WOKING MIND (WM)
Notes following meetings of the Communications and Fundraising Committee (CFC), and subsequently of the Trustees, on Wednesday 1 October 2014

Present:  Pauline Rogers (PR), John Ennett (JE), Suzette Jones (SJ), David Cook (DC), 
Carlton Spears (CS), Shirlyn Grover (SG) (CFC), Lyn Clark (LC) (CFC) and Chris Bedford (CB).

1.    Notes of last meeting of the CFC held on 10 September 2014

       These had been circulated to everyone present and provided the basis for the agenda
       For today’s meetings. 

 

2.    Ticket Sales
       -    A limited number of further bookings had been secured since the last meeting and
             A few further possibilities were noted.
       -    To date, payment had been received for 86 tickets, and individuals agreed to

             follow up on obtaining payment for bookings made.
        -    Regarding the suggestion that a number of tickets might be released to WM
            members at a discounted rate, it seemed that, in practice, this would have very
             limited take-up.
· On present indications, it appeared that total attendance would be of the order of 
     120/125 people, so requiring us to give no less than 14 days notice to invoke the
     provision of the contract with HG Wells Centre (HGW) which allowed a 10%
     slippage against the target audience of 150 and contract price £6,000.
· CB reported that he had provided material to the Woking Advertiser for an article to promote the event, to be published on 3 October.  CS would be ready to field any resulting enquiries over the following weekend.  Also, a photographer from the Advertiser would be attending the reception, so giving more publicity to the event and to Woking Mind thereafter.
 

3.    Auction items
       -    LC had prepared an updated list of auction items, which now totaled 15.  To be
            added to this was a print of artwork produced by Duncan Twigg.  CB had shared
            the list with our auctioneer, Michael O’Sullivan, who was confident that this
            number of items could be dealt with in open auction within the hour allotted,
            rather than having to use a silent auction for some of them.  He had, however, 
            suggested that consideration be given to setting reserve prices for some of the
            potentially higher value items, and it was agreed that this be followed up after this
            meeting (SG/LC/CB). 
· It was agreed that SG and LC would prepare a display board of the auction items to be situated in the reception area.  Collection of material for this purpose was in hand, but yet to be finalised.

· LC had prepared a first draft of the leaflet that would then be distributed on dinner tables for all present, listing the items to be auctioned (but not necessarily the order in which they would be auctioned - the auctioneer to decide on the night), plus thanks for those who had donated them.  This leaflet could also include collective thanks for people who had donated items for the tombola.
· LC would assist the auctioneer by taking a note of each successful bidder,
      pending settlement of monies due at the end of the auction (some might have
      bought more than one).  In this connection, it was suggested that successful 
      bidders be given a card noting the item that they had purchased, and the price
      agreed, on the back of which would be a print of one of the pieces of artwork
      used for the calendar/greetings cards |(see below)
       -    The purchase settlement process would then be managed by JE and CS, including

             a facility for use of debit/credit cards offered by HGW, which should generally 

             avoid the need for follow-up later.
 

4.    Table Top Tombola
       -    SJ confirmed that at least 35 items had now been collected/committed for the

            table top tombola at  the reception, and that she and her family would take full

            responsibility for its organization on the night..

 

5.    Calendars and Greeting Cards
       -    CS had arranged preparation of drafts for both a 2015 calendar and for general 

            purpose greetings cards, both using work produced by WM members on the

            recent Art/Photography course.  It was agreed that the standard achieved was very

             good indeed.  
· The format of the calendar would be A3, folded into A4 and the cards in a form that would open up for a personal message to be written inside: they should be sold in packs of 5 (a variety in each), with envelopes and suitably wrapped.

· CS was to obtain final quotes for the production costs of both items, subject to

      which sale prices at Happy 35th might be £7 for the calendar (stated to be a

      discounted  rate) and, say, £5 per pack of cards.  This would all be very much a 

      learning process for WM, but it would be important for those attending Happy 

      35th to have an overall sense of good value for money. 
· Sales of calendars and cards (at the reception, at the end of the evening, and any other convenient points in between).  Help with this by friends of CB attending the event, who had made a general offer of help on the night.  To be checked by CB.
 

6.    Programmes (1 per guest)
       Information to be included on programmes would be:
· order of events + approx. timings;
       -    dinner menu;.

       -    how to order more wine and other drinks;
· thanks to sponsors+ auctioneer+pianist+Graham Jarvis and everyone who helped

· with the event.
· promotion of vacancies for Trustees and volunteers (perhaps better here than on the list of auction items).
SG and LC would prepare a draft for this purpose.

7.    Music
       William Edwards would play the grand piano throughout the reception, and maybe in
       the time between end of dinner and Pauline’s session about WM.

       What should he be asked to play?  Concluded that suitable mix of

       classical/jazz/popular would cover all tastes!  CB to pass this on to WE.

       Graham Jarvis had checked out the technical facilities at HGW and would put

       together a CD suitable for dancing for the final hour: he would shortly be letting CB

       have a suggested ‘play-list’ for this purpose.

8.    Chairman’s Presentation

       PR and SJ have put aside time to discuss the Chairman’s presentation (timed to take

       place before the auction).  This is planned to be short and focussed to highlight to the

       audience how their generosity is supporting our local community.
9.    Catering by HGW
       -    CB, SG and CS would arrange to visit HGW within the next week to agree choice

             of menu, vegetarian alternative etc. (arranged for Wednesday 8 October).
· Plus finally confirm all arrangements relating to drinks to be provided, cash bar

             facility etc.
       

10.    Table Layout /Lighting/General ambiance etc.
       -    Final confirmation of numbers of tables required, and their configurations of 8 or

             10 would be required by HGW no less than 7 days before the event.
· As already discussed with HGW, lighting would follow WM’s blue/white theme.    

      Tables would carry silver candelabras (blue and white candles), white tablecloths, 

      and maroon serviettes and chairs.

· Table plans would need to be prepared, in consultation with all who were hosting

      groups, with lists published on a board at the reception.  (PR might have a contact

      to help here) Table numbers could (like the auction buy-cards) be backed by

     different pieces of art from the calendar/greeting card selection.

· Should we put names to places at each table, or leave each group to make its own

             choices?  We could consider the possibility of putting one ‘host’ name per table

             on the seating plan.
· Reception area should also carry information leaflets about WM, plus

      information about Trustee and volunteer vacancies for any one interested.

· setting up by WM on the evening from 5pm – CB, PR and CS  would all 

             participate- who else would participate?

· HGW security staff can check tickets on entry, but should also be given a list of

      those attending for reference if necessary.
· Cloak room attendant organised with HGW – 7 pm to midnight.
-    Dissembly midnight - 1 am – need to settle participation for this, too.
 11.    Next meetings

          It was agreed that the next meeting of the Trustees would take place at 5 pm on

          Wednesday 3 December, then to be followed by their Christmas meal out.
          The next meeting of the CFC will be on a date to be confirmed, after Happy 35th.
