MACRAO Executive Committee Minutes

June 8th, 2008
Lodge of the Four Seasons

Meeting opened:  1:00PM

Attendees:  Melanie Gottlieb, Fran Forman, Dave Schoolfield, Brenda Selman, Kim Harvey, Danielle Alspaugh, Gene Eulinger, Jennifer Thorpe, Kathy Hale, Dawn Hatterman, Rick Fordyce, Cindy Clark, Marcia Fields
I. Minutes presented from Business Meeting 1/29/08 by  Jennifer.  Motionto accept, second, and approved.

II. Treasurer’s Report 
Brenda

a. Commerce Bank – all money consolidated into one checking account for now.  Credit/Debit card with MACRAO.  After some review, we might move some to saving, CD, etc.  Possibly $25,000.00 to CD and maybe one smaller CD too.  Action Item:  Brenda will look at rates and check into clearing fees.  Financial report passed out.  Financial report approved.

III.  Skipped to 2nd day of agenda.
IV.  Newsletter  
Dawn informed the group that the2nd newsletter to publish soon.  Melanie will fill in as Webmaster until Lenell comes back from maternity leave.  A list of primary contacts should be provided to Lenell so that she can address a representative of an institution instead of a blind request for information and articles.  Ideas for newsletters?  Focus on a committee or four for each newsletter.  Ask the president of a committee to highlight their members.  The membership would like to see who everyone is and what they do vs. just a list of names below a committee name.  The annual conference should be the main focus of next newsletter.  Another idea is to report on many of the legislative events like SB389, IPEDS, military leave, etc.
V. Skipped to 2nd day of agenda.
VI.      Website

Melanie reporting on behalf of Lenell.  Action Item:  Melanie will try to get the website up to date before Lenell returns.

VII. MO School College Relations Committee. Melanie.  We still need a rep to go to these. It requires three or four meetings a year in Columbia.  Danielle is willing to be this representative.  Jennifer is also a willing representative in case Danielle can’t attend.
VIII. AACRAO.  
Thirty to thirty five attendees at the dinner.  Dinner remains to be the way to go vs. a reception.  It costs the same amount.  Some that attended the dinner don’t attend the October conference so it remains a good way to further network with MO institutions.  Dawn thought there were some great presentations at AACRAO this year and those that attended enjoyed it.  

IX. Skipped to 2nd day of agenda.
X. Conference Planning
Fran and Marcia opened the discussion.
a. The logo and theme, “Seasons of Change” was distributed for comment.  Action Item:  Ask at the meeting with the Lodge tomorrow if this logo is an infringement with theirs?  It is pretty similar.  Note that ours will be in black and white only.  Set up for the conference will be pretty much the same as last year.  Dinners will be earlier so that there isn’t as much time between the welcome session, etc.  There will be six sessions for each group instead of five.  Each group gets their own season:  Registrar – Spring, Admissions - Fall, Professional Development – Summer, and IT – Winter.   

Cindy offered to look into decorations.  Wants to see what the Lodge has as far as table decorations so that maybe we can go off of those.  Check Michaels, Hobby Lobby, etc.  See what the lodge has to offer.  Beach ball, pumpkin, snowman, sunflower – maybe?

Marcia – purchased the binders.  The postcards have been designed.  How many should be mailed?  Approximately 450- 500 active members should receive them.  Maybe send one to the president of each institution too.  Coordinating Board of Higher Ed would have those addresses and we could send them out generically, i.e.“The Registrar”.  
Fran – Brought up the idea of a boxed lunch for the end of the second day maybe to keep people here longer for the gift certificate draw and last session.  Menu prices don’t seem to be much different from last year.  But would the lunch actually keep people here?  You’ve got people driving five hours, others that use lunch as a meeting summary for their institution.  If the content is good enough, a lunch won’t matter. Could we add a check box on the registration for which meals you intend to eat?  Vote:  Box lunch:  Yes.  Add checkboxes to registrations?  Yes.
Gift:  Perpetual Calendar.  Dave passed around sample.  The committee liked the sample.  How many should be ordered?  Marcia said she ordered 125 binders.  We can always get more binders if needed.  Action Item:  Order 150 calendars. 
b. Vendors.  Rick.  Nat’l Clearing House and Plattform Advertising have sent us checks already.  Action Item:  Rick will have Plattform submit a session proposal form so we can see what they intend to present.  Image Now, if they are sitting in on two sessions, do they want to be a sponsor too?  Do they realize the exposure they are already getting?  Are they truly going to just sit in the other two sessions?  Kathy mentioned that their choice of representative will probably determine how they want to be involved.  

Other vendors?  Army?  Action Item:  Rick will try to get the representative from last year to submit a session proposal.  What about ConnectEDU, Docufied, CashNet?  Action Item:  Rick will review the list on the website to send further requests for sponsorship.  Plattform and ImageNow are our platinum sponsors.  Discuss with Lodge if we have any other rooms so that we can think about adding another Platinum Sponsor.  

c. Menus
Breakfast – 
1st day selected Wellness Break vs. Light Side Continental.


    
2nd day selected Early Start – just like last year

Lunch-
1st day selected the Design Your Own with the same choices as last      year.

2nd day selected Box Lunches – options to discuss with Lodge – need a vegt. option

d. Special Guest/Speakers:

Mark Taylor – is he too pricey for us?  He would do two sessions and act as keynote for the $2,000.00 plus his travel expenses.    Liz Murphy is also an excellent choice and less pricey.  We would only get one session from her though for the price of her travel.   Cindy read the email from Taylor.  He sounds really entertaining.  Noel Levitz was a huge hit from last year.  Looks like Taylor may have the freshest approach.  Noel Levitz is still an option.  Their session content is usually up to date.  Kathy has seen Taylor and says he is entertaining  - humorous.  Two sessions vs. a workshop opens it up to both the Registrar’s side and the Admissions side.  Money isn’t a consideration – we can fund either.  We always talk about reinvesting but we could spend a little.  Why not spend a little more for the guest speaker we want?  Taylor’s well known and might bring in more people because of his speaking reputation.  IF it works with the budget, a great speaker is worth it.  How much was last year’s speaker?  $500.00 plus accommodations.  We get one comp room for every fifty rooms sold.  We could use one of those for him.

Brenda asked how the economy will affect the conference this year.  Will we have as good attendance?  Committee agreed it was something to think about.  Suggestion to make the conference rate the same as last year and spend a little more to provide a great experience.  Having Taylor do more than one session will add familiarity to participants who might go back to his session where they wouldn’t have if they didn’t know the speaker.

Consensus vote:  Yes to Mark Taylor.  He’ll do keynote and two sessions the next day.  We should try to spread him out and have him do a session each day.  We’ll need to be sure we don’t have any highly competitive sessions during the time he will speak.  Recruitment of Helicopter Parents and Student Persistence.  

e. Workshops. See Conference Committee Meeting Minutes that Cindy passed around.
Time Management

Safety Session – Full blown vs. the 45 minutes he was allowed last year.

Access

f. Sessions.  Glen would do one session.  Maybe “Fire Up! Avoiding Burnout in a Burnout Profession”.  Would he do this as a workshop?  The workshop might be too much.  He’s also doing the Registrar’s 101.  It should remain a session vs. a workshop.  Glen is our AACRAO representative.  

ACCESS is still on the table.  Who could do it?  We want participants to bring laptops.  
Action Item:  Cindy will confirm Mark Taylor.

Action Item:  Marcia will put together room usage and timeline for the Lodge.

“’Refuel with MACRAO” is next year’s conference theme idea.  Thank you Kathy!

Action Item:  Cindy will check with Nicole and then look at what MU’s  IT can offer for us instead of ACCESS.  Maybe Outlook?  Brenda can ask them to do a workshop.  We want the attendees to come early.  We want to entice them.

Admissions Committee:  Danielle.  Looking to get Jay Goff to present on 2010 freshmen decrease.  He hasn’t responded yet.   Danielle will replace the Transfer Session with the Secret Shopper/Stealth Applicants session.  Another backup session would be Early Awareness.  Other than that, topics and speakers are set.  See Conference Committee Meeting Notes, May 2nd.
Records & Registration:  Kim.

Kim asked the committee whether they thought a panel discussion vs. collect info in advance would work better.  Committee suggested:  Panel.  Federal and State Regulations might be the place to do legislative update.  Maybe Drew and one other person could handle this session?  Maybe a Registrar’s representative? Action Item:  Melanie will contact the School/College Relations Group.  There would be enough legislative to fill out the session.    Pick the cut & dry stuff that is less controversial.  Should this be a panel discussion?  
Technology Committee Report: Kathy
Passed out a report from their meeting, Technology/Data Systems Committee Report.  They are still finalizing some of the sessions - see that report for details.  Perceptive Software is one of the Platinum presenters.  

Professional Development:  Cindy. 
 She’s confirmed all presenters for these sessions.  Dave talked a little about his presentation subject – like a mentoring program, appreciative inquiry – developed out of GE.  Dave had a suggestion:  use a text for the session and give it away as a door prize.

.
New Member Session/ Platinum Member Presentations.  Fran. 
Reporting for Sue who is in Greece.  Committee agreed we all wished we were in Greece.  ( Sue asked for a small budget for party favors and for volunteers for the tables for the New Members Meeting.
h. Registration.  Fran. 
When will we be able to do the registration on line?  We need an outline, including titles, times, sessions, descriptions, organized by conference day.    Actually, post by tracks then once presenters are confirmed we can post it by day and time.  Action Item:  All committee members will get this to Melanie ASAP.  Get photo, bio, and website for keynote speaker.  We can then send a notice that registration is open to the membership.  Open registration and membership will be available on June 20th on line.  Action Item:  Rick and Melanie will get together and discuss outsourcing the conference registration to Credentials.  The vendor could do it but wants a five year commitment and allows membership to pay by credit card the conference fees.  One drawback is that we lose the conference registration database that we’ve used in the past.  They absorb the first $250.00 in credit card fees each year.  The balance will be billed to the association at 2.9% blended rate.  Do we want to give up $1,000.00 to them to do this?  Suggestion:  Talk to SACRAO and see how they did for them?  The major concern?  Five years of the same presentation or program.  Think about it tonight and decide tomorrow once we find out if we have another room from the Lodge.
i. Volunteers needed to bring projectors.  The charge to use the Lodge’s is exorbitant.  The presenters are to provide 3-hole punched copies and Marcia’s group will put the binders together.  Fran will do the ribbons and the badges if we don’t decide to go to Credentials.

Awards.  Cindy. 
Suggestion made to change the name of professional award to Professional Service Award.  Then maybe we could have another award for an ‘up and comer’ for someone with five or less years of experience.  Would two awards be ok?  ‘Setting Sun Award’ ruled out by …..some committee members.  Consensus is that two awards are ok.  Action Item:  Jennifer to pick up awards at Kent’s.  Action Item:  Cindy to let Jennifer know when they’re ready.
Meeting adjourned for the day.  Meeting will reconvene tomorrow @ 8:00am.

MACRAO Exec Committee day 2 June 9, 2008

Conference discussion continued . . .

X.   b. Rick reported that a vendor won’t be there, but wants to do something.  Digital Architecture.  They could buy an ad and find out what they want to give away as a registration gift?  Possibly a conference bag or notebooks or pocket nametags or water bottles or lanyards . . .  Action item:  Rick will give the options to ImageNow and Digital Architecture to supplement our registration packet.

Two platinum vendors (possible third) will sponsor reception, breakfast and boxed lunch?  Agreed we liked the way the reception worked last year.  Good opportunity to have opening remarks, visit with vendors, and meet up with members prior to dinner.    

XI.   c. Meal Orders. We would like meals to be a little earlier.  Do two waves of dinner sign ups.

          People are ready to go right after reception and final sessions.   

e. Confirmation. Contract date is 9/26/08- last date room rate is guaranteed (Single or double room rate is $96)

Anticipating at least 172 Room reservations

-90 Sunday

-80 Monday

-They also count Saturday night, so that helps our total

f. Contract is signed through 2010.  

-In the contract, the cost of bringing our own AV is waived.  Contract includes 20% discount if need items from lodge.

X.    i. As we get closer to conference date, need to do more reminder emails.  Melanie has a program in Outlook that mail-merges so messages don’t get spammed.

Rick- don’t sell more than 5 silver or gold sponsors until we come up with other options for them!

-Sell the Monday breaks first since vendors break down that day

-Leave the Tuesday break, but may eliminate if we don’t have enough sponsors (since we are adding a box lunch)

IX. g.  Set Conference Fees

Agreed to keep conference rate the same:

$140 for members

$210 for non-members

Marcia made a motion to approve a $75 rate for retired members.  Brenda seconded the motion and it was approved unanimously.  

Action-  $75 for retired members

Retirees are presented with an honorary lifetime membership.

Action item:  Volunteer sign up for table coverage- everyone agreed that this was a good way to cover the registration table.

Action item:  All board members need to bring item from their school for give-away.  Also committee chairs are asked to do so too if possible.  This will be our vendor gifts.  We give them during the 4:00 Monday exhibitor thank you break.  

Action item:  Brenda will pick up two $50 and one $100 gift cards at the outlet mall.  Free night at lodge (lodge gives us a card) and two free conference registrations (Fran will make up cards) are given out on Tuesday along with $100 mall card.  We will also buy and give away AACRAO books.

Action item: Fran will reserve AACRAO book display.  

Speakers who are non-members- If they are only coming for presentation and would not otherwise come to conference, they wouldn’t pay for registration, but they would register for free.  They don’t get paid or get a free room, but they get lunch and breaks.  If there is some other unusual issue with a guest, we can discuss.  Guest speaker and AACRAO rep get an appreciation gift.  

X. h.  Using Credentials Inc. to offer credit card payment for our conference

  registration
Fran made a motion that if Rick and Melanie find their conversation with users positive, we will go with Credentials Inc.  Gene seconded it and it was approved unanimously. Action item:   Rick and Melanie make calls to see how efficient it is:

-Are funds transferring easily?

-It’s never down

-Not more leg work

-Can down-load badges

-Can manage database easily

X.      d. Expense Reimbursement Form Update

-Need to include “or as otherwise denoted by designated contract”

-Suggest we delete any dollar amounts

-Workshop might get an honorarium

-For non-MACRAO member presenters, “may be reimbursed”

-Maybe we create levels of contracts that allow each presenter to know what we are willing to offer

-Melanie said the AACRAO form is an individualized form that the person scheduling the presenter completes.  It is then given to the Exec Board and Planning Committee approval

-Add a preferred time slot for presenter

Action item:  Melanie will take a look at the AACRAO form, modify it so it is flexible for us as the committee chair or member set it up for presenters.  Melanie will submit it to us by email and then we can do a virtual approval of the form.

XI.    Discussion and finalization of Lodge plans with Lodge Rep, Darlene Vance:

a. Rooms and room set up, we need to have an additional room and confirm rooms we are going to get.  Use the same rooms as last year.  4:45-5:30 Can we get a fourth room?  

-Darlene confirmed the availability of fourth room.

-Darlene confirmed that all rooms can be reserved in the main lodge.

-Darlene confirmed that our tax exempt letter is on file.

-Darlene will get us a code for reserving rooms on line.

b. We are doing the same number of breaks and same foods as last year.  We want to keep the same set up for the welcome reception.  The whole ballroom is open, both short and tall guest tables, vendors all along the walls.  Lodge is providing complimentary cheese platter and we are doing one drink ticket per person.  Darlene will provide us with printed tickets to put in packets when we arrive to set up that weekend.  Darlene confirmed drink prices have not changed (food prices have not changed either).  

c. Confirmed Monday Meals with Darlene
Wellness Break for breakfast.  This can migrate into first break.  We will add sodas and water to 9:00 break.  10:45 break:  we will replenish drinks and add granola bars.  This is a sponsored break.  Lunch:  Same salads as last year.  Santa Fe Chicken and London Broil.  Desert same as last year.  2:30 break:  Popcorn, sodas and water- same as last year.  4:00 break:  Beverages and cookies (will leave out popcorn if left from 2:30).
Confirmed Tuesday Meals with Darlene
Early Start Breakfast same as last year.  10:00 Break:  no food, sodas and water only.  11:15 Board Meeting(Marbella A&B ) - adding a boxed lunch.  Darlene said we can offer a variety of box lunch options and we can add the Portobello mushroom lunch for vegetarian option.  She was fine with getting our box lunch options 3 days prior to conference.

d. Confirmation of other conference set up items with Darlene:

Darlene is fine with our four season’s conference design. The Lodge will provide room signs as last year along with the same AV set up as last year.  Darlene agreed to make the stage smaller and bring it closer to the tables.  

Table decorations (last year we had 15 rounds of 8 tables). Darlene said they had Fall items.  She will check in Winter and other season items.  Darlene said they have baskets with greens we could use also.  Action item:  Melanie will be responsible for reserving rooms for our guest speakers (keynote and AACRAO)

Darlene confirmed with Melanie that she is in the suite this year.

Darlene approved an extended check out time for noon on Tuesday.

Gene and the Nominating Committee Discussion- 

Suggestions were made for nominating committee members- Need 4 year public, 4 year private, and 2 year

Confirmed officer positions that need to be filled:

President elect

VP for Programs

Webmaster is a three year appointed position

May also add an appointed Legislative Liaison

Suggestions were made for candidates of various offices:

President elect

VP for Programs

Webmaster

Dave agreed to continue the second year of Membership (since he had agreed to fill in this year)

V.        Membership Committee Discussion
Dave mentioned renewal time is June.  Notices need to go to the primary contact of each institution.  We did an email first and then did a paper mailing to those who didn’t respond within a certain time. Action item:  Melanie and Dave will conference call next week to pull out the database by FTP.  Action item:   Melanie will work with Dave to update/clean up database.  We need an electronic copy of the membership letter and forms.  Action item:   Brenda will check with Victor to see if he has the letter and forms.  September meeting we will review who has renewed as a member.

XII.     Expanding the features of our database.
We need a person with Access expertise to build out our database.  It needs to be a more complex relational database.  Our web person can build the interface once we get the database updated.   Action item: Brenda and Danielle will talk with their IT persons to see if either would be willing to contract this for a “nominal” fee.  Action item:  Melanie will e-mail Brenda and Danielle the list of what we need the database to do, so the IT people can give an accurate estimate.

III & IX.  Handbook and Legal Update-

Melanie filed our 990E Dept of Treasury form by the deadline.  Next year we won’t be able to do the short form.   Action item:  Melanie will begin to review what it takes to complete the long form.  Issue is that as the President name changes, we need to have an accurate list of what forms need to be updated with the name of the new President.  Action item: Melanie will be updating our state form prior to September.  Action item:  Melanie will work with Brenda to give the Domain name and the web developer our new credit card number.

Create a permanent contact for renewing services by using email address that we have for MACRAO President.

-Domain name needs to be renewed every five years.  

-Web developer is renewed yearly.

Action item:  Melanie will put handbook out on website this week.  Action Item:  All Exec and Committee members will review their sections and submit changes to Dawn by June 23.  Action item:   Dawn will pull Webmaster items out of bylaws and expand for handbook. 

Action item:  Any documents related to MACRAO and conference, please submit by email Melanie.  These will be added to the website.

Future issue:  Need to develop a records retention plan.  Scanned documents could help with this compliance.

Next meeting in Columbia, Brenda will host:

September 5th 10-2

We will not meet September 29th.

At the conference:

Committee interest meeting at Tuesday noon following conference.

Short Exec Board meeting follows to set meeting dates and list any new committee members.

