Running RAA Meetings and Events – tricks of the trade

Keri DeMayo, June 9, 2008


RAA BOARD MEETINGS – Key steps to organize and conduct successful Board Meetings

Logistics

· Set meeting dates

· Book meeting space – nominally held at the Faculty Dining Room of Brower Commons

· Select menu - Finalize count with caterer 4 working days prior to meeting.

· Send out meeting notice – optional, will incur printing & mailing costs if done

· Put meeting on the RAA website

· Confirm parking

· Book Av equipment- such as podium and microphone, projector, etc.

Materials

· Agenda

· Alma Mater lyrics sheet

· Previous meetings Minutes

· Any resolutions or items to be voted on

· Copies of the budget/financials

· Nametags

· The RAA Banner

· Token gift for guest speaker

Meeting notices

· Put meeting on the RAA website- with registration form.

· Send out an email to all board members 4-6 weeks in advance of the meeting

·  blind copy all guests

· You may need to call or mail notices to some of our older alumni who don’t have email.

· Send a follow-up email 2 weeks prior to meeting

· Send Final email 1 week prior to meeting

· Alumni Council meeting notice needs to go out 8 weeks prior to the meeting.

· You will need to do a mailing for this because there are many older alumni on this list.

Mailings

· The RAA has a bulk mailing permit through the Kilmer Post Office in Edison-; permit 869. You need to make sure you have enough money in the permit prior to doing large bulk mailings

· You can use L&M mailing for first Class and bulk mailings

· We have used L&M’s 1st class indicia on many of our mailings.

· L&M’s contact is Mike Beirne (pronounced burn)- 908-359-8338

Printing

· We use Dave McCartney at McCartney Media for most of the RAA printing. 

· 732-469-6166

· They have almost everything on file. Including the Loyal Sons Roster.

Board meeting specifics & Calendar Items

· At every board meeting make sure you introduce new guests

· Timing: 

· 6 p.m. registration/networking

· 6:30 you must go through the buffet

· 7 begin meeting

· Welcome from the President then speaker

· If you are having a speaker, we usually give a small gift to them.

· When doing committee reports call the committees up by name in groups of 5.

· This allows for a smooth and shorter meeting.

· September Meeting Starts off the Year

· The Past President- Loyal Son pin is presented to the immediate past president at the first meeting they attend that year.

· December is the Holiday Party- no business meeting

· January You must have the meeting early in the month because you need to vote on the slate of Loyal Sons, so invites can be mailed in the beginning of February.

· March is the first vote on any by-laws changes and the Slate of nominations is presented for the first time.

· April is the Alumni Council Meeting (Joint meeting with RAA Board)

· You must send out an early meeting notice to the council members.

· Second vote (by laws mandated) on the Slate of Nominations and any by laws changes.

· The minutes from the prior years Council meeting must be presented as well as the March Board minutes.

· This is the last regular board meeting for the RAA President, so we usually try to do something nice for him/her.

· May is the Annual Meeting

· Must present the minutes from the prior annual meeting- do not need any board meeting minutes.

· Agenda is different than regular board meetings

· No financials are presented

· Slate of officers and By Laws changes require the third and final vote at annual meeting.

· Awards are given out at annual meeting

· Best Class Correspondent

· Class of 1931 award

· Outgoing trustee Award

· RAA Trustees award

· Outgoing President’s Plaque

· The Reunion Spirit Award

· June is the RAA Retreat

· Agenda & theme for this meeting – different from all others

Calendar items for President -Elect

· In February and March the President elect should make an announcement at the board meeting inquiring if volunteers want to continue in there current positions or want to step-up and take a leadership role.

· In April the RAA president elect should begin evaluating the co-chairs and decide who will continue, who will be “retired” and who will be moved around. The President-elect then needs to call all current co-chairs and ask them to either continue serving or let them know that they will no longer be serving. 

Meeting and Event Space – Choices in New Brunswick

· Winants Hall Assembly Room, Board Room and Scarlet Room

· Submit electronic request to the Office of the Secretary for use of thee Assembly, Board of other first level rooms. Request must be submitted to Liz Lohman at lohman@oldqueens.rutgers.edu 

· You must use Rutgers Catering in these rooms.

· Rutgers Club 

· http://www.rutgersclub.rutgers.edu/ for menus and general info 

· Book meeting space with Club Manager 732/932-7139; billing must be to with credit card or cash that night; you must be paid member to book space 

· Be aware of liquor laws that limit guests to one per 9 ratio 

· Meeting time limit of 9pm 

· University Inn & Conference Center 

· http://univinn.rutgers.edu/ for meeting space, menus and general info 

· Book through Barbara Loftus @ 732-932-9144 x2148

· Charges $125 for room rental plus food and beverages

· Rutgers Dining Halls

· Call the Rutgers catering office to book space in any dining hall on campus. - 732-932-8044. This is a good option because there is generally no room fee, they handle the food, set-up and av.

· Rutgers Student Centers

· Call the Student Centers Central Reservations office: 732-932-8821

· Arline Capasso Carlone-

· They only deal with set-up and av.

· They won’t do food or linens

CALENDAR AND ALUMNI UPDATES

Department of Alumni Relations Calendars event postings

· Submit calendar events to Jon Horowitz at AR Communications for inclusion in events listing www.alumni.rutgers.edu/events 

· For New Brunswick, also submit events to campus calendar via: https://rufweb.rutgers.edu/eventsweb/logon.aspx 

· Magazine calendars are submitted 3-6 months in advance via the AR Communications 

Digest email to faculty and staff

· Submissions must be received by noon on Friday to appear in the next Tuesday’s email 

· http://uhr.rutgers.edu/comm/EDigest.htm 

Alumni record updates

· Forward all alumni updates for contact information to: records@winants.rutgers.edu 

Broadcast Emails

· Jon Horowitz in the Department of alumni relations handles all broadcast emails

· Jon’s email:jhorowitz@winants.rutgers.edu

· You must book your email 2-3 weeks in advance

· Text is due 5 days prior to the email going out. 

Giveaway Vendors

JAN PROMOTIONS, INC.





(201) 641-2803

Contact:  Jack Nagel

50 Moonachie Road

Moonachie, New Jersey 07074

SCARLET FEVER






(732) 247-GORU

Contact:  Steve Ostergren ’87                                  

        

                    (4678)

Easton Ave. & Somerset Street

New Brunswick, New Jersey 08903

E.C. Printing







(845) 462-0231

Contact:  Elias Raftis

2064 New Hackensack Road

Poughkeepsie, New York 12603

Xplore Communications





(732) 599-3522

Contact:  Tamara Remedios

P. O. Box 147

Matawan, New Jersey 07747

Howard Roe Company






(888) 341-0886


Contact:  Kathe Kaine

291 South Van Brunt Street

Englewood, New Jersey 07631

Giveaway Vendors - continued
Cook Douglas Co-Op Bookstore




(732) 932-9017

Attn:  Edward Desch

57 Lipman Drive

New Brunswick, NJ  08901

Marley Hall







(508) 226-2666 

Contact:  

453 South Main Street

Attleboro, MA  02703

Fax:  (508) 223-2964

(Loyal Sons/Daughters pins, Old Guard Pins)

Catering Vendors

Rutgers Catering







(732) 932-8044

Contact:  Cairon Moore

Brower Commons

145 College Avenue

New Brunswick, New Jersey 08901

Fax:  (732) 932-1206

http://food.rutgers.edu/Catering/index.html
Rutgers Club






(732) 932-7139/6550

Contact:  Raymond Martin

199 College Avenue

New Brunswick, New Jersey 08901-8547

Fax:  (732) 932-1832

http://rutgersclub.rutgers.edu/

Legends Caterers







(732) 846-7470

Contact:  Samantha Allen

122 North Main Street

Milltown, New Jersey 08850

Fax:  (732) 846-7445

www.legendscaterers.com

Saladworks








(732) 418-9191

Contact:  Rob Bropp

120 Albany Street

New Brunswick, New Jersey 08901

Fax:  (732) 418-7272

http://www.saladworks.com/
Catering Vendors - continued
Gerlanda’s Pizza and Cafe





(732) 846-9375 

Contact:  Drew Militano

126 College Avenue

Rutgers Student Center

New Brunswick, New Jersey 08901

Fax:  (732) 846-9376

http://www.wheatzza.net/
Gerlanda’s Pizza and Cafe





(732) 463-1616 

Contact:  Kevin Welsh

Busch Campus Center

604 Bartholomew Road

Piscataway, New Jersey 08854

Fax:  (732) 463-1444

http://www.wheatzza.net/
Twin Oaks Caterers






(732) 238-4600 

Owner/Contact:  Michael Pelligra

287 Old Bridge Turnpike

East Brunswick, New Jersey 08816

Fax:  (732) 238-7909 www.twinoakscaterers.com

Publication & Mailing Vendors

Allen Envelopes






(908) 231-1100

Contact:  Joe ElKoury

19 Culnen Drive

North Brandh, New Jersey 08876

Fax:  (908) 231-9663

jelkoury@allengroupmarketing.com

L & M Mailing






(908) 359-8338

Contact:  Mike Bierne

1 JillCourt, Unit #8

Hillsborough, New Jersey 08844

Fax:  (908) 281-9492

lmmail@earthlink.net
McCartney Media






(732) 469-6166 

Owner/Contact:  Dave McCartney

26A Worlds Fair Drive

Somerset, New Jersey 08873

Fax:  (732) 469-3996

djm@mccartneymedia.com
Twill Printing Services





(908) 665-1700 x102

Owner/Contact:  Peter Twill





(908) 565-1694 mobile

22 Russo Place

Berkeley Heights, New Jersey 07922

Fax:  (908) 665-9717

ptwill@twill.com

Miscellaneous Vendors

Blue Ribbon Awards, Inc.





(732) 560-0046 

Contact:  Tom Zwigard

12-J World’s Fair Drive

Somerset, New Jersey 08873

Fax:  (732) 560-9352

blueribbonnj@msn.com

Flower Station







(732) 828-9500 

Contact:  Steve Romito

9 Veronica Avenue 

Somerset, New Jersey 08873

Fax:  (732) 249-2525

www.Flowerstation.com

Miller’s Rentals







(732) 985-3050 

Contact:  Steve Kohn

746 U. S. Highway 1

Edison, New Jersey 08817

Fax:  (732) 985-4415

www.millersrentals.com
sales@millersrentals.com
Bannister Awards






(732) 828-1353
Contact:  Lyle Bannister

126 North Main Street

Milltown, NJ 08850

www.bannistercompany.com/

banni126@aol.com
Website Vendors

Flare Technologies (web hosting co.)




1-877-973-5273
Andre / Sean (our contacts)

support@flaregosting.com
One Flight Up Design & Innovation




v: 973.257.9500

www.oneflightupdesign.com





f: 973.257.9501

Marty Shova (Marketing Director)  mshova@oneflightupdesign.com

Alan Cocuzza (Technical Director) alan@oneflightupdesign.com
RAA Websites

Public website – all Alumni; open to public

http://www.rutgersalumni.org

Admin website – for site management, meetings / events / etc; password req’d

http://www.rutgersalumni.org/admin

Classroom – For Class Page administrators; password req’d

http://www.rutgersalumni.org/admin_clients
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