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Apologies
None

1.
Welcome and apologies

BP welcomed the group and conveyed that there were no apologies.

2.
Matters arising from the previous minutes

Jennie Williams the Executive Meetings Manager from the Marriott Hotel who was assigned to oversee the conference has left the company. HA has tried numerous times to get on touch with the hotel and is still waiting for a response. BP to contact the Manager at the Marriott to resolve the issue. 







ACTION:BP
The 3 year deal with the Marriott chain is moving forward. The contact may need to be renegotiated as the 3 year deal would commence with the 2004 conference. 

 








ACTION:BP

HA is working with Conference Care to find additional accommodation near to the hotel, a choice of three hotels will be provided by conference care with similar standards to the Marriott. 








ACTION:HA/CC

3. 
Enact Sponsorship

Enact has made an offer of sponsorship for £25k plus two members of staff for the two days. The steering group will put forward their recommendation for Enact’s sole sponsorship of the conference to the Chairs at the meeting on the 11 December. 

ACTION:ALL

It was agreed by the group that the conference will be organised in house by the steering group and therefore declined Enact’s offer of an active member on the steering group. Enact will however be keep informed of progress. Enact have been made aware that the awards will be sponsored by the EST.

A letter of agreement is to be drawn up and shown to Adrian Wright (Enact) before the Chairs meeting on the 11 December. 





ACTION:BP/HA

4.
Delegate packs and stationery

The group agreed on option 4, which includes Polypropylene conference folder, recycled mouse mat and recycled pad for the delegate packs.  In addition, a recycled pen or pencil to

be added to the pack. HA to discuss with Adrian to see if Enact have pens or pencils they want to put in the packs. 






ACTION:HA

HA also to discuss with a number of suppliers prices for the products. AMc suggested Louis at Ellenell or Tim at OneStop Promotions.  The packs will be made up at the conference on the first night.









The conference box will have stickers with the logos on the front and spine. Delegate names will also be printed on stickers and applied to the boxes for easy identification. The mouse mat and pad will be printed full colour; this will prevent friction between the mouse and mouse mat. Delegate name badges will be printed in house with part of the re-shaping HECA design and inserted into the badge at the conference. Staff will wear silver name badges, different to those worn by delegates, provided by BP.


ACTION:RL







5.
Awards (Procedure)

There will be 12 regional awards. Each region will select either a partnership or individual as the winner. There is a strict deadline for award winners’ nominations of 31 March 2004. BP, at the Chairs meeting, will inform the Chairs of the planned procedure for the awards. There have been numerous discussions about the procedure but to no avail. Therefore if the procedure is not accepted the awards will be cancelled.
 

ACTION:BP
A designer for the awards needs to be sought. 



ACTION:HA

6.
Promotional Literature 

The promotional postcards will be distributed to all HECA officers and external contacts to promote the conference. HECA Secretariat to provide each steering group member with 50 copies each. 








ACTION:HA
A press release for advertising in editorial magazines, Practical Help, café, EST, Utilities etc to be produced and distributed.  





ACTION:BP/HA 

 ‘The National HECA Conference 2004’ to be translated into Welsh on the postcards.  

 








ACTION:SM

7.
Entertainment
A charity casino will replace the usual disco, this will consist of three tables and four croupiers, and it will be held in the main room after the gala dinner and after dinner speaker.  SM to find a contact for a local after dinner speaker. 


ACTION:SM

Concern was expressed that the absence of music would deflate the atmosphere, HA to discuss with the hotel if a PA system can be used instead of a disco. 
ACTION:HA

The delegate feedback forms need to have a nomination box for their chosen charity. It was also noted that there was a typing error and the last question needs to read ‘Are there any aspects of the conference that can be improved’.



ACTION:HA

8.
Speakers

Edwina Hart has accepted the invitation as key note speaker on the first day of the conference, HA to correspond with Cynthia Robins nearer the conference. Prince Charles sent his apologies due to diary commitments. 



ACTION:HA
Other speakers to be invited are: 

Key note speaker for 2nd day – SK to invite John Prescott and Tony Blair and BP to invite Lord Witty. Six speakers from private energy suppliers:  NPower, Powergen, British Gas, EDF, Scottish Power etc. Oliver Myers to present Best Practice Guidelines for HECA reporting. Prof Phil Jones, Stephen Cunningham, Walter French, Prof John Chesshire and Jo Hefford.








ACTION:ALL 

The preliminary programme is detailed below:

Day 1:






Day 2:

10.00
Chair Address




9.30
Chair Change Over

10.15 Enact 





9.45
Key Note Speaker

10.30 Key note: Edwina Hart


10.00
Oliver Myers

10.45
3 PES (EDF 1st)



10.30
Prof Phil Jones

11.30
Break





10.45
Break

11.50 Workshop




11.15
Workshop

13.00
Lunch





12.15
Lunch

14.30 Workshop




13.15
Stephen Cunnigham

15.30
Break





13.45
John Chesshire

15.45
3 PES





14.10
Jo Hefford

16.35 Questions and Sum up


14.30
Questions session

16.45
Close





15.00
Close



9.
Workshops

David Colbourne’s (Sefton Council) proposal for a marketing workshop was agreed. SM to contact a local marketing company, BP also recommended Convex Marketing. 











ACTION:SM

Practical Help would also like to hold a workshop, the steering group to look at Practical Help’s list of presentations to coincide with the re-shaping HECA theme.











ACTION:ALL

Other workshops include Ian Robinson - Section 106, Mike King - Community Energy fund, Sustainable Energy Centres/LASP and renewables possibly from CAT – SM to contact.









        ACTION: SM/ALL

10.
Exhibitors
HA to amalgamate the Contact lists into one documents for mail merge of promotional postcards and exhibitor registration leaflet. MVM and TESTA TERES would like to exhibit. HA to also contact Re-Markable (re-cycled goods) to exhibit.

ACTION:HA
Prices for exhibits were agreed at £850 + VAT per exhibition space (Double: £1700 + VAT). 

HA to request a floor plan from the hotel for BP to produce an exhibitors layout plan. Will need approx 30 spaces including use of the foyer and entrance passage.  
ACTION:BP/HA
11.
Finances

The delegate fees have been agreed as being £200 for a two night stay, £150 for one night and £100 for a day delegate. If a profit is made from the conference it will be re-invested at the next conference, possibly to reduce the delegate rate further.

12.
Staffing

There will be 11 members of staff for three days, nine from the steering group and two from Enact Energy. Badges for all staff (silver badges as previously mentioned) will state ‘organiser’ or something similar. 

13.
AOB

CPD certificates will be given to delegates that attend three workshops. This information is to be put onto the promotional flyers. SM to ask Practical Help if they could provide the CPD certificates.








ACTION:SM

HA to write a specification including list of specific photos for the photographer. 











ACTION:HA

BP to write a synopsis for the events page on the Practical Help website.












ACTION:BP

The conference organisational work plan was approved by the steering group. 

14. 
Date of next meeting

The date of next meting will be confirmed at the Chairs meeting on 11 December. Possibly date is on Wednesday 11th February as this coincides with the Good Energy Advice Code of Practice seminar in Manchester.
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