Convocation Committee meeting August 3, 2009 2-3:30pm
Minutes

Present: Jennifer Harrington, Brian Keith, John Nemmers, Jane Pen, Beth Zavoyski
1. Team updates

Game – John is revising the PPT based on the rehearsal last week. Stephen will run the PPT during the event. He can get the key to the computer on the day of. John has the buzzers, which he’ll give to Beth. We still need two additional people to play on the Admin team. Pat and Betsy have said no. Tara and Shelley have not responded. We can ask Judy to talk with Wallace.

Food – Stephen reported via email: “I’ve asked Hikaru to price things out at Sam’s Club, which will finish our pricing.  I also asked her to go ahead and schedule a meeting of the food group either tomorrow or Wednesday.  Jennifer has put together possible extra items from Publix and after we meet either Tuesday or Wednesday we’ll have a final budget put together.  Last year Christine did last minute pricing on Sunday, I’ll do that this year taking into account the sales items for the week and modifying the budget to fit.  After we meet this week Hikaru or I will talk to fiscal services and put the order in for all of the platters.”

Decorations – Barbara is working on the Greatest Hits posters. There will be between 5-7, including the staff change posters Brian is working on. Melody is taking care of the Harmony Gardens plants. Stephen reported via email: “We can pick up the plants on Wednesday the 12th for setup (before 1:30).  I’ve requested 10 since we have two trucks and they said last year they were able to take 5 in one truck.  The work order number is 1185201 and that’s 10 palms with baskets for the 12th through the 14th (since they are also due back by 1:30).” John will check with Facilities to see if they can drive the open bed truck instead of using the vans.

Door Prizes – The team is collecting prizes this week, and John will update the PPT with list of donors. John will create a sign for the door prize table thanking donors. He also will print entry slips for people to write their names on, and find/make a box or basket for the entry slips. We decided that people do NOT have to be present to win door prizes.

2. Room Set up

Food will be on the east end of the room. Desserts will be along the south wall near the exit door. The door prize table will be on the north wall so that people can sign up while in line (the line will snake along north wall). Posters can be hung on the end of the stacks with magnetic clips (Facilities has these). Exhibit posters can be put in windows and book shelves around the room. 

3. Program

Brian is creating a PPT for the program that will have slides for Bonnie’s talk on staff changes/milestones, as well as slides for other speakers on the program. If the other speakers want to send Brian bullets he’ll include them. If not, he’ll just a slide with their names. The PPT also will have slides for the employee awards (these already are in the Greatest Hits PPT). John will confirm the speakers and discuss their talking points with them. The entire committee will review and finalize the program (I’ll send that in a separate email).

During the awards ceremony Judy should probably discuss why the people won the awards rather than just reading their names. She could read from their nomination submissions. John will discuss this with her this week. Also, John will remind Ben about trying to have award winners present during the ceremony.

As emcee, Jay should stress that we received hundreds of submissions and that there is no way we can cover all of the accomplishments during the program, please excuse mistakes/omissions, etc.

4. Kitchen/Supplies

The supplies are in closet beside the exhibit gallery on the 2nd floor (unlocked, but check with Facilities or Mil Willis in Special Collections if locked). Use the supplies labeled as ERC supplies. Misty in Admin has the key to the kitchen.

5. Other

To do list before the event:

Send reminder to All Staff with call to volunteers - John

Give the game buzzers, dry erase boards, and printouts for Feud to Beth – John

Ask Rob in Facilities if they can drive the truck to pick up/return the plants – John

Make door prize entry slips and box/basket/bowl for entries – John

Collect door prizes – Door prize team

Update PPT with list of prize donors – John

Create sign for door prize table thanking sponsors – John

Make PPT for the program – Brian (possibly with submissions from speakers)

Review and finalize program – Convo committee

Confirm speakers and discuss their talking points – John

Discuss awards presentation with Judy - John

Send game instructions to players, Matthew and committee – John

Purchase supplies and foods that can be purchased early (e.g., table cloths from Dollar Store) – Stephen/Hiakru/Food team

To do list on Wed:

Pick up plants from campus – Facilities/Decorations team member(s)

Pick up plants from Harmony Gardens – Melody/ Decorations team member(s)

Pick up exhibit posters from John's office - Beth/Joyce

Set up room: Decorations team with help from rest of committee

To do list on Convo Thursday:

Get key for kitchen from Misty in Admin – Hikaru/Stephen

Get key for computer from IT – Stephen

Bring game buzzers, dry erase boards, and printouts for Feud – Beth

Start GH ppt – Stephen

Purchase food/food prep – Stephen/Hikaru with help from all committee and volunteers

Bring prizes, door prize entry slips, and box/bowl to 1A and set up on the prize table – Joyce and others

