Regular Meeting Minutes 

Phi Theta Kappa - Beta Iota Omicron Chapter

Tuesday, January 21, 2003

Afternoon Meeting

In attendance:

Adam Chester

Jennifer Kessinger

Allen Stephens

Evening Meeting

In attendance:

Adam Chester

Jacqui Wimer

Kevin Goodson

Pam Manley

Orientation – January 23rd 
New member orientation will be held at 1:00 p.m. and 5:30 p.m. in Room 207.  The officers will be preparing to give this presentation.  Advisor Kevin Goodson will also be able to participate.  The following tasks are in motion:

· Vice President Jacqui Wimer will create a flyer to help remind potential new members of this opportunity.  

· Chapter President Adam Chester is waiting the PowerPoint presentation and other supporting documents via email. (i.e., Five Star Form)

· PR Secretary Pam Manley will procure refreshments.

Induction – February 12th 

Preparations are underway for this semester’s induction ceremonies.  With the help of Kevin Goodson, we are anticipating a musical-themed ceremony.

Inductees will attend at 4:30 pm for a rehearsal while friends and family will arrive between 5:30 and 6:00 pm for the ceremony, which begins at 6:00 pm.  

Items requiring attention at this time include:

· Invitations need to be printed, stuffed and distributed (Pam)

· We need copies of the induction script (Jennifer, Adam)

· Arrange for cake and refreshments (Pam)

· Procure dining room, tables and linens (Pam)

· Reserve sound system (Kevin)

· Find Keynote Speaker (Kevin)

Dues Collection

New membership dues are due by February 7th.  We will be initiating a class-to-class campaign to remind new members of orientation/induction, due dates and reasons to join.  We will also speak with Jennifer about getting a reminder in the WISE.

Food Drive

We are continuing to collect canned foods and new, now through Feb 14th.  Boxes are in place in student lounges.

Fundraisers

A bake sale had been scheduled for Monday, March 17th.  We are seeking bakers…sign up now!!

	Minute Highlights

	1/23
	Orientation 1pm and 5:30pm – Room 207

	1/27
	Envelope Stuffing Gala @ TBD

	2/7
	New Membership Dues – Last Day

	2/12
	Induction

	3/17
	St. Patty’s Day Bake Sale


Attachment A – Task Matrix

Orientation & Induction

Task Matrix

	Task Description
	
	Start
	End
	% Complete
	Duration
	Level
	Assigned

	Orientation
	 
	1/21/2003
	1/23/2003
	 
	3
	1
	 

	Create flyer to remind potential inductees
	
	1/21/2003
	1/22/2003
	25
	2
	2
	Jacqui

	PowerPoint and Documents Needed
	
	1/21/2003
	1/22/2003
	
	2
	2
	Adam

	Print and collate documents
	
	1/21/2003
	1/22/2003
	
	2
	2
	Adam

	Procure Refreshments
	
	1/21/2003
	1/23/2003
	
	3
	2
	Pam

	Reserve Projector
	
	1/21/2003
	1/23/2003
	
	3
	2
	Adam

	Room Setup
	
	1/23/2003
	1/23/2003
	
	1
	1
	Adam

	Induction
	 
	1/21/2003
	2/9/2003
	 
	20
	2
	 

	Reserve Dining Room, Tables and Linens
	
	1/21/2003
	1/23/2003
	75
	3
	2
	Pam

	Request Reminder in WISE for Induction and Dues
	
	1/21/2003
	1/30/2003
	
	10
	2
	Pam

	Invitations Printed and Stuffed
	
	1/21/2003
	1/26/2003
	
	6
	2
	Pam

	Invitations Distributed
	
	1/27/2003
	2/6/2003
	
	11
	2
	Adam

	Induction Script Procured
	
	1/21/2003
	2/5/2003
	
	16
	2
	Adam

	Procure Candles, Roses and Ribbon
	
	1/21/2003
	2/10/2003
	
	21
	2
	Jacqui

	Arrange Refreshments
	
	1/21/2003
	2/8/2003
	25
	19
	1
	Pam

	Reserve Sound System
	
	1/21/2003
	2/9/2003
	
	20
	2
	Kevin

	Find Keynote Speaker
	
	1/21/2003
	2/5/2003
	
	16
	2
	Kevin

	Print Programs
	
	1/21/2003
	2/7/2003
	
	18
	2
	Pam

	Decorate Dining Room
	
	2/12/2003
	2/12/2003
	
	1
	2
	Kevin

	Set up Refreshments
	
	2/12/2003
	2/12/2003
	
	1
	2
	Pam


