Graduate Division Alumni Association 

University of California, San Francisco

Minutes for meeting on July 11, 2007
Attendance:  Jenta Shen (Board member), Kate Nestor (PSA Rep), Julie Gaulden (GSA rep.), David Shewmake (former Board President), Nancy Newman, Art Strosberg (President) , Ann Nguyen (ann.cac.k.nguyen@ucsf.edu), Dan Keller (Secretary)
This meeting was focused on a single specific objective (the planning of our forthcoming event) and hence dispensed with the customary formalities and rules of order.  And the food was extra-good!

· What are our objectives for the event?

· Theme:  “Reconnect with classmates and campus…  This is a great school…  You worked hard here…  Reconnect!”

· Outreach to alumni, including (especially!) those who are not yet members of GDAA.  We hope to grow our membership.

· Provide an event of value to alumni.  At this event, they will see old friends, meet other alumni, have good food and drink, enjoy being on-campus once again, and renew their relationship with UCSF.  

· It’s not a reunion or a homecoming – those would be more elaborate and formal, with activities and presentations – but it’s the closest we’ve come to something like that.

· Jenta:  eventually we should have a reunion, and repeat it annually, perhaps coinciding with commencement.
· When shall it be?  
· We settled on a new date:  Saturday, October 6th, 2007
· Where?

· Nancy confirmed that the UCSF Alumni House is available and reserved it.

· What time shall it be?  
· The event will be at 4:30-7:30 pm.  Setup will start at 3:00 pm.  Cleanup will be 7:30-8:30 pm.
· Whom shall we invite?  
· This time, let’s have alumni only, not current students.
· Return to similar databases as referenced to generate mailing to 2K, in SF County and surrounding six counties) re April event at Mission Bay

· Let’s also invite:

· The new Dean (who will have been chosen and announced by then)
· The Graduate Division Department Chairpersons (roughly two dozen)
· The Chancellor
· The presidents of the other alumni associations

· Our own past presidents, including Wayne Settle and Victoria Hale

· Of course, the Significant Others of attendees are welcome, too.
· How many people do we expect?

· No way to know.  Let’s assume 50 at first, and adjust our order to the caterer as we see the responses to the invitations.

· Shall we charge for attendance and if so how much?

· Yes, let’s charge because people appreciate it more that way.

· Our anticipated cost is around $25/attendee.

· Let’s charge $10/attendee – that feels like a good price.

· We’ll accept payment by credit card on the web site and by check and credit card by return mail, and in-person at the event itself (at the sign-in table).
· Shall we have alcohol?  
· Yes.  Let’s have the caterer provide ice and coolers.  
· We’ll buy beer and wine at Trader Joe’s.

· We’ll pay for it with our B. of A. account.

· We or the caterer must provide cups and glasses.
· How much will it cost?  Caterer’s quotes:
· $1000 for 50 attendees (food preparation off-site) – choose this one initially.
· $1600 for 80 attendees (food preparation off-site)

· $1600 for 50 attendees (food preparation on-site)

· $2200 for 80 attendees (food preparation on-site)
· Plus whatever we spend on promotion
· Plus whatever we spend on booze

· Plus whatever we spend on supplies
· How shall we promote our event?

· Nancy will create a headline at http://ucsf.alumni.org
· We’ll send an e-mailing to all Bay Area alumni.

· We’ll send a paper mailing to all Bay Area alumni.

· In our promotion, let’s mention the high-profile attendees (if they’ll come) – Dean, etc. and especially UCSF’s first alumnus regent in 12 years.

· Dan:  promotion/outreach is our weak link.  We must find a way to convey the message that attending will be really fun and worthwhile.  Our membership is dwindling partly because we don’t communicate well.  For this event, we should promote with some pizzazz, e.g. with a good photo or image, a glossy mailer, mention the food, be clear that it’s informal (jeans), etc.  Let’s actually spend some money on design.  People recognize quality.
· Art:  my wife works in a stationary store and can create the mailer.  Let’s keep the cost down.

· Kate:  how about a postcard with colorful images?  Can we find a picture of Fac/Alum house with people partying?  That would convey the feeling of the event.  Kate’s cousin and b.f. can do the picture.

· Budget for mailer piece:  $750 for postage for 2000 invitations.  Say $1000 for printing?  Any budget for design or graphics (esp. for that mood-setting central image?)
· Nancy will draft the text.

· Art and his wife will create a PDF and mail it to us for comment.

· Who will sign off on the invitation?

· Name badges?

· Yes.  Nancy can print them.  (Raffle tickets will be attached to backside.)  Format of name badge:

	FIRST

Last

Year




· How to arrange the tables, serving stations, etc., in the building?

· Sign-in desk in the lobby.

· One bar, in the courtyard.  Two bartenders.

· Food inside, in the dining room.  One food server.

· Music?

· Play CDs on the house stereo.

· Podium?

· No, too formal.  Someone will speak, but in a less formal way.

· We do want to use a sound system with microphone, both for the welcome announcement and for raffle winner announcements.

· Run a projector on one side of the living room from a laptop showing UCSF highlights (where/whom to get the images?) or a movie about Misssion Bay.
· Raffle?

· Yes.  Give out the prizes from the last event, plus a few more.

· Have a raffle hourly (three in all).

· Deadlines:

· Next planning meeting:  Tuesday, Aug. 21. – if deemed necessary.
· All collateral received at print house Aug. 27.  Into US Mail Sept 4.

· Final headcount to caterer Oct. 2.

· Next regular GDAA meeting:  Wednesday, Oct. 3.

· Responsibility for tasks:

· Jenta:  wine

· David S.:  beer

· Nancy:  write the copy; run databases and note emails; arrange to have information plus registration instructions on the online alumni community at time of mailing; work with caterer; rent linens; arrange for projector and projected material; sound system. Balloons? Centerpieces?   Gather appropriate literature to have available; slide show presentation. 
· Dan/Nancy:  figure out how to hang the banner

· Kate and Julie: flowers

· Nancy and Ann:  run the sign-in table incl. name badges

· Art:  discuss design, paper and printing with wife

· Kate:  50 copies of Synapse on sign-in table; talk to bookstore manager about selling UCSF paraphernalia at a discount to our guests (popular!)
                                                      Submitted by Dan Keller                                                                                                                                                                                                    
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