








































































2006 CONFERENCE PLANNING COMMITTEE

                                            MINUTES OF THE 3-9-06 MEETING

                                   REGENCY SUITES GREENBAY, WISCONSIN

PRESENT: Margaret Schmitt, Ted Prange, Deb Jacobsen, Kathy Brown and Cheryl Woltman

MINUTES: Minutes of the 2-9-06 meeting were mailed to committee members and approved as submitted.

TREASURER’S REPORT: Janet e-mailed members her report, approved as submitted.



CORRESPONDANCE: Will be presented through the day where applicable to topic of discussion.

Margaret shared with the committee the autographed Green Bay Packer football she got for the raffle. Committee decided to encase it in some type of protective box- people will be on the look-out for pexi-glass case seen in sports stores.
SPEAKERS/WORKSHOPS: Kathy passed out hand outs with entire conference on it and what workshops are when and where. Committee went through all the meeting rooms again to see where things will be set up and what works best where.

Back-up plan made in case Norm Brickl fails to return his contract and workshop agenda.

Kathy passed out another handout with the speakers’ costs and their requested equipment lists.

Committee members and Executive Board members will be signing up to monitor various workshops, make the speaker introductions and to hand out certificates at the end of the workshop.

Thank you cards for speakers and their payments discussed.

CONFERENCE OUTLINE: Kathy is going to printer next Tuesday to get the registration booklet done. It’ll take 1-2 weeks at most; ODC will do mailing by end of March.

Kathy has the colored paper for the workshop certificates.

Paula is checking on the ECU’s for each workshop.

Discussion as to what color evaluation forms of the overall conference should be. Kathy is making a box for the completed forms to go in at the end of the conference.

There are approximately 1474 on the registration disk- this does NOT include vendors, schools, CMI’s, DSS departments- that puts possibly mailing total at 2030.

Details for meeting room set-up and equipment lists need to be in to hotel one month prior to event.

There will be an awards table.

Kathy will check with the Tourist Bureau (Patti) to confirm dates. Per hotel rep Jennifer, Patti calls in to the hotel to request her own table set up so we will not need to request that.

Edie has volunteered to be the photographer once again for the 2006 Conference.

Banner discussed- Kathy will show Cheryl to see what sewing is required and what idea are we going to do for this year.

LAYNARDS: Kathy spoke with Kevin and he can charge them- the planning committee will then pay him. Kevin will order. The name cards will be pre-printed only if participants’ mail in registration form mailed in timely.

MEALS/BREAKS: Went over final menu one last time as it needs to get on registration form in the booklets going out in the mail. Fish entrée added to banquet night choices (mahi-mahi). Final count needs to be in 72 hours before the event .One break will be in the convention center area, the other two will be by the meeting rooms.

Homme Home and Libertas are our 2 paid breaks.

DWD is co-sponsoring the conference and will donate $500.
ENTERTAINMENT: Sharon Woefel-Nett is checking into the possibility of a golf outing.

For those arriving Tuesday night, it was decided that folks can just plan their own activities. There is the social hour in the atrium and there are a few places to eat within walking distance. Jim has refreshments from last year’s hospitality room as well. Committee will be working on getting packets made up for registration desk Wednesday.
Theme night discussed and what attire to wear.
The DJ is set for the two nights.

Bucky and Becky: their adoptions to take place on theme night. Ted has to dress Becky in theme garb for this year’s event.

Table decorations are set for theme night. Just need fresh plants for inside the “cows”. Cheryl will do the paint touch ups if needed to the “cows” as well and add the cow-bells. Cheryl will mail out a special thank-you to the vendor who donated all of the “cows”. 

Ted will be working on some fencing for theme night.

Margaret will contact the in-house florist and see if she can meet with us in April. Will need flowers for Past President’s luncheon- on tables and corsages. Fresh flowers for Thursday night banquet on tables and for the award winners. Also need for conference planning committee members and Executive Board.

Discussion about how many should be seated at the dinner and lunch tables so that we are not cramped.

Kathy is working on special invitations for the Past Presidents lunch to give a more personal touch.

VENDORS: List of vendors Fred has gotten so far was passed out. He continues to work on getting vendors very diligently. Follow up letters going out as well.

MEETING WITH HOTEL REP: Jennifer met with the committee- several points discussed from above topics- the remaining highlights of the meeting are:

Can we get a week-end or overnight stay(s) at use as a “giveaway”? Jennifer will check with the General Manager and get back to us- it is pretty do-able….
All work-shop signs are pre-printed at the hotel

By end of April meeting we told Jennifer the committee would have the meeting set up done.

New in the hotel is the scrolling marquee of events happening at the hotel.

Went over banquet menu. Discussed options for the breaks and cost.

If people are going to be using agency vouchers to pay for their stay foe conference, it is best that they mail those to the hotel in advance. 

Committee will meet again with Jennifer on April 28th in am

SCHOOLS: Deb has been in contact with UW Green Bay and there is some positive interest and the person she spoke with thinks some of the students may attend. No reply for UW Milwaukee.

PROMOTIONAL ITEMS AND FREEBIES: Linda Sweet has done a fantastic job rounding up items for the silent auction. We will be giving out Barn Bucks or something similar to the workshop participants. These will be in various denominations and colors. Participants can then use them to “bid” on items through a “silent” bidding process. Boxes will be set-up with bidding slips by the donated items for participants to drop their bids in. Committee members will then go thru the bids to find highest bid and it will be announced on Friday and participants will then need to “pay” to receive the item.

Portfolios were discussed as “giveaways” to every conference attendee. Cheryl will order various free samples that the committee looked at in a promotional catalog.

BUTTONS/RIBBONS: Kevin is handling nametags for the lanyards. Kathy turned all the ribbons over to Cheryl for “pin placement’.

OTHER ITEMS OF INTEREST: Kathy made an announcement that Kevin will be mailing out letters to people who were elected this years award winners. They will need to get their bio and a picture into Kathy by a certain date that is outlined in the letter with other info.

Liaison packets going out in April

ITEMS FOR 4-27 AND 28, 2006 MEETING AT THE REGENCY SUITES IN GREEN BAY:

Review of any outstanding issues.

Booklet and dedication

Award winners and pictures/bios.

Thank you cards for sponsors.
Respectfully submitted,

