UNIVERSITY OF HAWAI’I AT MANOA

CAMPUS CENTER BOARD

Activities Council Meeting

Monday, July 11, 2011
Campus Center Room 203B at 1:00 pm

	Members Present
	Members Absent
	Advisors Present
	Staff Present
	Staff Absent

	Alice Chow
	Ryan Daley
	Laura Shimabukuro
	Tracyn Nagata
	Alexa Donovan

	Timothy Chu
	Melissa Hrysyzen
	Stephanie Welin
	
	

	Jeffery Kwock
	Shekinah Landicho
	Elham W. Yilamu
	
	

	Amy Lee
	Damian McPherson
	
	
	

	Grant Ponciano
	Elisabeth Seamon
	
	
	

	
	Caitlin Towner
	
	
	


I. Call meeting to order at 1:08 pm.
II. Welcome

A. Stephanie Welin – Associate Director of Programming, Activities Council Advisor, Campus Center Board Advisor.

B. Introductions from AC students and staff.
III. Unfinished Business

A. Minutes – Monday, June 6, 2011

i. Corrected and approved.
B. Summer Events

i. Summer Nooners

1. Derek Asato will be performing on July 13 and 20.  Both performances will be held under the farmer’s market tent, near the backside of Campus Center.

a. Sign up for the following dates to help from 11 am – 1 pm.

b. Table set up (2nd floor of CC) – promote AC and events.  
i. We will be testing the popcorn machine, handing out surveys and promotional items (if they are in).
c. Volunteers – please pick up supplies from AC office (Hemenway 111) before the event.  
d. Surveys

i. Facebook poll update – Jeff

ii. Table at Campus Center

1. Figure out when members are available to help with promoting AC and find out about event interests.

	Dates
	Volunteering AC Members

	Derek - July 13
	Ryan, Alice

	Derek - July 20
	Ryan, Amy 


C. Upcoming Year (Fall 2011 – Spring 2012)
i. Welcome Back Bash (8/26/11)
1. Lead – Grant
ii. Movie Nights (9/2/11, 9/9/11, 9/16/11, 9/30/11, 10/28/11, 11/4/11)

1. Lead – Alice, Grant

iii. Bingo and Board Games (9/2/11)

1. Lead – Elisabeth

iv. Create-A-Bear (9/16/11)

1. Lead – Alice, Amy

v. Rockin’ the Roots (9/23/11)

1. Lead – Melissa, Ryan

vi. Monte Carlo Night (9/30/11)
1. Lead – Caitlin, Tim

vii. Karaoke Night (10/7/11)

1. Lead - Shekinah

viii. Manoa’s Got Talent (10/14/11)

1. Lead – Grant, Ryan

ix. Homecoming (10/21/11)

1. Lead – Grant, Jeff

x. Texas Hold’em, Board Game and Bingo (10/28/11)

1. Lead – Melissa

xi. Recycle Runway (11/10/11)

1. Lead – Damian, Shekinah

xii. Fall Comedy Show (11/18/11)

1. Lead – Amy, Caitlin

2. Budget for 2011-2012 ($20-25k for Manoa Laughs for comedian(s).)
3. Decide on Fall Comedy Show comedian.

a. Alexa’s suggestion: Jo Koy

i. No longer available on November 18th.

ii. Possible change in date – November 4th
4. Decide on alternative comedian.

xiii. Taste of Manoa (12/1/11)

1. Lead – Damian

xiv. Cram Jam (12/12/11 – 12/16/11)

1. Lead – Caitlin, Shekinah
xv. Aloha Bash 2012 (4/27/12)

1. Lead - TBD

2. Budget for 2011-2012 ($40-45k for Aloha Bash for performer(s).)

3. Decide on Aloha Bash band or performer.
xvi. Zumba (Date – TBD)

1. Lead – Melissa, Tim, working with Bree from the Leisure Center

a. Zumba classes with the Leisure will be starting on September 7, 2011 and ends on October 5, 2011.  Then classes begin again on October 19, 2011, so Bree suggested that if we do plan for a Zumba night event, we should schedule it before the classes begin, so if they become interested in taking Zumba classes, they can still sign up.

xvii. Winter Ball (12/2/11)

1. Lead – Amy

2. Updates and Report

a. Elisabeth – DJs

b. Grant – Mystical Sound Productions
IV. New Business

A. Co-Sponsorship – Career Fair – (10/25/11 & 3/6/12)

i. Vote on proposal.

1. Proposal approved.

ii. Lead – Grant (main contact) and Tim

1. Look over the new proposal and a co-sponsorship letter will be created.

2. Double check to see if the banner is still being requested.  If so, adjustments need to be made to the newly submitted proposal. 

B. Wellness – Hip-hop Night

i. Updates and report – Bree from the Leisure Center

1. The Leisure Center does not offer a hip-hop dance program, but if AC is interested in any of the other programs that are available, please let Bree know. 

C. Event Planning

i. *Each event will be assigned an advisor, so each lead will be able to receive direct help from one main person for each of their events.*
ii. Example of how to plan a specific event step-by-step. (e.g. Monte Carlo Night)

1. Refer to Program Planning Folder

a. Lead – fill in the name of the lead of the event.

b. Program Title – fill in the program title of the event.

c. List of goals for activities planned (What you want to achieve): (e.g. To create an alternative late-night programming event for college students where they can participate in healthy and safe activities.)

d. How do you plan to meet these goals (list objectives) – (e.g. Plan an event where students can enjoy a Las Vegas and casino type of environment without gambling or any consumption of alcohol being present at the event.)  

e. Program location and time: Be sure to reserve the venues for your events.  Jeff has reserved majority of the events, but make sure you double check with him and the advisors on the time, location and venue reservation of your event. 

f. Alternate Location: Consider the number of people the venue can hold.  Make sure you reserve both locations (first and second choice) for your events just in case of emergencies or weather conflicts.

g. Type(s) of food and drinks, amount and cost:

i. Depending on the event, the type of food may be different, but in the past we’ve done discounted food for several events. (e.g. discounted Subway sandwiches and cookies, Jamba Juice, pizza, tacos, etc.

ii. Remember to look at your budget and how many people you are planning to expect at your event.  

h. Program Timeline (brief outline of program content in the order of occurrence):

i. Create two timelines.

1. Timeline of the things you need to get done and due dates until your actual event date.

2. Timeline and schedule of the day of your event. (e.g. If you need equipment to be set up, what time does that start?  Are you having food, what time will you start selling?  If you are having entertainment, what will the line-up be and the times of the performances?)

i. Methods of Publicity:

i. If you are creating banners, flyers, etc. for your event, you need to put in a work order with Emily Morihara.  Her office is in 211B.  Please refer to your Marketing and Graphics handout. (Remember you want to plan ahead, so leave about four weeks before your event at the latest to send in a work order to Emily.)

ii. Grant and Shekinah are the webmasters for the Facebook page, so if you have any updates or announcements about your event that you would like to make to the public, please let one of them know.

iii. Email Blasts

1. This also takes about two weeks to process, so plan ahead and leave about four weeks before your event at the latest.

2. Draft up an email and talk to an advisor about sending an email blast. 

iv. Kaleo Ad

1. This takes a lot of time and preparation, so it’s important that you start early and you know the finalized information that you would like to include in the ad.  For this a graphic design needs to be made and other paperwork needs to be completed, so this will take more than four weeks.

v. Website – Currently in the process of getting access.  

vi. You are not limited.  There are other forms of publicity that you may use to advertise your events.  Please be sure to communicate with the chairperson, council members, staff and advisors before moving forward.

j. Budget based on the following needs:

i. Performer/Presenter

ii. Equipment rental and Tech support

iii. Publicity

iv. Food/Refreshments

v. Facility Rentals

vi. Security

vii. Proposed Budget

viii. Miscellaneous

1. Refer back to your budget handouts and look at the estimated budget for your event.  You need to take this into consideration when planning your event. 
k. The Details (Include Timeline)

i. Describe your event in detail and this is where you would explain any information that was not included in the other planning areas.
D. Leadership Presentation – Jeff

E. Budget and Fiscal Documents

i. Overview by Laura.

1. Refer to the budget handout that is color coordinated.  The boxed area that Laura marked on the budget are the four main categories that the Campus Center Board Activities Council expenditures fall under. 

a. Educational Support

b. Cultural Activities

c. Recreation

d. Personal Wellness

2. Estimations for this year were made by looking at last year’s budget and how much was spent based on last year’s events.

a. E.g. Welcome Back Bash

i. Subcode: 7100 (services on fee basis – any type of service you have to contract out)

1. $6,000

a. e.g. paying for the band and/or performer, security, porta potty
ii. Subcode: 3300 (food)

1. $1,500

3. Process for purchasing items.

a. Get a quote from different vendors to get the best price for the item or service.

b. Create a requisition – done by Alexa or Tracyn.

c. Summit a requistion, gets turned into the Fiscal Office, generate a purchase order.

d. Once a purchase order in generated, the person who will get it back and they would provide the vendor copy to the vendor.

i. Purchase order copy - Gives the vendor reassurance that we have money to pay for the item because we went through the Fiscal Office and approved for the money to be used from a certain account.

e. Once you receive the items you ordered or the services are provided, receiving report needs to be 

f. SuperQuote – same process (used for events such as Create-A-Bear, Monte Carlo, Aloha Bash) 

i. Get a quote.  

1. Needs to be left on the website for about a week, so vendors can bid.

ii. Submit requisition.

iii. Fiscal Office generates purchase order.

iv. Give vendor copy of purchase order.

v. Items are shipped/delivered or services are provided.

vi. Receiving report needs to be turned in into fiscal, so the vendor can get paid.
4. AC members – Please look over and read the documents that Laura passed out.  You will get a better understanding of the budget and fiscal documents when you start having to fill out and assist with the paperwork and while planning your event.

V. Advisor’s Comments
A. If you are unsure on what to do for your events regarding planning, fiscal documents, budget, etc., please ask questions and see one of your advisors.
VI. Reminders

A. Next Meeting 
i. Monday, July 18, 2011 at 5:00 pm to 6:00 pm in Campus Center 307.
VII. Meeting adjourned at 2:47 pm.
