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DATE:
February 7, 2013
TO:
Board of Managers

FROM:
President

SUBJECT:
March— BOARD OF MANAGERS MEETING


ACCOUNT CODE: 70545-GP/BOM
Welcome to the eighth Board of Managers meeting for the 2011-2013 term, which will be held at the Hilton Arden West Hotel in Sacramento in the heart of third district and the home of the California State PTA office.

Here are some helpful reminders as you prepare for the meeting:

•
Please make room reservations by Wednesday, February 20, 2013.  
 

http://www.surveymonkey.com/s/March2013BOM
· Please take note that on Saturday, March 9, there is a Regional training on Communications scheduled.  It is open to area unit, council and district leaders as well as all Board of Managers from 2:30-5:00 PM.  You are welcome to stay.  But keep in mind these times when you are making your return flights home.
•
Attached to this message, you will find the CALL that includes the preliminary meeting agenda, announcements and special dates to remember.  Check the CALL to see what your committee and commission assignments are.  However, since the CALL is tentative, changes will be reflected on the AGENDA.

•
Approximately two weeks prior to the Board meeting you will receive your AGENDA BOOK MAILING.  It will include the revised agenda, commission and committee reports and the Communicator.  Be sure to read this material and bring it to the Board meeting.  You will need to be prepared to vote on action items in the reports.  If you have any concerns regarding any of the material, contact the appropriate commission vice president or committee chairman prior to the board meeting

•
A Request for Advance Form is attached.  If you wish to receive your travel expenses in advance of the meeting, return the Request for Advance form to Cindy McCain, our meeting planner, at cmccain@capta.org at least three weeks prior to the meeting to ensure it will be received by the accounting department at least two weeks prior to the meeting. 
TRAVEL INFORMATION
· Please make your travel plans and airline arrangements at least 21 days in advance using SWAbiz if you fly Southwest. Sacramento (SAC) is the closest airport to fly into. For instructions and codes to make your reservations, please refer to the PTA Travel Instructions document attached.  Be sure to select MARBOM code from the pull-down menu on the SWAbiz site.  

· By now you should have registered with SWAbiz, IF YOU HAVE NOT,   PLEASE DO SO IMMEDIATELY, USING THE TRAVEL DIRECTIONS ATTACHED. If you have questions concerning your reservations please contact Cindy McCain, meeting planner at the state office.
· If you fly from an area that does not offer Southwest service, please go online and look for a flight with correct dates and arrival and departure times and email those to cmccain@capta.org.  She will make the flight arrangements for you so that California State PTA is directly billed for that expense.   
· Since your airfare will be charged to the California State PTA's Master Account you will need to attach a copy of the emailed receipt you receive from Southwest to your expense statement (Form L-1) for verification. IF YOU MAKE ANY CHANGES OR CANCELLATIONS TO YOUR FLIGHT, PLEASE SEND CINDY MCCAIN, THE MEETING PLANNER, A COPY OF THOSE CHANGES.

· The hotel does not offer a shuttle service, you will need to make arrangements with Super shuttle to get to and from the hotel or if several of you are arriving together, remember you can always take a taxi.
· Parking is complimentary for all guests.
SLEEPING ACCOMODATIONS

· Hilton check-in time is 3 p.m. (sometimes earlier if your room is ready) and check-out is by noon.  Room charges are placed on a master billing account but you will be required to leave a credit card or a $50 cash deposit for incidentals. If you have a concern with the deposit, please let Cindy know in advance.

· All guest rooms have complimentary internet access.
· Amenities, such as alarm clocks, blow dryers or irons will be supplied.  If you forget any personal items, call the front desk and find out if they can supply those items.  There is also a gift shop on site for you to purchase those items as well.  
RECREATION

· The hotel offers a well-equipped fitness center, outdoor pool and heated spa.  The fitness center is open 24 hours.  The pool hours are 7am – 11pm daily.

· The hotel offers complimentary shuttle service to and from the Arden Fair Mall where there is a food court and several  restaurants. 
GENERAL INFORMATION

· Hilton Arden West is 100% Non-Smoking Hotel.  
· On-site dining options include:

· Harvard Street Grille (open for breakfast, lunch and dinner,6am – 9pm, Monday – Saturday)

· Cameo Lounge (open for lunch and dinner, 1pm-11pm, Sun.- Thurs. and Fri.- Sat.  from  1pm – 1am with the kitchen closing at 11pm)

· In-room dining  from 6am-10am, and 5pm-11pm

· The hotel offers complimentary boarding pass printing service.

· If you have any problems or changes regarding your room, please contact Cindy McCain on her cell, (916) 247-7108.  She needs to make all adjustments with the hotel to ensure accuracy of the master bill.
· Don’t forget to leave the name and phone number of the hotel with your family.

We do expect that members of the Board of Managers attend all meetings and remain for the entire meeting unless formally excused by the president.  

If you cannot attend a commission meeting, notify your Vice President.  If you cannot attend a committee meeting, notify the committee chair.  If you cannot attend any or part of the Board of Managers meeting or a planned meal function, please contact Cindy McCain, meeting planner, to ensure that the president knows you are excused.

We look forward to seeing you at this meeting.  
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