
Final Symposium Report: Fall 2011 Symposium, Sioux City, Iowa
Committee members: Paul Eisloeffel (co-chair, programming), David McCartney (co-chair, local arrangements), Grace Linden, Michele Christian, Lisa Carter. Full contact information is included at the end of this report, prior to the budget.
General Overview: The two-day symposium, held October 20-21, 2011 at the Sioux City Hotel, featured two guest speakers on the topic of audio-visual magnetic media preservation and access: George Blood of George Blood Audio and Video (formerly Safe Sound Archive) in Philadelphia, and Elizabeth Clemens, audiovisual archivist, Wayne State University, Detroit. Topics included the structure and science of magnetic tape, the problem of obsolescence, preservation and survey tools, reformatting and working with a vendor, and equipment.
A more complete discussion of the presentation appears in the “Mixed Media” column by Paul Eisloeffel in the January 2012 MAC Newsletter.

Evaluations: Evaluations were completed by over 75 percent of the attendees and were forwarded to the vice president, Mark Shelstad. Responses were generally positive, with some concern expressed that not enough discussion was devoted to videotape formats.  
Site: The symposium was held at the Sioux City Hotel (formerly the Clarion), located downtown and one block from the Sioux City Public Museum, site of the welcome reception that Wednesday evening, Oct. 19. In general, the hotel service, including its catering, was satisfactory with no negative written comments from participants. However, two incidents should be noted. In early summer 2012, about 4-5 months before the symposium, the hotel separated from the Clarion chain. While the transition did not affect our contract nor disrupt telephone reservation service, the hotel’s web site was temporarily suspended less than one week before our registration deadline. It took the hotel several days to reactivate the site with even a minimal page with contact information to assure prospective registrants that it was still open for business. Reactivation only occurred after the chair for local arrangements pleaded with hotel marketing staff to do so. The second incident to report is the close-call nature of the hotel’s catering of the Thursday lunch. The orders were completed to the exact count requested, with no overage, which inevitably led to a couple of folks not receiving their requested lunch but instead someone else’s. All worked out in the end.

Overall, the hotel staff was accommodating. We were permitted to place directional signage as needed, and staff responded promptly to several last-minute requests for assistance with audio-visual and conference call needs. 
Format: The presentation format was generally lecture/Powerpoint with question/answer segments and some hands-on experience by passing around samples of magnetic media to acquaint participants with some of the various formats. 
Advance readings: There were no advance reading assignments. Handouts during the symposium included resources, both print and online, for registrants to consult for further information.

Finances: The symposium earned a profit of $343.83 (see final budget below). Funds raised from three outside sources helped us put the event in the black. Representatives from Scene Savers and Preservation Technologies were contacted at the vendors’ fair during SAA the previous August; follow-up contacts resulted in $500 in support. In exchange for their support, the vendors were acknowledged in the printed program, in the information packet, during opening announcements, on the web site, and with signage promoting their businesses at the information table.
Registration fee:  Rates were $125 for MAC members, $175 for non-members, and $50 for students.
Honoraria: Each speaker was paid $1,200 in one lump sum prior to the program and was intended to cover their transportation, lodging, and meal expenses as well as speaker’s fees.
Catering: The hotel fulfilled four banquet orders, which are detailed in the budget below. For the Thursday lunch, three meal options were offered by email to all registrants, including one vegetarian choice. A color-code was used in which an orange, green, or red dot was attached to registrants’ badges during packet assembly indicating which lunch they pre-ordered; signs with the corresponding color were placed in front of the box lunch groups at serving time.
Attendance: A total of 53 registered for and attended the symposium.
Local Arrangements: A 45-minute late afternoon walking tour of historic downtown Sioux City was given by Grace Linden of the Sioux City Public Museum following the Thursday session. A portable public address speaker was used and was quite helpful, since over 30 attended. Information packet contents included complimentary note pad, pen, SAA book-a-month coupon book, downtown Sioux City map featuring nearby restaurants, Visit Sioux City magazine, symposium schedule and hotel map, list of registrants including institution, city, and email address, evaluation form, area map, ACA certificate, and sponsors’ literature.
Publicity: The SOC sent several successive email announcements to targeted groups including MAC, SAA, several state and local email lists specific to historical, archival and librarianship interests. Emphasis was placed on contacting groups in North and South Dakota, Minnesota, Iowa, Nebraska, Missouri, and Kansas, as well as Kansas City, Omaha, and Minneapolis-St. Paul. The first “save the date” announcement was released in early 2011 with more detailed follow-up announcements later as plans became formalized.
Conclusions: The symposium timeline provided by MAC for SOC members was very helpful. We suggest adding the following language to the timeline to help clarify some of the tasks:
P. 4, first item for May-June of the year of the meeting: Send University Products a pdf file of the flyer design when it is ready so UP staff can design the packet similarly.

P. 4, third item for June (early) of the year of the meeting: With the photo to University Products, include the dates of the symposium, location, quantity desired. 

P. 5, first item for August: As mail-ins arrive, send a courtesy acknowledgment similar to the automatically-generated email receipt, forward information to the MAC treasurer, maintain photocopies of all registrations – postal as well as electronic.

About 3-4 weeks prior to the event, email Council members and registrants asking for their lunch menu preference; include vegetarian option. Submit the info to hotel/catering staff at two weeks in advance.

General  suggestions:
Advertise a “cancel notice deadline” to qualify for refund – or include a statement on the form of a “no refund” policy – to clarify our position concerning cancellations.

Expand the registration form to include a lunch preference checkoff.

Include on registration form the question, “How would you like your first name to appear on your badge?”

For catering order, remember to accommodate the Council meeting the day prior; for that day, catering and room rental are paid for out of the MAC operating budget, not the symposium’s.
Additional notes: Any remaining supplies, including badges and badge holders, may be forwarded to the SOC chairs of the next year’s event.  Records of the fall symposium may be sent to the MAC archives at UW-Milwaukee. The Sioux City SOC is sending one document box (0.25 lin. ft.) to UWM containing eight folders: Brochure/email announcements, Budget/hotel contract/catering, Correspondence/notes, Council meeting/SOC report, Registrants list/catering order, Sample packet including vendor brochures, Signage, and Timeline/manual/report template.
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	2011 Fall Symposium Budget - Sioux City, IA
	
	

	FINAL 10/26/2011
	
	

	 
	 BUDGETED 
	 ACTUAL 

	INCOME
	 
	 

	 
	 
	 

	Registrations
	 
	 

	   Member (55@$125 budgeted; 38@$125 actual)
	             6,875.00 
	 $          4,750.00 

	   Nonmember (5@$175 budgeted; 14@$175 actual)
	                875.00 
	 $          2,450.00 

	   Student (5@$50 budgeted; 1@$50 actual)
	                250.00 
	 $               50.00 

	 
	 
	 

	Fund Raising:
	 
	 

	Preservation Technologies ($250), Scene Savers ($250), McCartney-Huxsol Farms ($300)
	                500.00 
	 $             800.00 

	 
	 
	 

	                                          TOTAL INCOME
	             8,500.00 
	             8,050.00 

	 
	 
	 

	EXPENSES
	 
	 

	 
	 
	 

	Program 
	 
	 

	   Honoraria - main speakers (2@$1200)
	             2,400.00 
	 $          2,400.00 

	   Instructional Supplies
	                      -   
	 

	      Copying
	 
	 

	   Facilities: Room Rental Oct. 20 
	                400.00 
	 $             400.00 

	   Audiovisual: Floor podium, microphone Oct. 20 
	                 25.00 
	 $               25.00 

	   Audiovisual: Projection large screen Oct. 20 
	                 20.00 
	 $               20.00 

	   Facilities: Room Rental Oct. 21 
	                200.00 
	 $             200.00 

	   Audiovisual: Floor podium, microphone Oct. 21 
	                 25.00 
	 $               25.00 

	   Audiovisual: Projection large screen Oct. 21
	                 20.00 
	 $               20.00 

	 
	 
	 

	Catering
	 
	 

	   Thursday morning breakfast Oct. 20 - pastries/fruit/coffee/tea/juice 
	                210.00 
	 $             357.50 

	   Unlimited coffee/tea all day Oct. 20
	 
	 $             175.00 

	   Thursday lunch Oct. 20
	             1,250.00 
	 $             677.25 

	   Hotel service charge for Oct. 20
	 
	 $             297.86 

	   Hotel tax for Oct. 20
	 
	 $             136.68 

	   Friday morning breakfast Oct. 21 - pastries/fruit/coffee/tea/juice 
	                210.00 
	 $             357.50 

	   Unlimited coffee/tea until noon Oct. 21
	 
	 $               87.50 

	   Hotel service charge for Oct. 21
	 
	 $             124.20 

	   Hotel tax for Oct. 21
	 
	 $               56.99 

	 
	 
	 

	Reception
	 
	 

	   Facilities - donated by Sioux City Public Museum
	                      -   
	 

	   Food (cheese/cracker/fruit display for 40)
	                900.00 
	 $             175.00 

	   Drink (soft drinks/ice tea for 40)
	 
	 $               92.00 

	   Hotel service charge for Oct. 19
	 
	 $               48.06 

	   Hotel tax for Oct. 19
	 
	 $               22.05 

	   Entertainment 
	                      -   
	 

	 
	 
	 

	Transportation
	 
	 

	   Hotel airport shuttle - complimentary
	                      -   
	 

	 
	 
	 

	Miscellaneous
	 
	 

	   Packet Folders (usually in-kind donation)
	 
	 

	   Badges
	                250.00 
	 $               39.58 

	   Copying (misc.)
	                200.00 
	 

	 
	 
	 

	Flyer
	 
	 

	   Design
	                300.00 
	 $             300.00 

	   Proof/edit
	                 30.00 
	 $               30.00 

	   Printing and mailing
	             1,638.00 
	 $          1,638.00 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	                                      TOTAL EXPENSES
	             8,078.00 
	$7,706.17 

	 
	 
	 

	                                                            NET
	                422.00 
	$343.83 

	 
	 
	 



