a smaller bag.  Loretta is checking on pens also.  

b. Raffle items: We need more raffle items.  Kakwasi will send a letter to the vendors requesting raffle items.  She will ask specifically if anyone has gotten any donations.  Kakwasi will check with Borders, Target, etc.  We will send out letters to the vendors confirming their raffle gifts (provide them with a receipt, which will have our non-profit # on it).

c. Plaques & Certificates: Kakwasi is working with Felix, about the plaques and certificates, needs to know from all board members, if they are returning and how long they have served.  Please email Kakwasi with this information. 

5. Program Production

a. Create printed program: Kakwasi is hoping to visit Maureen to pull together the program, and find a way to get it printed it for us.   Erin Goldein, WC director at Cal State San Marcos. said she would design the program. 

b. Printing:  Becky has been able to get the program printed in the past.  Kakwasi will check with Becky to see if she can do it again.  We may need to get it printed at Kinko’s.

c. Purchase/acquisition of folders – We will need folders.  Howard will check to see what was put in the folders last time, and see if we have enough left over for this conference.

d. Creation and printing of conference evaluations: Ginnie will print up the overall conference evaluation.  In the past Becky has been able to print up the ncr session evaluations, Kakwasi will ask Becky if she can do it again.

6. Hotel/Vendors: Kakwasi, Loretta and Maureen are working on this.

a. Decide on exact continental breakfast fare:  $16 for breakfast, Kakwasi has the menus and will send out again to the board members.  We need to decide what we want, vote by email.

b. Decide on lunch menu for Friday & Saturday: Kakwasi will send menus out,  vote via email.

c. Select decorations from free hotel items (table settings, etc) for lunch meetings – We decided to go with the free hotel decorations for the tables.

d. Finalize arrangements with vendors who complete vendor forms Loretta is working with the vendors, she will send a note  to vendors, including a deadline for decisions to participate. Need to assign vendors to specific tables.   Vendors were informed that they would be billed for additional equipment, set-up fees and meals.  Vendors will be asked to pre-register (pay) before the conference.  Some of the vendors might be interested in presenting as well as have an information table.

7. Another hotel visit (Felix, Becky, Kakwasi and others) to view breakout rooms, decorator items available, equipment placement, registration table arrangements, etc. When? Kakwasi will try to visit the hotel and take digital pictures, she will contact Felix and Becky to see if they can join her.

Kakwasi will try to arrange this visit before March 25th when she will be meeting with Maureen.  Kakwasi's travel will be charged to ACTLA.  She will plan to pick up information about the conference rooms, trolley schedules, restaurants, info about the town and getting around.

8. General Conference Schedule – In the contract the start-up, break-out and ending times for each day are listed.
Next meeting will be March 24th.
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