Nashville Steering Committee Conference Call

March 3, 2005 

1:00 p.m. Pacific / 2:00 p.m. Mountain / 3:00 p.m. Central / 4:00 p.m. Eastern

Present:  Jackie Biron, Joan Adams, Leslie McIntosh, Amy Hunt, Katie Mantooth, Nora Cargo, Matthew Underwood, Heather Fox, Arturo Elizondo

I.    Call to Order & Welcome (Jackie) 

A. Hotel Information Update

Jackie feels that the hotel arrangements are coming along well.  Corrections to the reservations have been made via our hotel contact.

B. Budget

Jackie sent proposed conference budget (based on $300 registration fee). She does not feel a need to raise the fee this year.  As a Committee, we need to be cautious in order to ensure that both NSEA and region come out ahead.  At the same time, we want attendees to feel welcomed and that the conference was handled professionally.

II. Publicity Update (Heather)

A. Listserv publicity will begin March 14

B. Flyer to each region for newsletters & regional conferences- two changes will be made (add 31st annual conference and spell out Southern Association of Student  Employment Administrators)

C. Web Sites (NSEA & SASEA) will be linked and updated with conference logo and up-to-date information 

D. AACRAO Transcript- info will be sent mid-March as well

E. E-Postcard- in progress; these will be sent to all members

F. Heather will contact Susan LeBow about sending out info on other listservs

G. Heather will send flyer/information to Regional Presidents to share (via regional conference, newsletters, etc.)

H. Heather will send info to Katie for NSEA Newsletter

I. Paper post card- in progress; these will be sent to non-member institutions

J. Non-Member Institution Mailing Labels- Arturo/SASEA will get list/labels to Heather by April 15, 2005 for mailing by May 1, 2005

K. Registration Packet- Joan will have registration information available beginning in May (paper and pdf via web).  Registration packets are sent only to members. Registration form will be streamlined to make all fees clear (SEE, conference, regional membership, NSEA membership, etc).

Heather will modify flyer for front of registration packet and send to Joan by the end of March.  

III. Schedule (Katie & Amy)

A. Review Template

Jackie led review of conference agenda by day. Discussion on timing of keynotes, federal update, t-shirt exchange, and awards.  Goal: spread the fun!

Idea- incorporate t-shirt exchange into a general session.  Amy and Katie will look into this as a possibility.

B. Room Assignments/Tracks Discussion

Challenge: separation of session rooms by floor.  Idea: sessions by track in rooms.

C. General Sessions

1. Key Note Speakers- Objective: Look within ourselves as individuals/professionals. Seeking interactive sessions.  Discussion on costs and expectations. Amy will send links to websites of potential key notes. Key notes are important in our promotions as well as ensuring we book our preferences.  Decisions to be made by April 15, 2005.

2. Federal Update- Sharon and Shelley have agreed to present, Amy and Katie will notify them of day/time.

3. Thursday- We need a strong program to close conference and make it worth attendees’ while to stay.

D. Luncheons (see notes under VIII. Menu Choices & Food Planning)

E. T-Shirt Exchange- tabled for discussion at a later date (depending on possibility of incorporation into a general session)

F. Special Meetings

1. Moderators- Moderator Chair will facilitate 

2. New Comers- Jackie will lead/facilitate this meeting

IV.  Call for Program (Katie)

The Call for Programs will be an on-line form that will be sent to Katie electronically (per Myrtle Ching-Rappa and David Neely).  Proposal deadline May 15, 2005.  Katie will modify the draft presented to the Committee and send to UH.  Katie will send an e-mail to all members to include invitation to participate, flyer, program ideas (tied to tracks) and web link. The Call will be sent April 1, 2005.

V.  Sponsors & Exhibitors Update (Matthew)

We have identified 3 prospective sponsors at this time (Foresite, CSO, SuccessTrack). Matthew will mail prospects using letters provided by Jackie.

All Please send any other ideas to Matthew.  

VII. Silent Auction/Community Service (Jackie)

Leslie will identify a local charity for our project.  We currently do not have a Community Service Chair. Jackie will call for volunteer to Chair to listserv.  

Silent Auction- forms from previous years are available.  Heather will assist with silent 

auction.

VIII.  Menu Choices & Food Planning



Jackie & Leslie

A. Report of voting ($16,500 minimum)

B. Discussion – time (buffets), menu, special diets, etc.

Food is very reasonably priced at this hotel.  Discussion on buffet, concerned with time.  Leslie will talk to hotel about how long it might take to send 200 people through a buffet.  Joan will need cost for guest meals (to include in registration form).  Preferences: no heavy sauces, no seafood.  Idea- buffet on silent auction day, plated lunch for awards. Goal: food under $115 per person for conference.

C. Breaks – Executive meeting package seems like a good deal.

IX.   President’s Reception (Matthew, Jackie & Arturo)

 The third floor of Wild Horse Saloon has been reserved.  Concern: being able to address

 the group- all we really need is a Welcome address.

 Getting there- the Wild horse is 3/10 of a mile from hotel.  Possibly look into hotel doing a

 shuttle service for us for those who may have trouble getting to/from site.  

 $150 has been sent for the room rental; $200 has been sent as deposit but will apply

 towards our food purchase.  Attendees will purchase own drinks, we will provide hors

 d’oeuvres.

 Matthew will look into possibly getting a line dance instructor.  

 Arturo and Jackie will decide food menu (Presidents).

 Discussion on first floor v. third floor for Reception- preference food on third floor, other 

 activities first floor. 

IX.  Conference Gifts Discussion & Ideas (Nora)

 Breakout speakers/Committee Chairs- gift card for Barnes and Nobles or Borders ($15)

 Keynote/General session speakers- gift card for Barnes and Nobles or Borders ($20 or $25)

 Attendees- key chains, nothing breakable, laser pointer pens,

 Visitors bureau- plastic bags?  

 Goodies- ALL Committee members are asked to bring 200 of something (school give-

 aways, pens, stress balls, other promotional items etc.) for conference bags

 Budget:

 $ 600 committee/presenters 

 $ 1500 participant gifts

Reported by Nora Cargo

March 3, 2005

