Administrative Council Annual Planning Meeting Minutes

STC Suncoast Chapter

September 9, 2006

11:30 am, Nextteq Conference Room

Present:
Tom Johnson, Kelly Schrank, Becky Siebenthaler, Sean Ward, Irene Levine, Kathy Robbins, new member Pati ??
Proceedings:

Meeting called to order at 10:35 by President Tom Johnson.

We began by discussing the popularity of the September meeting, which had 37 people.

It was then decided that we would begin by discussing the year’s calendar. 

Two meetings that are already set are October and December. 

October will be the Show and Tell Meeting, with companies and their writers showing off their documentation projects to those attending the meeting. Kathy informed us that Joan Baptist has been making many of the plans, so she doesn’t have all the details, but notes that we have many big name companies involved and some great giveaways. There will be “booths” for each company to show their ware. It was also discussed that since October is normally the membership meeting, we could have a booth for the chapter that would advertise the advantages of joining, for those who are not members.

December will have Susan Burton, STC’s new Executive Director, speaking to the chapter on December 18th. This will be a departure from the normal first Thursday of the month meeting, so it was discussed whether we should have this Burton meeting and the regular first Thursday of the month meeting for another topic. The holiday party was brought up, and vetoed. After much discussion, it doesn’t seem like there is interest for an additional meeting in December (beyond the Burton meeting).
Kelly mentioned that the November meeting is normally a student-oriented or student-led meeting as we discussed in the previous meeting. Tom said that it wasn’t going to happen this year.

Tom thought that we could take a different tack in discussing future meetings. In the last administrative council meeting, we tried to organize the meeting dates by the speaker ideas others had suggested because they had a speaker offer or an idea for a speaker. Instead, he suggested we first arrive at the topic, and then find the right speaker to fit the topic. Tom read a list of meetings that other chapters have had to give us ideas. One thing that was noted is that we need to have more exciting and enticing names for the meeting topics.

Everyone in attendance took 5 post-it notes, and wrote down ideas for meetings that they would like to have. Tom then took all the post-it notes, put them all on the white board, and began to organize them to see the overlap.

Common topics included the following. The topic is listed on the left, and on the right is the person who would be the best one to consult about the topic (not necessarily the person who would present on the topic).
· Content Management



Scott Abel

· Marketing Yourself as a Tech Writer

Mark Hanigan / Mark Lewis

· Alternative Markets



(Ginger Doherty?)

· Instructional Design / CBT


(Sean to investigate) 

NOTE: Suzanne Kifflin was given as a name for an Instructional Design meeting speaker at last admin council meeting

· Usability / Embedded Help


Karen Bachman
· Single Sourcing



Mark Lewis or someone from

Computer Associates?

· Surviving Change



(Irene to investigate life coach)

· MadCap Flare Representative


Mike Hamilton

· Styles in Word 



Pam Treme

· “Cool Tricks with RoboHelp”

Pam Treme

It was also discussed that we may want to have some workshops this year. After some ideas going back and forth, it was decided that a writing workshop may be a good idea, or one on style guides. The original idea for a writing workshop was one on grammar, but then it was opened up to writing in general. This would likely be a 4 hour workshop, covering grammar, composition, punctuation, etc. Tom recommended an editor he knows, Deb Sallee. The style guide workshop idea originally started as one highlighting a particular style guide, then it was decided that it could be about style guides in general.

Those who have been in this STC chapter for a few years let it be known that most of the workshops only break even; they are not necessarily money-makers, as Tom thought they were. The one exception, Kathy remarked, was one by Ann Rockley. She said any workshop with Ann Rockley is very popular and well-attended. It was decided that we need a Workshop Committee to work on researching how to make these workshops happen. Tom is going to send an announcement asking for someone to coordinate this workshop. One thought was to have Ann Rockley speak on DITA.

More details were provided on the October meeting, PriceWaterHouseCoopers is going to have a booth showing their online Help and giving a broad overview of all the documentation they do there. They may also have a recruiter there to talk to job candidates. Raymond James will be there talking about their newsletters. Pam Treme, Mark Lewis, Mark Hanigan will also have booths to talk about what they do. James Johnson will have a booth talking about blogging.

There will be a raffle for gifts, if you bring a guest, you have the opportunity to get better gifts.

Open questions about the meeting: Can we sign up people there? Should we have a membership booth?

The need for publicity for this meeting was emphasized. Everyone was encouraged to bring the flyers to their workplace and to bring guests. Tom was going to talk to Lisa about when she and Amy plan on getting out the press releases. 

Specific areas in which we need help include the following:

1. Research where to publicize the meeting outside of STC

2. Send press releases for meeting

3. Find Workshop Coordinator to research workshops

4. Recruit an Asst Treasurer / Treasurer

5. Recruit individuals to man the Membership Booth

Tom was going to send out member surveys to find out what titles people have in their job in technical communication and what types of meetings people would like to see in the future. The need for job title is in response to the “Alternative Markets” meeting topic. It was suggested that Ginger Doherty might be able to lend some help in seeing what titles have been in current job ads, and what companies.

Martha Collins is working on the by-laws and our strategic plan. She was hoping for help with our goals. Tom would like to defer to her experience and knowledge in that area.

Tom asked if anyone had any objection to purchasing equipment for podcasting, so that they (he and Mark Lewis) can podcast the monthly meetings. After some back and forth, it was decided that it was a worthwhile expense.

Becky wanted to make the point that the FTCC logistics are very complex and the planning needs to be begun much sooner than it was this year in order to run smoothly next year. There are some unknowns in what happens if people make it past our competition to the international competition. They are laying the groundwork (with materials and a clear process) for a smoother-run system next year.

It was decided that we would meet at 5:30 before the October meeting to see where we are in planning some of the calendar events.

Meeting adjourned at 1:30 pm.

