STCWVC Admin Council Meeting Minutes

Date: February 22, 2007

Location: Joanne’s house in Beaverton

Attendees: Joanne Wakeland, Mabel Lee
Called to order at 6:30 p.m.

The minutes of the last meeting were accepted pending a tiny change. 

Treasurer’s Report – Leah Goodman – not present- emailed in advance

Profit and loss detail, January 27, 2006 – February 22, 2007

Income

Job List
$50.00

Dues Rebate

$2,250.00
Total Income
$2,300.00

Expense

Admin council meeting

$145.00

Competition

$1,885.60
Total Expense
$2,030.60


Net Income
$269.40
Account Balances

Checking Account
$3252.37.22
(To be $5502.37 upon rebate deposit.)

Market Rate Savings Account 
$6006.08

We received our 2nd dues rebate check from STC Int’l.

Discussion

Joanne wants more details, such as account balances, and Mabel asked about the missing Admin council dinner expense (now received from Leah and included above). 

Program Report – Sue Kloster – not present – emailed in advance

The March meeting will be at Mentor Graphics. We'll be doing a networking question of the month and serving desserts. Lisa Swallow will present on wikis.

Sue decided to charge less to see what kind of survey comments we get ($5 for members and $10 for non-members). We might do well to stick with free/cheap venues and local speakers to keep the admission cheaper.  It’s something to think about.

The April meeting speaker will be Dana Chisnell, but she can't fit in a workshop. Meeting at Tektronix and networking at New Seasons is the plan. We'll have to pay for airfare and lodging, so the price will be higher again.

The May meeting features Amber Swope on DITA.  Right now PSU is the planned venue, perhaps with no refreshments.  Or perhaps we could do a sheet cake with a DITA theme.  Feedback is welcome.

The June meeting will be volunteer recognition. Sue wants to try something fun at The Old Church, possibly Tech Writing Jeopardy and Chinese or Thai for dinner.

Feedback is welcome on all of the upcoming plans.

Hospitality Report – Dave Thompson – not present – emailed in advance

The banquet attendance breakdown was:

Judges 
23
Entrants
15
Members 
7 
Non-members 
9
Officers 
2
Students 
3  
Total 
59 
out of 60 RSVPs
The upcoming meeting on wikis has generated a lot of interest; 10 people have already RSVPed.  Dave has heard discussion about it at Tektronix too.

Web Report – Rachel Houghton - emailed

They dealt with the emergency domain name registration issues on 2/12.  The current status and recommendations are:

· Domain name registered for one more year, through Tierra Net ($16.00)

· Current administrative contact is Rachel, with her email address as primary email, and the webmaster email as secondary (due to domain name issues, the webmaster one was bouncing, and to change the password to allow updating the administrative stuff).

· When Maralee takes over webmaster duties, administrative contact information will be turned over as well. At that time, Rachel suggests that Maralee change the primary email to the webmaster account. 

· There should always be two email addresses (primary and secondary), so that expiration/renewal does not follow through the cracks again. A previous admin contact never got notice of expiration/renewal because her email address was the only one provided, and it was out of date.

· Rachel suggests using the webmaster@stcwvc.org email address and the webmaster's personal email address (or an email created specifically for dealing with the web site).


The web site was updated on 2/16.  Besides the usual, these things were changed:

· Competition winners for 2007 page, and competition winners archive page

· Officers and Managers page (added Wes K to 2nd VP, Garret Romaine to Mentoring Coordinator, Ron Kurtus to CIC SIG, removed Jean Richardson from Mentoring)

· Information about AMWA-NW Symposium (medical writers) added by request


Rachel received information about a web volunteer from Tysa.  She advised him that she will be ready to discuss it with him once the web group (Maralee, Rolf, Ron, me) has met to talk about the future of the web site, other avenues (wikis, blogs), and all the changes that need to be made to existing pages.  Rachel is planning that meeting in early to mid March.

The plan to turn over the web responsibilities is for late May/mid June, depending on Maralee's schedule.  Rachel will work on a web manager job description for the web site/chapter handbook as well.

Discussion

It sounds like Rachel decided not to wait until the March program meeting to invite attendees (interested in wikis) to attend the meeting about the future of the web site. 

Competition Report  – Toni Mantych – not present – emailed in advance

Regarding the banquet, the food and framed certificates seemed to be well-received.

Carol and Valerie have list of winners and a banquet article ready for the Galley.  Rachel has posted awards to Web site.  The bulk of the work is done, except:

· Mailing awards and certificates of appreciation to those not in attendance last week.

· Creating certificates and ordering awards for those requesting additional awards (to be processed within 3-4 weeks).  Two entrants have requested them so far. Apple also wants extras from last year, applying the refund due them to extra awards.  The fees we charge for extra awards are:

· $35 for acrylics (DTC)

· $18 for DTC framed certificates

· $10 for Excellence framed certificates

· $5 for Merit certificates in folders.

A detailed budget to date was emailed, with some more expenses anticipated. Toni projects a competition profit of over $1100 profit this year.  To summarize:

$5,785 income
$4,350 expenses to date
$  275 estimated future expenses
$1159 projected net income

Last year, according to a 3/13/2006 statement from Patt, we had a profit of $292.58  (although Toni’s own records showed a slimmer profit of $69.97.  The outcome is much better this year.

Toni will only be able to participate in the competition next year in an advisory position.  Toni suggests that Tysa (and everyone) start recruiting for new manager, and recommends a team of at least two.  Toni would like to transfer material and information by May, since ramp up is in June/July.

Discussion

The food was great!

Zoomerang Report – Samantha Lizak – not present – emailed

Sam received 27 survey responses (very high) about the competition banquet.  Eight attendees were not involved in the competition, and 5 people were not STC members.  Everyone was satisfied with the meeting in all aspects!  Her report summarizes the comments and suggestions.

Announcements Report – Samantha Lizak – not present – emailed

We had problems with the Lyris mailing list. Announcements still got out, eventually.

Jeff Jansen floated the idea of using a Yahoo Group for announcements, but there are some barriers, summarized in Sam’s report.

Membership Report – Jeff Jansen – not present – no report 

Discussion

We are having trouble with the admin email list with bounced messages and membership being placed on hold.  Jeff is the owner of the list, and Joanne thinks he is investigating.

Employment Report – Wendy Hunter – not present – emailed in advance

After a period of silence on the job list, there was a small flurry of activity. In February so far we have had 8 job postings, including a pretty even mix of contract and permanent.

Wendy would like to see the submission form fixed on the web site, now that the domain name crisis is over.

Volunteer Report – Tysa Fennern – not present – emailed in advance

Tysa updated the new member letter with our feedback and thinks it is ready to use unless she receives more comments.  It was attached to her report email.

She referred a potential volunteer interested in a web-development opportunity to Rachel.

In preparation for resuming her biweekly volunteer opportunity announcements, Tysa listed several positions that she thinks are current needs and asked for additions or deletions.  

PR Report – Duane Proefrock – not present – no report

Discussion

We haven’t heard from Duane in a while and hope everything is OK.  Joanne will make a point to contact those who haven’t sent a report recently.

Elections Report – Mark Barnett – not present – emailed

Mark sent a detailed list of items that need to occur leading up to elections.  He will form a nominating committee ASAP.  Contact him to volunteer to be on the committee.

Newsletter Report – Valerie Ball and Carol Larson – not present – emailed in advance

They have sufficient articles and are in the midst of layout and photo selection and treatment for the February issue. 

The American Medical Writers Association asked for permission to reprint Valerie and Carol’s article about the November program meeting.  The article is entitled "Unlocking the Interlocking: November Program Offers 3 Job Lines" from the December 2006 issue. The AMWA will feature our article in a special section called "News." This is good PR for our chapter.

The Galley is again planning to participate in the intern program with PSU, so they hope to mentor 3 students from Garret Romaine's advanced technical editing class in spring term.
Independent Contractors SIG Report – Ron Kurtus

The February SIG meeting was cancelled.  The March meeting will be March 7th with guest speaker Colleen Corso from the Meridian Technology Group.  Ron will try a Wednesday meeting to try to accommodate several people who have conflicts with Thursdays.
Education Report – Garret Romaine – not present – no report

Garret wrote an article for the newsletter and delivered a 60-minute class on technical writing to science teachers at Lincoln High School.  He is organizing a PSU intern class for spring term.

He would like to give up the Education portfolio at the end of the year and take on mentoring for next year. 

Other Business

Joanne Hackos is coming to RadiSys in Hillsboro to do her Structured Writing class on April 19-20.  Should we publicize this?  Joanne has clarified that our non-profit status does not prevent us from advertising for-profit events.  We will email the information to the admin council for further discussion.

Perhaps we should do an anonymous survey of our volunteers and admin council to determine the benefits of membership that are most important to them.  For example, is the meal during the admin council meeting one of them?  Perhaps we will learn that we should make certain benefits more visible when recruiting volunteers, such as the tiered pricing at program meetings.

Meeting adjourned at 8:20 p.m.
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