ASC GB Retreat

9/13/09

Introduction

· Madhu explains ASC

· Introductions 

· Ideas: work better with UCS,  more name recognition, help incoming first years, try to attract more students to particular majors, do something with all foreign language majors, use money more wisely, work with Econ club, connect faculty with first years, increase publicity/student awareness, demystify humanities majors, show that history isn’t boring, recruit more SWAG majors, emphasis on career services, unite first year class, professor columns in CavDaily, publicize majors, work more closely with professor, take events to Lambeth, more major advising for confused 2nd years, bring disciplines, tell people that there is a computer science major 
Web Tutorial

· Show how to get to our Collab page

· How to use @UVa – everyone should join 
· Send Becca who, what, when, and flyer 

· Everyone will get a message about viewing ASC gmail calendar

Finance Tutorial 

· Direct deposit form instructions 
· Fill out form, attach voided check to sheet, give to Paul 

· Preapproval forms well before event occurs 

· Digitized copy of preapproval; save copy and send to Paul 

· Email forms to treasury.virginia@gmail.com 

· Needs to be submitted 2 weeks before event date

· Rules:
· Reimbursements submitted more than 60 days after purchase date will not be accepted 

· Original receipts are required for reimbursement 

· 14 days before event

· Reimbursements typically take about 2 weeks 

· Checks mailed to home address unless direct deposit form filled out 

· Reimbursement forms
· Finance book

· Found on Collab

· Budget- $93,000 
· More fiscal responsibility 

· Dean’s new office will be in Monroe 269 

· Abby explains all of the components of the budget 

Event Planning – Laura
· “How to Plan an Event” will be on Collab

· Carefully consider size of your department 

· Day of the week important too 

· The Source- how to schedule rooms 

· Keep in mind what else is going on at UVa; probably don’t want an event during a football game 

· Use list serves, Connections, Facebook page

· Might be better to use E-invites for faculty

Lunch

UCS

Publicity

Committees 

