
 
 

 
 

Executive Meeting # 4 
 

Date: October 11, 2011 

 

Time: 11:15am-12:15pm 
 

Location:  IKBLC 460 

 

In attendance: 

Alyssa Gallant, Coordinator 

Samantha Schmidt, Secretary 
Kathleen Brow, Treasurer 

Jessica Flank, Publicity Coordinator  

Laura Hebert, Events Coordinator 

Jacqueline Huck, Events Coordinator 
Jana Grazley, Events Coordinator 

Dan Gillean, Communications Coordinator 

Joy Rowe, Communications Coordinator 
Eden Marchand, First Year Representative 

Erica Mitchell, First Year Representative 

Victoria Ostrzenski, MAS Student 
Valerie Leveille, MAS Student 

Rachel Sim, MAS Student 

Coralee Louko, MAS Student 

Katie Kalk, MAS Student 
Scott Owens, MAS Student 

Sara Cocucci, MAS Student 

 

 

Absent: 
Tom Jackman, Web Administrator 
 

____________________________________________________________________ 
This meeting is the regular, bi-weekly meeting of the Association of Canadian Archivists, UBC Chapter. 

 
Action Items:  

1. Sponsorship Committee will split up list of sponsors and assign members of the committee 

sponsors to follow up on packages sent out last week.  

2. Jess to contact Luciana and keep her updated on the venue situation and to contact Freddie 

Wood to confirm venue booking and provide the theater with a date for payment. 

3. All executives will read the “Committees Blurb” and the “Policy and Procedures Manual” 

documents in the Gmail account and submit approval/suggestions to Sam by next Tuesday.  



 
 

 
 

4. Policy Committee will add revisions and resubmit the manual by the next meeting. 

5. Publicity Coordinator to contact a representative from the ACA about updating our student 

chapter page on their website.  

6. All executives will be expected to write down their activities and dates completed throughout 

the year (related to the seminar and symposium) and submit a report by the end of February. 

Sam will compile the handbook.  

7. Jess will try to ascertain the password for the old Facebook page, if unavailable then she will 

create and maintain a new page.  

 
1. Minutes Approved—Alyssa moved, Kathleen seconded, motion passed. 

2. Email—The ACA@UBC Gmail account needs to be checked daily, if you are an executive who is at all 

involved in communicating through the account. We don’t want to leave emails unanswered for too 

long.  

3. Committee Reports 

a. Sponsorship: Alyssa explains that the committee sent out 34 sponsorship packages last 

week. This week the list will be broken down and members of the committee will receive (x) 

amount of sponsors to follow up with. We received a reply back from Duncan (from the 

ACA) and he has complimented us on our sponsorship package and has let us know that we 

will receive $200 from the ACA. 

b. Publicity: Jess explains that she has conducted her second meeting with the Frederic Wood 

Theater. She has verified with a representative that we can book as a student venue. That 

leaves us with the decision: Freddie Wood ($800 needed up front) or the Norm Theater 

($250 +audiovisual equipment fees, want response soon). While the Norm Theater is quite 

cheaper, we would not have proper facilities to conduct the symposium in that theater. Jess 

will get in touch with Luciana and to keep her updated on the venue situation, since we will 

not be able to book until we have the full $800. Alyssa and Jess have volunteered to put 

some money up front. Jess will let the Freddie Wood Theater know that we will book with 

them and provide them with a date that the check will be given.  

c. Communications: Dan would like to know when we need abstracts, mainly for the brochure 

(by the end of November). Dan explains that the committee has been keeping in touch with 

the speakers.  

i. Almost all speakers have provided topics and confirmations; 

ii. All speakers have replied indicating their interest; 

iii. Some are waiting for funding confirmation; 

iv. Some speaker’s topics are off a bit, but most are on;  



 
 

 
 

d. Events: Jana and Laura explain that the peer program has been arranged; the committee is 

trying to arrange a group event for the end of the month. The bowling event will take place 

next Wednesday (October 19th) at 7pm. The committee will send email out by the end of 

today. The committee asks that the two first year reps would help out tomorrow between 

break by alerting fellow first years about the event and selling tickets to the event. The 

break presents a good opportunity to sign people up. The ticket includes two games and a 

shoe rental for $15.  

e. Grants: Jana and Laura explain that two grants are pretty close to being ready to be sent 

out. They will be working on final revisions with Alyssa and Kathleen. The two current grant 

proposals will be aimed at the Director (for $500) and the Dean of Arts (for $1000 or under).  

4. Website:  

a. Mission Statement: Some have mentioned that we should change the mission statement on 

our chapter’s website. However, we cannot change this as it is mandated by ACA. We could 

create our own and add that, if someone wants to volunteer to draft it. 

b. Committee Blurbs: The chapter has decided to post the committees and their duties on the 

chapter’s website, in order to allow new and interested students to know what the 

committees are and what they do. Sam will post a document listing committee duties on the 

documents tab in the Gmail account. Executives will read and send approval or suggestions 

within one week of the meeting. If there are no suggestions, Sam will pass it on to Tom to 

post on the website.  

c. Symposium website: Tom submitted a “work in progress” symposium website. Alyssa asks if 

everyone had a chance to look at it or if anyone has anything else to add to it? Sam asks 

whether we should we add seminar days, there is agreement from some executives. Dan 

wants to play with formatting and make suggestions on color scheme.  Sam asks whether 

we want to add photos now or after symposium, some suggest that we add quality photos 

of the venue.  

d. The ACA website (parent organization) has a student chapter page for each chapter; ours is 

out of date. Publicity Coordinator will need to work on revising this. Jess will need to contact 

(Rodney Carter?) to update it.  

5. Policy and Procedures Manual: The committee has revised the manual (hasn’t been completed, last 

time it was worked on was 2006). Sam will upload to the Gmail account, the executive will have 

suggestions in by next Tuesday. Any revisions will be taken into account and the manual will be 

resubmitted by the next meeting.   

6. Symposium Handbook: Sam had the idea to create a handbook for following years to outline the 

steps and dates that actions were taken for planning and executing the annual seminar and 

symposium. If executive is interested it will require a time commitment and executives will be 

expected to write down their activities and dates completed throughout the year. A report will be 



 
 

 
 

submitted by the end of February, after the symposium is completed. Jana moved to pass, seconded 

by Alyssa, motion passed. 

7. Facebook Page: Alyssa asks: do we want to keep it?  

a. Some first years say yes, if its updated regularly.  

b. Vote passed to try it out, Jess has volunteered to be admin. Jess will try to contact the old 

administrator for the page, if she cannot determine the password a new page will be 

created.  

 

Meeting adjourned at 12:00 pm. Next meeting .  

 

 


