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East Bay Chapter Society for Technical Communication

Administrative Council Meeting Minutes

Date: Monday, April 21, 2008 

Time: 6:30 p.m. to 9 p.m.

Location: Pizza Shack at 2246 Oak Grove Road, Walnut Creek
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Voting Officers Present: Ann Adams, Helen Cheung, Jeanie Egbert, and Joe Humbert

Program Leaders: Ken Evans, Richard Mateosian, and Gwaltney Mountford


· Leadership & Upcoming Elections:  All

STC is changing the fiscal year. It will now run from January to December. For the remainder of 2008 (July to December), Helen agrees to remain as President until end of December. Elections for incoming leaders will be in October instead of May. Ballots will go out in October. Still need to look for incoming President and President-Elect for 2009. Following the new STC fiscal year will allow our chapter to be aligned with Headquarters.

· Community Achievement Award:  Helen

Helen submitted the Community Achievement Award form and supporting materials to STC Headquarters on Friday, 4/18. We are going for the Excellence category. We will find out if we when the award at the 55th Annual Conference in Philadelphia. Gwaltney thanked Helen for her efforts in putting the paperwork through.

· Rechartering Plan:  Helen

Helen sent the Strategic and Rechartering Plans to STC headquarters in March. Plans posted on our chapter website and eblast sent to members. So far we have only received feedback from one member.

· Treasurer’s Report:  Joe

Our current balance is approximately $500 less than what we started with in June 2007. We are doing okay. Joe is looking into opening an ING Direct account with the money in our CD. Joe to find out what the penalty is for taking money out of our CD and if it is worth investing it in an ING Direct account. Richard Mateosian will email Joe the steps for running a Treasurer’s Report from STC’s system. The report verifies how much money our chapter has received from STC so far.

· Late Registration Policy:  All

Currently, if we have 25+ attendees, the Crow Canyon Country Club (CCCC) will serve a buffet. Jeanie to check with CCCC on pricing if we guess above the number of attendees that sign up. We will continue to allow walk-ins. We will continue to charge $24 as the Early Bird rate up until the Thursday before the meeting. On that Friday, the price goes up to $26. Joe to disable the $24 button on our website. Any drop-ins on the day of the meeting as well as non-STC members will pay $28 at the door. This new policy will take effect on September 2008.

· Speaker Gifts:  Ann

Ann will purchase $15 Amazon.com gift cards for the speakers this year.

· Door Prize for May Meeting:  Ann

The May speaker's book on Word is $13 hardcopy. We will purchase two of the books and give them away as door prizes at the May meeting. Gwaltney to order the books from the website (lulu.com)

· Webinar Update:  Joe

The Webinar Committee tried testing the Genesys software but had problems. The group will get together and try another test run.

· Newsletter:  Joe & All

The newsletter is going well. Joe has not heard back from STC regarding the newsletter competition results. Need to put in the newsletter that chapter elections are moving from May to October.

· Volunteer of the Year:  Helen & All

We nominated Joe Humbert to receive this much deserved award for all his hard work and dedication this year. Joe will receive STC membership for one year.

· Acknowledging our Volunteers:  Helen

We will pass out certificates as we did last year at the June meeting. Richard will ask Patrick if he can help us generate the certificates as he did last year.

· Partnership with local chapters (Berkeley and SF):  Gwaltney & All

It was suggested that we consider having a joint newsletters and website with Berkeley at some point in the future, possibly work with San Francisco and Silicon Valley. We should also leverage chapter functions and activities but hold separate meetings. Explore with Berkeley leadership over the next few months. We need to start thinking about how we can implement this idea over the summer. Perhaps implement in September. 

· Recruit Volunteers:  Gwaltney

Come up with small specific and finite tasks that we can get volunteers to help with. For example, plan a program or do a presentation.

· June Program:  All

We will honor our volunteers for the year and for the program, we will have conference attendees do a brief 15 minute presentation (“Conference Nuggets” – Talk about three things that stood out about the conference, pass out any conference materials, and Q&A session). Presenters: Helen Cheung, Judy Herr, Gwaltney Mountford, and others that attended the conference.

· Acknowledging Senior STC Members:  Joe & All

In our newsletter, we will have a section on “Acknowledging our Members.” In this section, we will list members that became Senior STC members. Agreed that we will not pass out pins or small gifts.

· Action Items & Next Steps:  All

· Gwaltney – Order two copies of the May speaker's book on Word. 

· Richard – Follow-up with Patrick to see if he can help us create certificates for our volunteers.

· Jeanie – Verify cost with CCCC (what happens if we guess above the number of attendees that have signed up.)

· Joe – Determine if it is worth closing the CD and opening an ING Direct account. Is the CD penalty worth it in the long run?

· Ann – Purchase Amazon.com gift cards for the speakers we’ve had this year.
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