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Board Meeting in San Antonio
December 16, 2013 
9:00-4:00 PM

In attendance: Philip Guerrero, Dana Mordecai, Brandon Lemley, Alounda Joseph, Stephanie Ozuna, Kathryn Meyer, Janeen Wood

I. Old, Continuing, & New Business
A. 	Property walkthrough/Courtyard presentation; assess size, appropriateness, and cost estimation
1. 	Contract to fulfill 45 rooms at state rate. If we do not fill with our people, then we at TxGAP are responsible. 
2. 	Release the block by May 22. We can get rooms for both king and doubles, but will set up for kings for now. 
3. 	Need banquet space, breakout rooms, second floor could host about 30 people in three rooms each.
4. 	TxGAP Summer Institute Budget (See sheet)
a. 	Food estimate needs to be around $4,200 for our part to waive the room rates. There is a sliding scale for what we are liable for with room revenue, based on per person
i. 	Breakfast buffet at $24
ii. 	All day beverages at $15
iii. 	Italian or deli sandwiches on a buffet at $28
iv. 	Cash bar or something similar about $80 
v. 	Total catering is about $82 a day per person. Much less than area hotels. 
b. 	Sponsorships needed to help us cover some of these costs. 
i. 	Maybe refreshment and breakfast at $700 
ii. 	Lunch at $1,500
iii. 	Total around $2,900
c. 	Expenses for venue, signage, promos, etc. 
i.	Venue costs were about $450 (3 rooms at $150 + one free)
ii. 	Audio/visuals about $160 with mics and projectors (Brandon getting a 25% discount on the projectors <maybe can get 50%>; mics are $30 to $40 per day).
iii.	Supplies, promos, signage about $400
iv. 	Credit card fees about $300
v. 	Total expenses around $1,310 
d. 	Revenue
i. 	Ticket sales at $150 per ticket
ii.	Sponsors at $2,900
iii. 	Less catering and less expenses = $9,500 
iv. 	So total revenue is about $8,400 with 100 people
v. 	This does not yet include if we pay for a featured speaker, projector costs, printing brochures, tote bags, etc. 
e. 	For guests, overnight parking discounted $2 a night, so $27 a day, plus tax. $15 for day parking
f. 	Special concessions:
i. 	One complimentary room per 40 picked up
ii. 	Rates honored 2 days before and after, so Wednesday through Sunday
iii 	One complimentary meeting room and 3 deeply discounted breakout rooms
iv. 	Complimentary podium, screen and high speed internet in the meeting rooms
B. 	Summer Institute
1. 	Review 2013 Survey results
	a. 	Most responses were very good to good, so we are on the right track with where we are going.
b. 	Some of the negative comments were more to do with our late agenda send out, small venue sizes, more healthy snacks needed, and the need to collect surveys for those who presented.  
c. 	Maybe use Survey Monkey with a QR code and have instantaneous results on a survey.
d. 	Most said they’d be interested in coming again (87%); region is always a concern for those outlying cities/universities; we will continue to rotate locations.
e.	What of networking lunches where admissions sit together, student services, marketing, etc? 
f.  	ACTION: We have people ready to serve, so Brandon needs to break those out and send to us.
g. 	Past preconference preferences: Multiple agendas in session at same time, one day over shorter or higher, location with either Austin or San Antonio, June as good as July, types of sessions they preferred, etc
2. 	Location - Picking Courtyard by Marriott
	a. 	ACTION: Brandon to OK for 40-45 rooms for contract
b. 	If don’t meet our catering level, then we are responsible for 70% of that cost. As well, we are on the hook for less now with catering at $4,200, rather than our $6,700 to $8,400 estimate
c. 	Go ahead and reserve the Thurs night reception area at about $1,000 ultimate cost (since does not cost us anything now), but let’s see what we agree to closer to the event; might release it
3. 	Date and agenda
	a.	June 12-13, 2014 works for most people
	b. 	Thursday: 
i.  	Meeting room all day Thursday that gets comped out
ii. 	Two meeting rooms Thursday after lunch (if we have pre-institute)
iii. 	Registration area in second floor pre-function space
iv. 	Reception space in case we hold event
c. 	Friday: 
i. 	Set second floor up as 3 rooms (40-90 per room); depends upon classroom or theater style
ii. 	General session set up on LL, Riverwalk level – breakfast/opening and lunch
iii.	Breaks in the pre-function space (hallways)
iv. 	Able to work with TV signage as opposed to cardstock; Brandon will find out cost, if any
4. 	Thursday Schedule
	a. 	Registration - 1:00-5:00
	b. 	Pre-Conference Institute – 2:00-5:00 ($40)
	c. 	First-Timers Session – 5:00-6:00
	d. 	Thurs Reception - ??
5. 	Friday Schedule
a..  	Registration and Check in – 7:00-8:00 (stuff bag with granola bar) ($150 member rate; non-member $175)
b. 	Breakfast – 8:00-8:30 AM
c. 	Opening Session w/ Speaker/Business Meeting – 8:30-9:45
d. 	Break  – 9:45-9:55
e. 	Session I – 9:55-10:45
f. 	Break – 10:45-10:55
g. 	Session II – 10:55-11:45
h. 	Break – 11:45-12:00
i. 	Lunch – 12:00-1:00
j. 	Break – 1:00-1:15
k. 	Session III – 1:15-2:05
l. 	Break – 2:05-2:15
m. 	Session IV – 2:15-3:05
n. 	Break – 3:05-3:15
o. 	Session V – 3:15-4:05
p 	Closing session – 4:15-4:45		
6. 	Keynote speaker – 
ACTION: We need to start looking now; we’ll ask for recommendations from the following:
i. 	ATGS (Assoc of Texas Graduate Schools) & NAGAP – Philip
ii. 	Council of Graduate Schools – Brandon
7. 	Theme – The Changing Landscape of Graduate Enrollment Management in Texas
	a. 	Changing the way we network
	b.  	Changing the way we recruit
	c.  	Changing how we think about student services and retention
8. 	Need an Institute Planning Committee
	a. 	Areas of responsibility set up by Dana last year (see Summer Conference Sheet)
	b. 	To include:
i. 	Marketing/communications
ii. 	Keynote speaker
iii.	Volunteers
iv. 	Presenters
v. 	Onsite logistics
vi. 	Event logistics
9. 	Sponsorships
a. 	Setting levels – Big question is what is the sponsor’s level of involvement in the conference rather than the amount of money.
b. 	Meals – We ought to give them an opportunity to get in front of the group for 2-3 minutes and then hold the opening session or lunch
i. 	Breakfast
ii. 	Lunch
iii. 	Refreshments
c. 	Bags
d. 	Pens
e. 	Giveaway (books, pads, portfolio)
f. 	Name badge holders
g. 	Program (ads)
h. 	Vendor presentations
i. 	Mobile application/survey
j. 	Welcome packet flyer	
C. 	Website Review
1. 	Outline desired functions and components of Wildapricot.com, a software of nuts and bolts
2. 	Discuss functional requirements
a. 	We skin it to fit our design and functionality 
b. 	It has a widget that reminds the visitor of unpaid costs or didn’t finish registering
	c. 	Numerous tabs that we can customize
i. 	We can set up different Payment options with Invoice me so they can pay by check and even by credit card. All this is handled by PayPal; it integrates with Paypal like we now do, but we can upgrade with a cleaner experience
ii. 	For contacts, we can set up advanced customizations that ask for info during the membership phase and we can import and export lists so our current list in real time
iii. 	Web tab is easy to update with page management and file management. 
iv. 	We can create Events with tags and members can register
v. 	Can visit Members tab to check on who is active, when dues are coming up so we can send out reminder emails, and more; it tracks membership with email addresses
vi.  It has a Finances section to work with QuickBooks or export to Excel for the treasurer
vii. It has an Email function to create groups and subgroups; doesn’t substitute for Mail Chimp; it updates in real time.  
viii. We can even create our own forms, say one for webinar info and to hold elections. 
3. 	Cost
a.  	Start at $25 a month for up to 250 people; maybe start with our 80 member list and another 100?  
b. 	Up to $50 a month for up to 500 people and it allows for more options; like adding categories under events and to save database searches 
c. 	Up to $100 a month for 2000 members or contacts
d. 	We can prepay and get a 10% discount
e. 	ACTION: Brandon will sign up with WildApricot.com and pay the $50 a month plan (not a contract for now) and see if we can add to our lists at a later time. He thinks he can get it up and going by mid-January. 
4. 	Marketing/Technology Committee
a. 	Divvy out responsibilities for new committee members to help update and maintain sections
	b. 	Someone helps with Blog section, another with Events, another with Members, etc. 
D. 	Calendar of events – 2014
1. 	Line out webinars and Institute date; plan website contributions from board
2. 	Monthly list:
a. 	January
8, 22 – phone call Wed @ 1:30 PM 
23: Webinar with Simplicity @ noon
b. 	February
5, 19 – phone call Wed @ 1:30 PM
??: Webinar with Corey
c. 	March
5, 19 – phone call Wed @ 1:30
??: Call for nomination of officers for Pres, Sec, and Communications
??: Webinar
d. 	April 
2, 16 – phone call Wed @ 1:30
	??: Electronic ballot sent off to members
April 30-May 3: NAGAP Conference
e. 	May
14, 28 – phone call Wed @ 1:30
f. 	June
12-13: Summer Institute
	??: Announcement of new officers
g. 	July 1: Officers begin new term
3. 	Monthly calls - Wednesdays @ 1:30; every 2 weeks starting Jan 8, then Jan 22
4. 	Website contributions
a. 	Communications committee needed - Blogging on our website 
b.  	We can repost articles to pass on to colleagues; post on our website and encourage interaction in a blog spot or sound off on it. 
	c.	For now, keep with the webinar format on our website and add to this element later
d. 	Maybe set up a framework that we each have a section we are responsible for: the President’s Corner, Hot Topics; Reposting articles; Q&A with someone; the Texas Perspective; Forum area that members then start filling out
5. 	Marketing schedule - Send an email each month, to include a top 5 reasons to attend the Institute
a. 	December - Save the date email
b. 	January - Save the date email
		- Top 5 reasons to attend - #5 Location
c.  	February - Registration open
		  - Registration open email
		  - Registration flyer
  - Top 5 reasons to attend - #4 
d. 	March  - Top 5 reasons to attend - #3
- Destination email
- Sessions now posted
e. 	April -	Top 5 reasons to attend - #2 
f. 	May - Top 5 reasons to attend - #1
g. 	June  - Attend
6.  Planning schedule – Jobs to complete to get this Institute moving
b. 	January - Call for proposals
c.  	February - Reminder: Call for proposals
		  - Feb 14: Due date
d. 	March - Mar 1: Notify presenters
	Mar 24 - Sessions posted
e. 	April - What you’ll get out of this
f. 	May - Don’t forget to register
g. 	June - 	Last chance to register
7. 	Conference Positions to fill
a. 	Email texts
i. 	Save the date - Philip
ii. 	Marketing Top 5 – Stephanie
b. 	Call for proposals – Dana
	c. 	Sponsors – 
Sponsor packet/flyer	



II. ACTION Items 
A. Philip 
1. 	Will ask at his phone call next week the steps to making a Constitutional change. Next month, Brandon can ask at the Professional Development Institute what others are doing and find out what our next steps should be in the fee structure. In the meantime, Kathryn will retype Article II in the Constitution to reflect the new considerations.
2. 	Start inquiring with groups to find a speaker. Reach out to ATGS (Assoc of Texas Graduate Schools) & NAGAP 
3. 	Holdover?: Reach out to Coordinating Board to locate a list of graduate programs in Texas and their representatives to promote TxGAP.
3. 	Holdover?: Mock up assignments for web content due dates for board members 
B. Dana 
* 	Plan for National NAGAP session 
C. Brandon
1. 	Help Alounda over the next few weeks with nonprofit status so we can pay filing fees, etc.
2. 	Break out the names of those who said they were willing to serve for the next conference; send to board so we can follow up.
3. 	Work a contract with Courtyard in San Antonio; OK for 40-45 rooms 
4. 	Start inquiring with groups to find a speaker. Reach out to Council of Graduate Schools  
5. 	Sign up with WildApricot.com and pay the $50 a month plan (not a contract for now) and see if we can add to our lists at a later time.
D. 	Alounda
1. 	Establish a basic budget outlining items with estimated expenses, leaving a basic budget minimum in our account to avoid fees and from which to build.
2. 	Establish a form to help members get reimbursed when we use our own funds.  
3. 	Finish 501 paperwork with Brandon’s help
4. 	Holdover?: Update current membership list with new attendees and see who’s paid; who’s not. Do we have an onboarding process to keep them interested?
E. 	Kathryn  
1. 	Take and type notes; reformat fall notes taken by Brandon in her absence.
2. 	Retype Article II in the Constitution to reflect the new considerations we discussed.
F. 	Janeen
1. 	Help with volunteer interest contacts to find a place for them
2. 	Something about an admissions piece/email?
G. 	Stephanie
[bookmark: _GoBack]*	Determine the February webinar and start outlining the next few 
H. 	ALL 
1. 	Holdover?: Admissions brochure discussion; determine distribution, audience, necessary components
2. 	Holdover?: Find new members! Who else is interested in serving on the board; elections coming
3. 	Holdover?: Think how TxGAP can help sponsor/plan for Lonestar Colloquium

Next teleconference call Wed, Jan 8 from 1:30-2:30 PM 
Brandon will send reminders
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