
JAMES M. FOSTER
tl)

MEMO: 14 July 1988

TO: Paul Volberding, John Zeigler, David Werdergar,
Phil Lee, George Rutherford, Merv Silverman, Merle
Sande

FROM: Jim Foster

SUBJECT: 6th International Conference on AIDS

1. While attending the Fourth international Conference on AIDS in
Stockholm 1 obtained a copy of the First Announcement of the 6th
Internationa] Conference to be held in San Francisco from July 20-24,
1990.

2. I would like to share with you some concerns 1 have about the
announcement and to miake some suggestions about the Conference itself.

3. While recognizing that the Conference is primarily a medical and
scientific gathering, still 1 was dismayed that there were so few
recognizable gay and AIDS activist names on the initial call to the
conference, , 1 realize that this was simply the first in what will be many
annoucernents of the conference, it is, however, a matter which needs to
be dealt with quickly because of the political imiplications of the
omission.

The Conference is scheduled for the same week as the 1990
celebration of Gay Pride Week, in other words there will be 15,000 AIDS
researchers and scientists gathered at Moscone Center and the Marriott
Hotel and approximately 250,000 thousand gay people outside. In order to
avoid serious confrontations, I strongly suggest that you begin the process
of planning by including recognizable gay and AIDS activist leadership as
soon as possible.
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3. Although the Stockholm Conference was an improvement over the
Washington Conference of the previous year, 1 found it very confusing. 1
think it is important to remember that miany people will attend the San
Francisco Conference who have a very personal stake in hearing what is
discussed. It would have been helpful if the Conference Organizers in
Stockholm held a press conference irnrnediatly afterwards to announce
what they believed to be the major findings of the Conference and to
discuss what seemed promising or didn't seem promising, what there was
consensus on and what there wasn't consensus on rather than leaving it up
to individual reporters to report on poster sessions, plenary sessions or
interviews with individual physicians or scientists.

4 i have attached several articles from local gay publications about
the Stockholmi Conference. ! apologize if you have already seen them, but I
feel that they reflect many of the feelings about the Conference and show
us some of the pitfalls to avoid. They should be taken very seriously in
light of the fact that the 1990 Conference will take place in San Francisco
and both the planning for the Conference as well as the Conference itself
will come under enormous scrutiny. It is a very great opportunity for us
all.

5. There are several other suggestions I have that would be more
appropriate to discuss later in the planning process. I will be out of San
Franciso fromi July 20 until July 31 and again fromi 19 August until October
I. I am however, very interested in hearing your response. My phone
numiber is



7 December 1988

Angle Lewis, R.N., M.S.
HIV Specialty Coordinator
UCSF School of Nursing

Dear Ms. Lewis:

I would like to respond to your letter of 15 December regardingnursing issues for the 1990 International AIDS Conference that John
Ziegler and I are chairing. As you can obviously guess, the
planning for such a meeting is very complex. We need to respond to
a variety of pressures in structuring the meeting. Our chief goalis to solidify the position this meeting has assumed as the premier
opportunity for the exchange of AIDS research information among the
many international collaborators in this field. A second primaryresponsibility is to insure the inclusion of issues relevant to
AIDS researchers from Europe and the developing countries as well
as well as from the United States. These two primary goals should,
we hope, result in the meeting of maximum impact in continuing the
progress towards conquering this epidemic. Along with this
challenge, however, comes some limitations. The international
research conference is not well suited to extensive discussions of
the medical management of patients with HIV disease. That type ofconference has been done repeatedly, and while it is also
critically important to provide information for patient managementto health care providers, we don't think the International
Conference is the ideal forum. That is not to suggest thatclinical aspects of AIDS will be ignored in the 1990 meeting. Onthe contrary, we hope to increase the inclusion of information but
will restrict it as much as possible to research reports of the
many clinical trials and clinical epidemiology studies of HIV
disease now in progress, many of which will be sufficiently maturein 1990 to publicize and discuss. In this area, we would of course
expect to encourage reports from nurses engaged in AIDS research
and to provide opportunities for these research reports as well as
those developed and presented by physicians.

A similar approach will, we expect, be followed in those areas
regarding systems of care and professional educational activities.
Again, we don't think the international conference would be the
most appropriate place for the many community based organizations
conducting AIDS service programs to discuss their own approachesbecause this would be of primary relevance only to attendees from
the country or region where these organizations exist. Again,however, these critical efforts will not be ignored. We will
strive to include reports that evaluate the outcome of patientservice and educational programs. Here for example, we would fullyanticipate reports to discuss effects on utilization of resources
and cost of care. I will stress again that we would fullyanticipate that many of the organizations that are organizedprimarily by nurses would find it possible to have their work
accepted for presentation at the international conference. At the



same time, they will not, for the most part, be encouraged to
simply discuss the structure of their program but will be expected
to have developed a research strategy that evaluates the outcome of
the program.

In both of the above areas—health care management for HIV disease
and health care delivery systems—we believe that keeping a focus
on the research will make the discussions maximally relevant to
health care providers across the world. In this way we would hopethat the many programs providing successful services to a varietyof patient populations of HIV disease in the United States and in
other countries could communicate effectively with one another.

Another area of the international conference where we expect to
address some of the concerns you have raised is in the display area
for community based organizations and educational and prevention
outreach programs. A large space in the meeting areas of the
Marriott Hotel, the convention headquarters, will be reserved for
use by these organizations. The areas are large and attractive
ones and are also currently planned to be the registration site for
all the conference attendees. Thus, it will be one of the first
experiences the conference attendees have of the meeting. Boothsin this area will be available for nominal set-up fees on a first
come, first served basis, but we would anticipate having
substantially more space for this than was available at the
Stockholm meeting.

The final area of concern that you raised in your letter was in the
selection of plenary speakers and chairs of various sessions. This
is an area where our plans are at a very preliminary stage. We
will be able to increase the number of plenary speakers because we
plan to have two simultaneous plenary sessions. In this we would
hope to provide state of the art review lectures of research in
areas broadly relevant to the diverse professionals attending this
large conference. Again, our effort will be to keep these
presentations focused on important new research findings of
relevance to the broad international community involved in this
work. I am certain that the many contributions made by the nursing
profession in the field of AIDS will be considered for inclusion.

Clearly, we are at an early point in our formulation of this
meeting. While various committees are being organized, it is
certainly not too late for us to work to increase the specific
representation of nurses in this planning process. We welcome as
much input as you are able to give us. Our next step is to
identify a program director and conference manager for the meeting.We hope to accomplish this in the next couple of weeks. After that
the formation of the committees and some of the critical decisions
about the structure of the meeting itself will occur. We will getin touch with you shortly to solicit your involvement. Thanks
again for your very thoughtful letter. I do hope that you realize
that your advice is welcome.



sincerely,

Paul A. Volberding, M.D.
Co-Chair
6th International Conference on AIDS

John Z. Ziegler, M.D.
Co-Chair
6th International Conference on AIDS

cc: B. Woodruff



1 APR, 1989

Dear John,

I thought I'd summarize the points of our conversation yesterdayfor the record.

1)The meeting with United Airlines went well. I think they gave
us a good contract and seem eager for the visibility our
Conference will provide them. We can almost certainly get an
advance of some of the complementary tickets for our use in
getting the Conference organized (Melissa's trips etc.). Also,
Ask Mr. Foster seems quite professional and willing to help in a
nuitiber of areas. For example, they are willing to get UCSF AIDS
investigators in reduced rates to the Montreal meeting.

2)1 appreciate the addition of Barbara Woodruff to the local
organizing committee. She will continue to be a real asset.

3)Jim Hill seems sincerely interested in trying to get our
meeting some Federal support. We should have Bob get forms for an
R-13 Conference grant and apply for this as a vehicle for PHS
money. Jim will send a form to me in case UCSF C&G doesn't have
any.

4)1 didn't mean to be quite so blunt about my reaction to usingthe ACRC as a site for any conference profits (if we should be so
lucky). Obviously, the ongoing viability of the ACRC is critical
for the AIDS Clinic at SFGH and I don't want to see us lose these
State funds we have all worked so hard to get. I guess my realdesire is to discuss with you some way that these funds mightbolster the strength of CFAR as well as ACRC as I do hope to see
CFAR as an important University-wide research facilitator. I'm
sure that we can easily resolve this. It would ,I think, be goodto discuss this before the Mission statement is printed. Myreaction was in part generated by my mother's medical crisis that
day which seems to have been resolved.

Thanks
Paul
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John L Ztsflsr, M.D^ Dtrtptor
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April 4, 1989

To: Bob WftOhUr, Bill O'Connor
Fm John Zkgler
Rs: Various Topics

1. We shall meet Thursday, 8:30 am at Millberry Union Cafe. Agenda to include:
a. Proaram office: staff, space, governance, duties, responsibilities, supportb. CPA: status, publication, time-line, cost estimate, resolution of problems(registration fee, etc,). Update of keywords, I would like to see the latestdraft of Part II (Bill's portion) of the CPA at our meeting,
c. We will need to review revenues that might be generated from variousregistration scenaricjs, especially if we decide to adjust the fee schedule. To do

this we should review the Stockholm and Montreal data on proportions of early •
middle - late registrants. We also need a current cost proiection for DeanLittlejohn (see memo).
Courtesy Contraep We should be in the final stages on this document with your
comments on; 1) cover letter; 2) agreement; 3) scope of services; 4) appendices,
I have worked on #1 and #3.

e. Staff: Secretary and Media Protocol Representative. I will try to interview DaveVan Oorden Wednesday afternoon.
f. Print Rtatinpt^rY.
g. Update on LucRBfilm

h. Update on irmi fAMF. Uaitri).
i. Other items on vour Hat.

2. We can review and set priorities, tasks, and who does what!
cc: Barbara Woodruff

Paul Volberding



AIDS CLINICAL RESEARCH CENTER

John L. Ziegler, M.D., Director
VAMC 141
4150 Clement Street
San Francisco, CA 94121
(415) 221-4810 ext. 3676

April 7, 1989

To: Bob, Bill, Paul, Barbar^ - -

Fr: John Ziegler

Re: Summary of Discussic^4/6/89, 8:30 - 10:30 am

1. Governance.

a. Staff. We agreed that the goal of the Program Office is to become administratively
self-sufficient and autonomous. To this end we agreed that two additional staff
members be hired: 1) temporary elerk-typist for routine clerical duties, ASAP,
with full-time clerk to be sought and hired; 2) assemble PD and hire full-time AA
to assist in administrative matters relating to University procedure (e.g.
procurement, personnel actions, accounting). Bill will be responsible for PD's,
and Doug will process personnel actions until AA is on board.

b. Space. As the Program Office expands, new space will be necessary. Suggestions
were: CED; CAPS office; new City AIDS office. We will continue discussions alonglines of moving offices after Montreal meeting.

c. Communications. Bob is the "point-man" for all Program Office actions. He will
be responsible for designation of tasks to: Bill (administration, event); himself
(program); shared work (Bob and Bill); media (Communications Director - TBH);track chairs; etc. Bob will decide on distributions of memos and correspondence.
He will continue to use the "what happened" memo format for internal communications
and will develop newsletter for general Conference news for Dean, committees, co-
sponsors.

d. An updated Conference governance proposal draft was given out by John for responsesdue 4/10.

2. Discussions of Courtesy eontraet and budget. Bill and John will work on this Friday,4/7 and possibly Monday, 4/10. Barbara will work the "Sole Source Justification
Letter" and the JZ "Cover Letter" (eurrently with Joe Cowan). By mid-week (4/12) weshould have a reasonable draft of the Courtesy contract package containing:

Cover Letter (JZ, BW)
Agreement (JZ, BW, BOC)
Scope of Services (Appendix A — BOC)
Time-lines (Appendix B —BOC, BW)
Courtesy Fee Schedule (Appendix C — BOC)
Conference Budget (revised. Appendix D — JZ, BOC)
Letter of Sole Souree Justification (BW)
University Procedures (Appendix E)



Page Two - Summary

The plan is to assemble this package for Chuck Smukler's review. After approval, it
will be sent to Courtesy through purchasing.

3. Bill and John will also work on the Business Proposal (see ID above) for submission to
Dean Littlejohn on week of 4/10. The Dean's office needs an advance payment schedule
to gauge budget allocations for the Conference prior to revenues.



6th International Conference on AIDS
Local Organizing Office

sfgh, ward 95. room 514, b1505, 415/550-0880

Date: 7April1989

From: William O'Connor
Conference Manager

To: Bob

Re: Meeting with Naheed Bashir & Carol Kummer
of UCSF Publications

To highlight two points:
1. Naheed's assurance that the we would be able to have 20,000 copies of theCall for Abstracts In Montreal by 17 May 1989, if we have final copy toPublications by next Friday, 14 April.
2. After our meeting with them, I feel confident we will have a quality piece.

I will call Cummings today to give him their phone number and I will be in touch with Keith
Braxton of Reprographics to bring him up to date and get his needs met.

(Interoffice Memorandum Use Only)
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MEMO

FROM: Paul Volberding
TOsJohn Ziegler
DATE:8 APR, 1989
REGARDING!1990/ Various Items

1)1 have been trying to contact Larry Bush withTno success.I'll
try again first thing Monday morning, obviously we are getting
stalled by then. J think if we can't get a clear read by Monday
p.m. we should drop the City as an official co-sponsor. Whether
or not ve list the D.P.H. should still be discussed.

2)1 attended a Mayor's task force meeting on Thursday. Jim Foster
is actively campaigning to use the 1990 conference as a tool to
force the U.S. government to repeal the Immigration testing
restrictions given the recent case. Why is not clear but he says
it is "inappropriate" for the Conference to be held in S.F. until
the law is changed. I was willing to ignore the whole thing but
noticed a comment in the paper that sounded as though the source
could be Larry Bush that suggested the same thing. We might get
our community contacts out there to make sure they don't try to
take this too far. I'm probably overreacting but we don't need to
see our efforts (and the University's money) used for political
goals that may not be that directly connected to the meeting,
3)1 thought the meeting ve had with Bob,Bill and Barbara went
reasonably well. To restate the obvious, I'm happy to have
Barbara and the other staff at SFGK help the conference out.
There has to be an understood limit to this support, of course.
Staff at lower classification levels who are unlikely to have
much less personal reward from the conference and who are already
more than fully employed will not be eager to do too much more.

I am committed to continue to provide space for the initial
staff needed for the conference. 1 also expect to provide the
same level of administrative support to this group that I provide
to the other units of the AIDS Program. Examples of this level of
assistance include the following: processing and routing of
completed personnel forms, advice on setting up ledgers and in
appropriate completion of University purchasing forms, and
overall advice on University administrative rules and
regulations. What I don't expect other staff to do includes
typing out forms, writing job descriptions, delivering mail,
making routine phone calls or arranging conference calls.

I expect that the staff for 1990 will need to be expanded
immediately. Hiring administrative staff to enable Bill to
function at an accelerating pace is crucial. This cannot be
delayed until the Montreal meeting as Bill seemed to suggest. A
temporary clerical person will help (Bob is filling out the form
with Barbara's assistance) but I feel he needs an AA3 and a
secretary quickly. I am, as I stated at our meeting, concerned
with the cost of the conference staff and you and I need to watch
this closely as I'm not certain Bob and Bill still understand the
respect we have for Dick Littlejohn and company.
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I realize that the conference staff will eventually outgrow
the space Z can free up for them. This will probably happen in
about 6 months, I do think it's critical for them to remain at
SFGH until theni or at least until they have clearly gained all
the UC administrative expertise we need them to have if we're to
maintain (or obtain) a healthy distance from the day to day
minutia of the conference. When the conference office can be
movedI X have no strong feelings about where It should go, CAPS
has obvious advantages but we may be able to get a good deal from
Rutherford or the C.E.D.

4)I'm having lunch with Lee Smith on Tuesday. This was arranged
in connection with Dennis Hartsell who has primed me on the types
of contributions Levi's usually feels most comfortable with, I'll
raise the meeting portfolio idea with them but more try to just
get them thinking about the conference in general at this point,
I also did talk to Ted Cooper, the CEO at Upjohn, and gave Dennis
the best contacts there to see this week. And, I began to discuss
the conference with Burroughs-Wellcome. If this moves ahead, I'll
keep you posted along with Greenspan and Dennis.



April 17, 1989

To: Dean Richard Littlejohn

Fr: John L. Ziegler, MD, and Paul A. Volberding, MD, Co-Chairs of the 6th InternationalConference on AIDS, San Francisco, June 20-24, 1990

Re: Conference Business Proposal

1. The scope and magnitude of a four-day world conference on AIDS requires careful advanceplanning, organization and management. We have approached this task by identifying threeinterrelated processes: logistics; program; and local administration.
2. Conference logistics are largely the responsibility of the Conference Secretariat in conjunctionwith a local staff Conference Manager. We are in the final stages of negotiating a contractwith Courtesy Associates, the same organization that ran the 3rd International Conference onAIDS in Washington, D.C. The contract and scope of services with Courtesy Associates areshown in Appendix A. The principal tasks of Courtesy Associates will be:

0 Conference advance and on-site registration (receipt of revenues, processing ofregistration and exhibitor fees, mailing conference materials to registrants, processingauxiliary materials)
o Abstract processing and coordination
0 Program communications (triage of telephone inquiries and correspondence)o Ad hoc consultation on Conference logistics
0 On-site staffing
0 Post conference activities

3. Program Planning is largely the responsibility of local committees under the general directionof the Co-Chairs and a staff Program Director. Appendix B shows the committee membership,objectives, responsibilities and products. The Conference co-chairmen are responsible for theoverall organization, planning and conduct of the Conference through the agency of theConference staff, contractors, and committees.

Advisory oversight of the Conference program and content is provided by a Steering Committee,composed of two representatives from each of the co-sponsoring organizations. This committeewill meet on at least two occasions prior to the Conference to review and comment on thescientific program as it evolves. Because its membership is world-wide, meetings will be heldad hoc with difference members at different times. Conference calls and mail or faxcommunications will be arranged for discussion of critical issues (such as final selection ofspeakers, program emphasis, and policy issues).
The conduct of Conference planning, organization, coordination, and policies is theresponsibility of the Local Organizing Committee. This committee comprises the chairs ofspecialty committees, and other local faculty involved in the Conference. It is led by theConference co-chairs, and will meet monthly until September, 1989, biweekly until January,1990, then weekly or more frequently until the Conference (June 20-24, 1990).
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The scientific program will consist of four thematic tracks: A) Basic Science; B) ClinicalScience; C) Epidemiology and Prevention; and D) Social Science and Health-care Policy. FourSpecialty Track Committees will address the programmatic aspects of each track. Briefly, thecommittee tasks will be to: prepare guidelines and categories for abstract submission; provide
a list of international scientific reviewers for abstracts; select preliminary list of plenaryspeakers, workshop and roundtable chairs; advise on program emphasis and space planning; andselect abstracts (after reviews) for oral or poster presentation.

Three additional committees will manage other specific tasks related to the Conference. These
are: Media and Public Relations Committee, Exhibits and Fund Raising Committee, andInternational Visitors Committee. Details of the membership and responsibilities of thesecommittees are found in Appendix B.

4. The administrative aspects of the Conference will be accomplished by the creation of a UCSFConference Staff, located at Ward 95 of the San Francisco General Hospital. Office and filingspace (200 square feet) and communications hardware (computer, FAX, telephones) areidentified for this purpose. The Conference staff were hired between January and March, 1989.
The position descriptions, duties, and responsibilities of the Conference staff are described inAppendix C. and salaries are included in the Conference budget (Appendix D).

Briefly, the Program Director (Dr. Robert Wachter) is responsible for overall coordination ofconference tasks. The major responsibility of the Program Director is to organize and plan thescientific program, working closely with the Track and Organizing Committees to assure theobjective of a balanced, high quality program. He will be responsible for committee meetings,adherence to time-lines and assigned tasks, liaison with the Conference Secretariat, andattention to local arrangements.

The Program Director will publish periodically a Conference Newsletter to be distributed toall major participants. The incumbent will also be responsible for supervision of theConference Manager in the conduct of all business matters including: negotiating subcontracts(in conjunction with the Secretariat); monitoring the budget; payment of all invoices; liaisonwith the University business office; and integration of program with conference logistics.
The Program Director will be assisted by the Conference Manager (Mr. William O'Connor), whohas been hired at the senior administrative analyst level (see position description. Appendix CkBriefly, the Conference Manager will oversee the coordination of all conference logistic mattersincluding site planning, travel, housing, social events, fund-raising, training and supervision ofconference on-site staff. He will also act on behalf of the University for all business andadministrative tasks related to the Conference. These include preparing, bidding, andnegotiating subcontracts, identifying and resolving legal, liability, security and insurance issues,and monitoring the conference budget and cash-flow.

Because of the anticipated extensive international media coverage and high public visibilityof the AIDS Conference, we will hire a Director of Communications and an Associate Directorfor Press and Communitv Relations to attend to press matters and communications (see positiondescriptions. Appendix C). These positions will most likely be consultant contracts.

The magnitude of administrative tasks will exceed the time available from the ConferenceManager and will necessitate hiring an Administrative Assistant HI. This individual will beresponsible for coordination of all personnel, accounting, conformance of contracts andprocedures to University regulations, and liaison with the AIDS Activities Division (see below).
In addition to the Administrative Assistant III, a clerk-typist will be required to managetelephone answering, triage, correspondence, filing, duplicating, and processing of paperwork.
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We recommend that the 6th International Conference on AIDS be placed administrativelyunder the umbrella of the AIDS Activities Division, SFGH. Barbara Woodruff, SeniorAdministrative Analyst, and her staff will assist in coordination and processing ofappointments, merits, and will take responsibility for fiscal and administrative activities. Spacefor the Conference staff is provided at present on Ward 95, SFGH. As the staff expands, it
may be necessary to relocate in a larger facility, to be determined.

5. Legal Matters. The magnitude and complexity of the Conference will involve certain liabilities
on the parts of the sponsors. Mr. Joe Cowan, UCSF legal counsel, will serve as legal advisorto the Conference.

6. Budget and Financial Matters. Conference secretariat services were solicited in the Fall of1987. Five conference planning groups submitted proposals for managing the 6th InternationalConference on AIDS:

0 Courtesy Associates
0 Krebs Convention Management Services
o Tally Associates
o Riser/Almeida, Inc.
o Complete Conference

Proposals were reviewed and each group was interviewed by Paul Volberding, John Ziegler,Roberta Gonzales-Wilson and Suzi Hedberg.

Courtesy Associates was selected because of their established record having been in theconference business for more than 40 years. The following points also contributed significantly:
0 Experience in managing over 2,500 conferences across the country, most notably themanagement of the III International Conference on AIDS in Washington, D.C.
o Dr. George J. Galasso, Chairman of the Organizing Committee for this Conference gaveCourtesy a resounding positive reference ranging from their organizational capabilitiesto the competency and flexibility of their staff.

0 All abstract processing and conference registration programs from the III InternationalConference on AIDS can be easily modified to meet the 1990 needs.

A Conference account/fund has been established and includes both revenue and expenseaccounts. These will serve as the master accounts for the Conference. Additional accounts canbe created, i.e., 4350XX to track Courtesy charges as deemed necessary. Further, to maximizethe output from the UCSF Accounting Office, in addition to standard ledger runs, specialreports can be tailor-made to ease the record keeping burden of the Program Office.
The Program Director and the Conference Manager are responsible for monitoring of financialstatus in line with Conference Budget, Scope of Services and Time-line.

Systems are in place to ensure that: 1) all income is reconciled appropriately; 2) funds areutilized properly and are not over- or under-spent; and 3) accounts can be closed within areasonable time frame after completion of the Conference. Monitoring will include forecastand management of personnel expenses, purchases (including subcontractors' purchases),subcontracts, and consulting agreements. These systems, reviewed by Internal Audit, are usedin the AIDS Activities Division and can be easily modified to meet the needs of theConference.
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Cashiering activities is the area of greatest concern because Courtesy Associates will behandling Regents' revenue. Careful review and development of internal policies complying withUCSF Policy and Procedure, Sections 405, 450 as well as UCSF Campus Instruction toCustodians of Petty Cash Funds is essential. In reality, Courtesy will act as a subcashieringstation. We have been advised that the Treasurer's Office will be available to advise and assistwith appropriate procedures in regard to banking of registration and exhibitor revenue tocomply with the University policy and to maximize interest income in establishing this station.
7. Mission and Policy Statement. Appendix E contains the major policies adopted thus far by theSteering and Organizing Committees. These include a statement on distribution of "profit" afterthe conclusion of the Conference.



SAN FRANCISCO: SCHOOL OF MEDICINE
DEPARTMENT OF MEDICINE

1 May 1989

To: Paul Volberding
John Ziegler
Bob Wachter
Bill O'Connor

From: Barbara Woodruff

This is to summarize my understanding of the meeting which took place on Monday, 24 April
1989 regarding 1990 activities.

1. The 1990 staff will initiate all requests for supplies, equipment and travel by
completing and directing a request for order form to the AIDS Business Office (see
Attachment A).

2. The 1990 staff will initiate all requests for staff (with the exception of the Account
Assistant II) by preparing a good working draft of job description and appropriate
personnel questionnaire as necessary. These should be directed to Tom Lupoli.
Tom will prepare as final document(s) and process through Personnel. He will
direct applications to Bill. Bill will be responsible for setting up interviews and when
a candidate is identified. Bill will contact Tom Lupoli regarding choice. Note:
Position cannot be offered or salary promised until Tom clears the proposed hire
through Personnel. Tom will notify Bill when position has cleared (usually same
day) and position can be formally offered by Bill.

3. Consultant Agreements will be prepared by Bill and processed through AIDS
Activities. The Agreements should be directed through Tom Lupoli.

4. AIDS Activitieswill be responsible for setting up computerized Personnel, Purchasing
and Accounting systems to track and project all 6th International Conference on
AIDS expenses in linewith University regulations. Quarterly reportswill be provided
to key conference staff (see Attachment B).

5. Bill or his designate will be responsible for forwarding all packing slips, timesheets,
performance evaluations etc. in a timely fashion to AIDS Activities Business Office.

6. Barbara will oversee all functions referenced above. In addition, she will work with
Conference principals to finalize the Courtesy Agreement language and the Cash
Flow (Income and Expenses) for Dean's Office.

7. As soon as possible, I would like to receive all existing documents, i.e. purchase
orders, packing slips etc. from Bill to set systems in motion.

BW/sl
cc: Tom Lupoli

UNIVERSITY OF CALIFORNIA—(Letterhead for interdepartmental use)



ATTACHMENT A

AIDS ACTIVITIES DIVISION - Request for Order

Request Date Vendor _

Requested by Address

Date Desired

Approval □ Telephone

Notes:

Office Use Only

Quant.
Unit of
Issue

Catalog
Number Description of Item

Approx.
Price

Unit
Price Total

Date Ordered

Placed by
Order Clerk

Expected Delivery

Tax

Shipping/Handling
Total

DATE INV. APPROVED PO #

DATE INV. LEDGERED Dept. #
FINAL AMOUNT

Keyed □ Affix Dept. # Here:
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AIDS ACTIVITIES DIVISION - Request for Order

? 0/v Tfe
Request Date Vendor

Date Desired

Requested by Address .

f->T If. f-C- t-

Approval □ Telephone.., x y / ^ ,—c ■ -iU- •'

Notes:

Office Use Only

Quant.
Unit of
Issue

Catalog
Number Description of Item

Approx.
Price

Unit
Price Total

Date Ordered Tax

Placed by Shipping/Handling
Order Clerk Total

Expected Delivery

DATE INV. APPROVED PO #

DATE INV. LEDGERED Dept. #

FINAL AMOUNT

Keyed Q Affix Dept. # Here:



ATTACHMENT B

AIDS ACTIVITIES DIYISIOH
BDDGBT STATUS REPORT

TO: PAUL VOLBERDDC, N.D. DATE: Ol-Feb-89

FROM: GILOA RABOY

RE: Account No: 434963-64240
Account Naae: INT'L AIDS CONFERENCE
Fisca). Period: 7/1/88 - OPEN
( <4 is OVERDRAWN ($20,749.93) as of 1/27/89
( ) has a CREDIT BALANCE as of

SUBACCOUNT APPROPRIATION
CATEGORY TO CATE

LEDGERED
EXPENDITURES
THRU 12/31/88

ADDITIONAL
OUTSTANDING

ENCOXBP.ANCES

CDMUIATIVE
TOTAL

EXPENDIIURES TP-INSFERS SPENT
ESTIMATED
BALANCE

ACADEKIC
SALARIES $0.00 $0.00 $0.00 $0.00 04 $0.00

STAFF, NAP ( A 6 P
SALARIES $0.00 $0.00 $19,387.00 $19,387.00 04 ($19,387.00)

BENEHTS $0.00 $0.00
f

$5,503.00 $5,503.00 04 ($5,503.00)

SUPPLIES/LAB $40, 000.00 $28,859.93 $0.00 $28,859.93 724 $11,140.07

OTHER $0.00 $0.00 $0.00 $0.00 04 $0.00

EQUIPNERT $0.00 $0.00 $7,000.00 $7,000.00 04 ($7,000.00)

TRAVEL $0.00 $0.00 $0.00 $0.00 04 $0.00

TOTALS $40, 000.00 $28,859.93 $31,890.00 $60,749.93 $0.00 1524 ($20,749.93)

COKNENTS: Personnel:

($1,250/10.) Wachter 2/1/89-6/30/89
1.00004 TBH Sr. Ad. An. 3/1/89-6/30/89
.25001 TBB AA n 3/1/89-6/30/89

* Courtesy Associates invoices 3/31/88 - 10/6/88

CC: BARBARA WOOOfiDFF
030



31 July 1989

d ^ M Q R A Q J M:

TO: Bob
Bill
John
Paul

FROM: Barbara

RE: Exemption from competitive bidding process

Because of the concern regarding the anticipated lengthy process of competitive
bidding I made some preliminary telephone contacts to see if there K^as some way
to obtain "special status" for the Conference whereby we would not have to abide
by the standard Purchasing regulations. I spoke to Mike Bergdorf, (Head of
Material Management), Joe Cowan (University Counsel) and Don Cutherell (Principal
Buyer). The consensus among that group seemed to be that the University is bound
by State law to do competitive bidding. Additionally, the items required forthe conference are categorized as "common goods and services." This means that
it becomes relatively impossible to argue for a specific vendor as a truly sole
source vendor.

Purchasing was willing to facilitate the bidding process by allowing theConference to prequalify bidders, waiving the posting of the bids in the
Purchasing Office etc. Don Cutherell said that he felt the process should nottake longer than two months to complete. It should be noted that he is retiring
some time in September and while they are actively recruiting one can expect
some down time as a new person comes on. Don suggested that we move the bids
through as soon as possible so that he can at least start them in motion.

In summary, I would like to make it clear that I consider my inquiry as beingpreliminary-'a sort of testing the water. I in no way leaned on anyone so if
one of you want to pursue a harder line, please feel free.



Sixth International Conference on AIDS
Local Program Office

UCSF, B1505, 415/550-0880, 415/550-0886 (FAX)

Date: 4 August 1989

From: William O'Connor
Conference Manager

To: Michael Bergdorf
Materiel Manager

Re: Our Meeting
8/1/89

I'll outline here our discussion of the anticipated services required to make the
conference happen and some of the actions necessary to bring them to completion.
Some things have already been done and are listed for the sake of completeness. The
30 November 1989 planning deadline for the completion of all the contractual
arrangements necessary was affirmed as we discussed each item.

1. Facilities -
OK. Moscone Center is secured ($78K) and the SF Marriott has committed all
their function space to us at no rental cost;

2. Housing -

blocks secured at 49 hotels and 2 residence halls (UCB and SFSU) at no cost to
the conference;
the SF Marriott will set up a master account to accumulate all of the charges we will
incur and are happy with a blanket or open P/0 (<$250K) arrangement for
payment, some room, tax and allowed incidentals will be billed to this P/O, this is
somewhere in the P/O request stage;

exhibit and poster landscapes and registration and lounge areas are covered by
the P/O request (~$106K) you have and I understand that you have enough
information to send it through so that I can meet my publishing deadline for the
exhibitor prospectus;
basic seating and staging are provided by the facilities, but P/O's may be required
for supplemental furnishings (needs not yet determined, est. $5k per P/O );

4. Audio and Visual Recording and Broadcasting -
we discussed this very complex area, including
basic meeting requirements for sound amplification and image projection,
transmission of these to remote locations,
audio recording,
visual (video, film, still photography) recording,
translation services,
a host broadcaster,
supplemental services to the media,
production and distribution of key scientific presentations (video), and
production and distribution of conference highlights program (video);
all of which can be under a single provider who then subcontracts for enormous
cost savings to us (out-of-pocket may still run in the $500-750K range);
as I mentioned, there are only two firms in the world that I know of that can handle
all aspects of an event of this size and complexity, are familiar with our
conference, and only one is in the US;

(Interoffice Memorandum Use Only )



your opinion was that a sole source justification was therefore possible and that
the use of a letter if intent to designate at this time a single distributor of
conference content would not jeopardize any subsequent bidding for host
broadcaster functions;
we discussed Joe Cowen's Involvement in the legal questions of conference
content distribution by a single entity and we compared it to a publishing house
doing a conference's proceedings;
Telecommunications -

message center,
convenience and house phones, and
computer modem, telex and other supplemental services;
all of which we (under Dennis Hartzell's direction) are negotiating with Pac Bell to
provide and they'll tell us what, if anything, requires payment;
your opinion was that if Pac Bell provides as a public utility , a Form 5 would be
sufficient for payment, but if they provided through their private subsidiaries we
might have to use a P/0;
total value may be $26-30K;
Securitv -

a security specialist and a private firm will have to be contracted,
all may be one P/0 (Moscone has list of approved vendors);
the City is very likely to be involved in external perimeter security and traffic
control;
you asked if a security specialist were hired by end of November through a
consultant agreement could we wait to get a private security firm , and I said yes.
but need to get our person as soon as possible to begin planning with City,
total value may run as high as $150K;
Food and Beverage -
Moscone refreshments may require a separate P/0 (~$30K),
Marriott refreshments to master account's P/0 (-$20K),
a welcoming reception which may be covered by an outside organization
(~$350K),
a speakers dinner at a special facility {~$20K),
a post- conference appreciation function at the Marriott (~$30K);
Publications -

most through UCSF Publications,
Abstracts Volume most likely by Raven Press with costs covered by a gift to
UCSF,
Program Book handled the same way,
may need to contract with specialist writers for some of the supplemental
publications;
you suggested that the Sharing gift in support of the Abstract Volume should
stipulate Raven as publisher if that is indeed a condition of the gift;
that the specialist writers might be independent consultants or P/0 for specialservices (needs undetermined);
Consultant Staffing Possibilities -

Director of Communications (done),
Community Relations Director (done),^^Assistant Program Director (9-10 mos., .($24Kma^ 1Housing Manager (6 mos., ~$9K max.),
Exhibits Manager (4 mos., ~$4K max.).
Floor Supervisor (1 mo.,-'$2K max.); ,

you suggested that a "MAP contract" might be the way to handle at least the
assistant program director position and that I should talk to Randy Lopez in
Personnel;

(Interoffice Memorandum Use Only )



10. Travel -
Ask Mr. FosferTravel Service has offered to extend us billing privileges so that we
can take care of the travel requirements of the Local Program Office, a service
which allows us to have guaranteed reservations without the use of a credit card,allows us the better rates and a way to book on short notice;
this is somewhere in the P/0 request stage;
~$25K max.;

11. Transportation -

covers all aspects of ground transportation,
supplemental airport service,
shuttle services to and from conference site,
limousines;
definitely needs to go out on bid with so many providers in Bay Area;
needs to be completed as soon as possible to lock in favorable rates;
~$110-120K;

12. Supplemental Services -

food concessions,
childcare,
nursing station staff,
freight handling;
each item will be no more than $1 OK.

/
Action in each of these twelve areas will have to move forward more or less simultaneouslyto stay within the time constraints. Your perspective encouraged me. I've begun to thinkwe might make it with your assistance.

cc: J. Ziegler
P. Volberding
B. Wachter
B, Woodruff
J. Cowen
D. Hartzell
D. Cuthrell

(Interoffice Memorandum Use Only )



Sixth International Conference on AIDS
Local organizing Office

UCSF, B1505, 415/550-0880, 415/550-0886 (FAX)

I

Date: 16 August 1989 ^ I^^
From: William O'Connor

Conference Manager
To: Paul Volberding, John Ziegler
Re: Staffing, Space and Equipment Needs for the Sixth International Conference on AIDS

The following is an outline of the anticipated staffing, space, and equipment required for the Conference. Present staffpositions and space and equipment presently in use are listed for the sake of completeness. We will also make extensiveuse of temps through the length of the conference for occasional clerical jobs: mailings, data entry, etc.

STAFF

Presently on Staff:
Program Director

- full time salaried through at least Au(
Conference Manager

- full time salaried through at least Auc
Conference Assistant (AA I)

- full time salaried through at least Auc
Conference Accountant (AA II)

- full time salaried through at least Auc
Community Relations Consultant

- Dana Van Gorder
- until 30 June 1990

Communications Consultant
- James Bunn, Bunn Communications, Inc.
- until 30 June 1990

Conference Secretariat (Purchase Order)
- Courtesy Associates, Inc, Washington DC
- through December 1990 at the most

Conference Travel Officer (gratis)
- Charles Keegan, Ask Mr. Foster Travel
- until 30 June 1990

Conference Decorator (Purchase Order)
- Greyhound Expo, SSF
- until 30 June 1990

1990

1990 ■?tGL
'f

1990

1990

SPACE AND EQUIPMENT

Space and Equipment Presently in Use:
- 300 square feet in room 514, Ward 95, SFGH
- room 504, Ward 95, SFGH
- 2 desks with chairs
- 3 computers, 1 printer
- 7 file drawers
-1 worktable, 3 chairs
- 6 telephones
- fax machine

v/

v/

i/

Required 1 September 1989:
Conference Secretary (Secretary II)

- full time salaried through at least July 1990
- just posted

y

Required 1 September 19R9:
- add remaining space in room 514, Ward 95, SFGH
- will house Secretary II and Dana Van Gorder
- need no extra furniture, if desks in room 514
are available for use by the Conference



Required 1 November 1989:
Assistant Program Director ' " *

- full time salaried through at least August 1990
- reports to Program Director .

Program Secretary (Secretary II)
- full time salaried through at least August 1990 j
- reports to Program Director ^

Community Relations Consultant Research Assistant
- covered by consultant agreement above
- part time, 6 months
- full time, 2 months (beginning May)
- reports to Community Relations Consultant

Exhibits Manager
- $2,500/mo.
- part time salaried (~50%), 5-6 months
- full time salaried, 3 months (beginning April)
- reports to Conference Manager

0>Y^X^

\tJ

Required 1 November IQfiQ- -

- 1,200 square feet
- will house 7 permanent staff with workspacefor 8 additional people
- add 5 desks witii chairs
- add 6 computers, 4 printers, software and cables
- add 13 file drawers
- add 3 worktables, 17
- add 6 phones

Required before 30 November 1989:
(confirmed with M. Bergdorf as P/O's or
consultant agreements,
listed here for completeness)

\ Security Consultant! cj I f)4
1 Securitv Firm / -

<r Audio Visual FirtfP''r-
^ Publisher (Abstracts) —

^ ^CHost Broadca^erI>- CJyi^ 'ZS^ ^
Ground Transportation Firm ^

—Publisher (Proceedings) ^
Translation Firm (audio) —
T+anstetioft-Rrm I

— Publisher (Program)
Freighting Firm
Conference Daily Production

Required 1 February 1990:

Housing Manager
- $2,500/mo.
- part time salaried (-50%), 3 months ^
- fulltime salaried, 2 nrronths (beginning May)
- reports to Conference Manager

Communications Consultant Staff
- covered by consultant agreement above i/
- reports to Communications Consultant

Required 1 April 1990:
Volunteer Manager

- may be a volunteer position or
- $2,500/mo'!
- part time (-50%), 2 months
- full time, 1 month (beginning June)
- reports to Conference Manager

Required 1 February IQQO-

- add 600 square feet
- will house Communications Consultant Staff
and Housing Manager

- add 2 desks w/chairs

Required 1 March ^990■

- add 3 computers, 3 printers

Required 1 April 1990-
- add 100 square feet
- will house Volunteer Manager
- add 1 desk w/chair

Required 15 April 19Qn-
- add 1,000 square feet
- will be used for Communications and Abstracts



Required 1 M^v 1990:
V1P& Sponsored Travellers Manager

- $2,500/mo.
- full time salaried, 2 months
- reports to Conference Manager

Sessions Floor Manager
- $2,500/mo.
- full time salaried, 2 months
- reports to Conference Manager

Required 1 June 199Q:
Four Asst. Sessions Floor Managers

- $2,500/mo.
- 2 poster session managers,
2 oral sessions managers

- full time salaried, 1 rrxjnth
- report to Conference Manager

Press & Media Center Staff
- undetermined requirements, at
direction of consultant

- possibly volunteer
- reports to Conference Manager
and Community Relations Consultant

Conference On-Site Office Staff
- undetermined requirements, at direction
of Conference Manager

- reports to Conference Manager

Required 19-24 June 1990:

Food Concessions
Childcare
Money Changers
Nursing Station Staff
Casual Labor
Travellers Assistance

(confirmed with M. Bergdorf as P/O's
or consultant agreements,
listed here for completeness)
and

(exact needs for the following are to
be established no later than 1 February 1990):
On- Site Registration Staff
Message Center Staff
Speaker Assistants
Printed Materials Tables Staff
Floor Assistants
Beverage Tables Staff
Hosting Staff

Required 1 Mav 1990:
- add 700-1,000 square feet
- will be used to house additional staff and for
bulk mailing requirements

- add 2 desks w/chairs
- add 4 worktables

Required 1 June 1990:
- add 1,100 square feet
- need total of 5,000 square feet (may be dividedbetween Conference Office and a location near
Moscone Center)

- undetermined number of worktables and chairs

Required 30 June 1990:
- decrease to a total of 500-800 square feet
- decrease to desks for 6 w/chairs
- decrease to 6 computers, 3 printers
- decrease to 4 worktables, 8 chairs
- maintain 20 file drawers
- decrease to 6 phones
- maintain fax machine
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SIXTH INTERNATIONAL CONFERENCE ONAIDS

SAN FRANCISCO, CALIFORNIA USA ■ 20-24JUNE 1990

Administrative Meeting Minutes
18 August 1989

10:00am, SFGH Ward 95 Conference Room

In Attendance: William O'Connor Barbara Woodruff
Paul Volberding PamWool
Bob Wachter John Ziegler

Staffing

Discussed Bob Wachter's role in the Conference. He will download fundraising
responsibilities to John Greenspan (John Ziegler and Paul Volberding can be back-up's).
He can also pull back in Communications in deference to ConnieWofsy, but he and Bill
will still work with Jim Bunn.

Decided to pursue Bob's Assistant Program Director when Lucy Felicissmo comes in
town. Bob and Bill O'Connor will work on a description of the position.

John suggested using groups of volunteers in the Local Program Office for such tasks as
bulk mailings (disabl^ groups, senior citizens, foreign citizens, PWA's, etc.)

Process for Administrative Decision Making

BarbaraWoodruff raised the question about information flow and decision-making
processes for the Conference. Paul noted that the Conference must have sensitivity about
our relationship with the University. Decided to ask Chuck Smukler to participate in
administrative meetings every two weeks.

Expenses

Need budget reconciliation for this quarter. Barbara hopes to have updated budget by mid-
September.

Space

Space options include: CED, an empty building on Mission & 3rd, 74 New Montgomery,
3rd & Howard. The target for finding new space is mid-September. Dana Van Gorder can
focus his energies on this task.

Abstracts

John reviewed a potential plan for the abstracts:

If 6,000 abstracts are submitted: 2,250
750

3,000

rejected
publish only
accepted

Administrative Meeting Minutes
(1)



The 3,000 accepted =100 oral + 900 posters = 1,000/day
The 900 posters = 100 premiers + 800 landscape

Publications

Discussed having 3 volumes (1 per day) with that day's schedule, a blank page for "MyDaily Schedule," and maps in the front. The issue of having a "publish only" category
must be discussed by the LOG, as does the division of the index between the 3 volumes.

In addition, the Conference would provide a general Conference information guide (aboutSF, phones, fax, etc.) and a pocket program.

Grants

PHS can sponsor the Abstract Volume (along with Schering). Bob will write somethingfor PHS to put in the Task Order.

Security

Jim Bunn should be included in the interviewing process for a security consultant. A
meeting should be set up between Dana, Jim, Bob, Bill, John and security consultant
prospects when Jim is in town. The budget for security needs to be increased. UniversitySecurity can complement but not take the place of another security firm.

Video

John suggests only plenary sessions be videotaped. The "hot ticket" sessions can be
scheduled into the rooms already set up for videotaping from the plenary sessions. Billneeds a model to work from by 30 August 1989. John will talk to Jim and give BiU moreinformation.

International Travel Committee

It is time to call a meeting of Norman Hearst's International Travel Committee. Agendaitems to include: organizing plans for a meeting in DC; obtaining lists of international
visitors from tracks; establishing contact with international organizations that will sponsor
people; contacting LAS, WHO, Montreal, Stockholm, IRC, UNESCO, and NIH. John
will call Norman.

Other Business

Copy machines should be made available to Conference participants.

The next Administrative Meeting is scheduled for Thursday, 14 September 1989 from
10:(X)am-12:(X)pm in the SFGHWard 95 Conference Room.

Administrative Meeting Minutes
(2)



SIXTH INTERNATIONAL CONFERENCE ON AIDS
San Francisco, California USA • 20-24 June 1990

Administrative Meeting

_ agenda

14 September 1989
10:(X)am-12:00pm

Ward 95 Conference Room
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1) Process for AdministrativeDecisionMaking
2) Update on Revenue

3) Expenses

4) Staffing:

L

a) Assistant Program Director
io) . i4s.
b) Other Staff

1 1
Method ofPayments

SJ^^fice Space

6) Consultant Agreements:

a) TomHom

b) Security
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7) UCSF Issues:

a) Legal
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c) Financial

8) Other Business

9) NextMeeting:

a) Date

b) Topics
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SIXTH INTERNATIONAL CONFERENCE ONAIDS
SAN FRANCISCO, CALIFORNIA USA • 20-24JUNE 1990

Process for Administrative Decision Making

John Ziegler noted that this group will make important administrative decisions about the
Conference; program decisions will be made elsewhere. This group will meet on
Thursday, 10:00am-12:00pm, every two weeks in the SFGH Ward 95 Conference Room.
The next meeting will be on 5 October 1989.

Members discussed the roles of the Dean's Office and the AIDS Program in the planning ofthe Conference. The Conference is not a free-standing unit within the University. TheAIDS Program at SFGH will act as the Conference's administrative base (personnel,
accounting, etc.).

The decision was made to hire another Business Administrator for the Conference, either to
help with the AIDS Program or directly with the Conference. Chuck Smukler, Paul
Volberding and BarbaraWoodruff will explore the options.

Copyright Issues

John reviewed the spreadsheet. The question of copyrights was raised. Chuck said the
Conference should copyright all printed materials. The Conference program should include
a line noting that the University owns the copyrights for all Conference materials.

Update on Revenue and Expenses

Chuck noted that the Conference should produce monthly reports about income and
expenses. The Dean's Office is very concerned about issues of financial management. A
specific concern is Courtesy Associates' handling of UC funds. Bill O'Connor will set up
a meeting between himself, the chief financial officer(s) of Courtesy, Harry Cordon, Jane
Powers, Barbara, and Emilie O'Shea. Agenda items for this meeting will include: credit
cards, acknowledgements, refunds, feedback (from the Conference to Courtesy), policyand procedures, and bank accounts. Meanwhile, Bill will instruct Courtesy to batch and
forward checks daily, to immediately send missing documentation for checks already
received, and to send their procedures for money handling. In addition, Barbara will find
out from Bank of America if one can establish a credit only credit card account and block
debiting the account.

Administrative Meeting Minutes
14 September 1989

10:00am, SFGH Ward 95 Conference Room

In Attendance: William O'Connor Bob Wachter
Barbara Woodruff
PamWool
John Ziegler

Emilie O'Shea
Chuck Smukler
Paul Volberding

Administrative Meeting Minutes
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Staffing

Members decided to hire Lucy Felicissimo as Assistant Program Director. She will
probably be hired as a consultant to the Conference. We must clarify the roles,
relationships, and tasks of all administrative personnel.

Space

The Conference staff is in the process of collecting information about space options, both
within and outside of UCSF, and will present a proposal about space at the next meeting.

Consultant Agreement with Tom Horn

Members decided the Conference will use the legal services of Tom Horn. The Conference
will contact Joe Cowan to explore the possibilities of having Tom report through the UCSF
legal affairs office.

The next Administrative Meeting is scheduled for Thursday, 5 October 1989 from 9:00am-
12:00pm in the SFGHWard 95 Conference Room.

Administrative Meeting Minutes
(2)



SIXTH INTERNATIONAL CONFERENCE ONAIDS

SAN FRANCISCO, CALIFORNIA USA ■ 20-24JUNE 1990

Administrative Meeting Minutes
5 October 1989

9:00 am, SFGHWard 95 Conference Room

In Attendance: Dick Littlejohn
Bill O'Connor
Emilie O'Shea
Chuck Smukler
Paul Volberding

BobWachter
BarbaraWoodruff
PamWool
John Ziegler

1. Issue:
Action:

2. Issue:
Action:

3. Issue:
Discussion:

Action:

4. Issue:
Discussion:

Action:

5. Issue:
Discussion:
Action:

6. Issue:
Discussion:
Action:

Minutes from 14 September Administrative Meeting.
Minutes approved.

Frequency of administrative meetings.
Starting November will meet weekly.

Organizational Chart
Paul reviewed the Organizational Chart and discussed the roles of

Conference administrators.
The Dean's Office will be moved to the top of the Organizational Chart.
Barbara Woodruffs role will be made more central on the Organizational

Chart.
Bill and Barbara will work together to write contracts.

Meeting with Vice Chancellors
Dick Littlejohn suggested that a meeting with several Vice Chancellors of

the University would be helpful. Include Bruce Spaulding on
community matters. il?The Dean's office will arrange this meeting. _

Conference organizers need to have specific issues ready for this meeting.

Courtesy Associates: cash handling procedures.
Have received draft from Courtesy
Will work with them on revisions.

Money for on-site CME credits.
Assume CME will handle this.
Bill will call to double check.

TO

\

(yL6^
ji-

^vO
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7. Issue:
Discussion:

Action:

8. Issue:
Action:

9. Issue:
Discussion:
Action:

10. Issue:
Discussion:
Action:

11. Issue:
Discussion:
Action:

12. Issue:
Discussion:
Action:

Staff and space for Lxx:al Program Office.
Best option is 20th and Harrison, then CED.
Will have 4 additional people by Nov. 1=9 total bodies. Thus need 1200

square feet at that time.
An additional 7 people will come on board in January.Will continue negotiations for both 20th and Harrison and CED, as well

as exploring other options.
Chuck suggests Manager positions be under independent consultant

agreements.

Role of the City.
John will explore and report next meeting.

Revenue/Expenses.
Reviewed "Budget Status Report."
Barbara and Emilie will provide monthly reports.

Legal services for Conference.
Joe Cowan should be in the loop as supervisor of Tom Horn. ,

Barbara will call Joe and make sure he's in the loop and then write this
into the contract She'll also ask him about the number of I
hours to be included in the contract. 1

Steve Hurst of UCSF will be consulted on copyright issues. ^
Communications/media.
Reviewed Bunn ascertainment report.
Need to make decision over the next couple of weeks.

Security. "
Narrowed it down to STI and^igma Blocl^May want to meet with politiciaflS/thcCilyTo explore their connections

with these companies.

The next Administrative Meeting is scheduled for Thursday, 19 October 1989 from 9:00 am-11:00 am in the SFGHWard 84 Conference Room.

Administrative Meeting Minutes
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AGENDA FOR ADMINISTRATIVE MEETING
OCTOBER 5, 1989

9:00 -12:00 noon, Ward 95

1. Review of minutes

2. Conference staffing update

0 Organization chart
o Reporting and responsibility flow
0 Future staff and time-line

3. Conference Secretariat update

0 Contract and purchase order
o Cash handling

4. Expense and income analysis

Wachter

Volberding
O'Connor

Woodruff

Woodruff

5. Legal Services to Conference " /-/rvw . O'Connor L J
0 Copyright issues _ ^

» ^cTif

6. Space options, time-line Volberding

7. Communications/media

0 Ascertainment report O'Connor
0 Need for $25K, Information Services Manager O'Connor
0 Need for $80,500, staff O'Connor

8. Audio-Video/host broadcast O'Connor

9. Security consultant O'Connor

o Status of interviews Van Gorder
o Role of City of San Francisco Volberding

10. Other business and future meeting dates - I^lff ?-/!

5 ,

i
» 7)
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Sixth International Conference on aids
Local Organizing Office

ucsf, b1505, 415/550-0880, 415/550-0886 (FAX)

Date: 17 October 1989

To: Administration/Management Team

From: Chairs

Re: Meeting, Ward 84 Conference Room (note the venue change)
Thursday October 19, 9:00-11:00 am

agenda

1. Review minutes. Update and follow-up on action items
(.Hcyf

2. Media requirements Ascertainment Report)

3. Update on Courtesy

4. Budget and cash-flow status

5. Space

J. Ziegler

C. Wofsy "

B. Woodruff

B. Woodruff
e. O'Shea

P. Volberding

6^

'j~6. Contracts to be let: Host Broadcaster
Ground Transportation
Security

W. O'Connor"^

7. Fund raising status
(from meeting 10/13)

J. Ziegler

8. Staff requirements and projections W. O'Connor V

r LeJtiy. jQ

S(L^Vri. ~f y

/—L4clr,-2.JA| X
/VXX-*- Ttk /6-c ITU^'IK
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SIXTH INTERNATIONAL CONFERENCE ONAIDS

SAN FRANCISCO, CALIFORNIA USA ■ 20-24JUNE 1990

Administrative Meeting Minutes
19 October 1989

9:00 am, SFGH Ward 84 Conference Room

In Attendance:

1. Issue:
Action 1:

Action 2:

2. Issue:
Action:

3. Issue:
Discussion:

Action:
Responsibility:
Time Frame:

Issue:
Discussion:

ISSUg:
Discussion:

6. Issue:
Discussion:

7. Issue:
Action:

8. Issue:
Discussion:

Action 1:

Responsibility:
Time Frame:

Emilie O'Shea
Chuck Smukler
Paul Volberding
Bob Wachter

Connie Wofsy
Barbara Woodruff
PamWool
John Ziegler

Administrative Meetings
Will meet inWard 84 Conference Room every week, starting

2 November 1989.
Barbara and Bill will meet at least once a week priot to weekly y / ( L/6^3Administrative Meeting. ^
Organizational Chart
New Organizational Chart approved.

Meeting with Vice Chancellors
Agenda to include: brief history of Conference (Paul), overview of

organization (John), business overview and potential problems
(Barbara), etc.

Final agenda needs to be written.
Barbara
Meeting scheduled for 13 November 1989, 10:00 am, room S-118.

Role of the City
Myra Snyder is on board and being extremely helpful,

Legal Services for Conference
Barbara reported that Joe Cowan more than willing to come on board as

supervisor for Tom Horn.

Security x --v j tCity would prefer to work with Sigma Block, v

Minutes from 5 October Administrative Meeting
Minutes approved.

Host Broadcast Firm
Communications Committee unanimously agreed that CBC is the best

candidate.
End ofNovember is target date for finalizing host broadcast decisions.
Bill and Barbara need to meet to discuss process necessary for

University contract with host broadcast firm. Want to involve Tom
Horn in this.

Bill will contact Barbara. They'll determine who will contact Tom.
Before Thursday 26 October. 1 ^

Administrative Meeting Minutes
(I)



Action 2:

Responsibility:
Time Frame:
AgtiQn 3:

Responsibility:
Time Frame:
Action 4:

Responsibility:
Time Frame:

9. Issue:
Discussion:

10.Issue:
Discussion:

AgtiQn 1:
Responsibility:
Time Frame:
Action 2:

Responsibility:

Time Frame:

11.Issue:
Discussion:

Action:
Responsibility:
Time Frame:

12.Issue:
Discussion:
Action:

Responsibility:
Time Frame:

13.Issue:
Discussion:

Need to contact Purchasing Department and facilitate contracting with a ^ /Canadian firm.
Also need to continue discussions with Purchasing so that Conference can

request final bid from CBC as a sole source yendor. l
Bill ^
Before Thursday 26 October.
If all OK with Barbara and Purchasing, need to request a final bid from

CBC.
Bill to contact CBC (and Spacebridge).
To be determined.
Need to hold a Communications/Administration Meeting to come up with ,

a bottom line for host broadcast firm.
Connie
Thursday 26 October, 9:(X) am. Ward 84 Conference Room.

Audio Visual Requirements
Bill needs to stay firmly in the loop on these issues.

Bunn Communications' Ascertainment Report ^
Options for communications/media staff were discussed. Want staff to be

hired directly by Bunn Communications and not through the
Uniyersity system. Decided to allow $1(X),(XX) plus oyerhead for
communications/media staff, in addition to $25,(XX) for Information
Services Manager.

Need to consult lawyer about realistic oyerhead costs.
BiU
Before Thursday 26 October.
Need to contact UCSF Communications Dept. to see which positions they

can fill.
Bob and John will talk to Bruce Spaulding; Jim and Connie to continue

contacts with Michella.
Before Thursday 26 October.

Translation Costs
WHO will coyer translation costs. Discussed whether this should

still be part of host broadcaster's contract or whetherWHO will
handle this separately.

Need to find out exactly whatWHO willing to do.
Bill
After receiying final bid from CBC. v/

The Daily Conference Report
Will tentatiyely go ahead with plans for the DCR.
Need to lip ^ ^ttprP f"^ ^he. DPR
Connie
Thursday 26 October, 9:00 am, Ward 84 Conference Room.

Update on Courtesy Associates
Barbara reported that the Courtesy Purchase Order has been reworked to

their satisfaction.
Barbara will continue to work with Melissa on cash handling procedures,

Administrative Meeting Minutes
(2)



14.Issue:
Discussion:

Action:
Responsibility:
Time Frame:

15.Issue:
Discussion:

Action:
Responsibility:
Time Frame:

16.Issue:
Discussion:
Agtion 1:
Responsibility:
Time Frame:
Action 2:
Responsibility:
Time Frame:

17.Issue:
Discussion:

IS.Issue:
Discussion:
Action 1:
Responsibility:
Time Frame:

Exhibits Money
Chuck suggested establishing a lock box (i.e. the money goes directly to

the bank and the Conference office would receiye the paperwork
only).

Need to ^d out details of establishing a lock box. ^
ASj^^ f vva. vv-CtX-

Revenue/Expenses
Reyiewed summaries of cash flow and expenses. These reports for

interoffice use only.
Barbara, Bill and John need to meet about budgetary issues.
Pam
Sometime Tuesday 24 October.

7

ly

Space for Local Program Office
Space ayailable at 20th and Harrison is acceptable.
Need to write memo to Dean Rappaport from John and Paul.
Pam
Before Monday, 23 October.
Need to arrange meeting between Rappaport, John and Paul.
Cathy ' jo I .
ASAP " j

Fund Raising
John reported that Dennis Hartzell had mentioned a celebrity fundraiser.
Decided this is not a good idea for the Conference.

International Travel Manager
The LAS has agreed to provide funds for an International Travel Manager.
Need to write letter to LAS from Paul confirming this
Bob will provide Paul with draft.
ASAP

The next Administrative Meeting is scheduled for Thursday, 2 November 1989 from 9:00
am-11:00 am in the SFGH Ward 84 Conference Room.

Administrative Meeting Minutes
(3)



fsSIXTH INTERNATIONAL CONFERENCE ON AIDS
^SAN FRANCISCO, CALIFORNIA USA* 20-24 JUNE, 1990

Organizational Chart
i)

UC San Francisco
Dean's Office of the
School of Medicine,
Business & Fiscal

Services
I

AIDS Activities
OfTice, SFGH:
B. Woodruff
E. O'Shea

Ward 84 Business Staff
I

Administrative ^
[anagement Groupj

Local Program
Office:

R. Wachter
W. O'Connor

P. Wool

INTERNATIONAL
STEERING
COMMITTEE

LOCAL
ORGANIZING
COMMITTEE

|:OMMUNITY
D. Van Gorder

Community
Task Force
L. McKusick
S.. Gross

COMMUNICATIONS
J. Bunn

PROGRAM
R. Wachter
L. FeUcissmo

LOGISTICS
W. O'Connor

Communications
Committee
C. Wofsy
J. Bunn

Track Committees

A: Basic Science
J. Levy

M. McGrath

B: Clinical Science
J. Mills

H. Hollander

Secretariat:
Courtesy Associates

Other Logistics
Misc. Sub-contracts

Security Consultant

FUNI
D
) RAISING
HartzeU

Fund Raising
Committee
J. Greenspan
D. Hartzell

D. Van Gorder

INTERNATIONAL
VISITORS
N. Hearst

Travel Secretariat

C: EpI/Prevention
S. Hulley

G. Rutherford

D: Social/Policy
D. Abrams

S. Hernandez

1
International Scientific
Program Committee
More than 300 AIDS
scientists worldwide

4th Draft: 10115189
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SAN FRANCISCO: SCHOOL OF MEDICINE
OFFICE OF THE DEAN
S-224 - BOX 0410
Ext. 6-2342

October 23, 1989

John Ziegler, M.D.:

As of today, the following senior officers are scheduled to attend
the November 13th meeting to familiarize them with current
conference plans:

H.W. Suelzle, K.J. Hittelman, B.W. Spaulding, B.R. Stevenson,
T. Trygstad, and M. Reichman.

The thrust of this meeting is, as I understand it, to bring the
officers up to date on the organization and scope of the conference.
Ideally you would want to use this meeting to familiarize the campus
leaders with particular issues or problems that may affect their
functional areas of responsiblity.

The enclosed organizational chart identifies the relationship of the
various administrative units to each of the senior officers.

Enclosure:

c: B. O'Connor
R.G. Littlejohn, Ph.D.
JP, Volberding, M.D.
B. Wachter, M.D.
B. Woodruff

AC\JZ1023

n
Charles Smukler

m

UNIVERSITY OF CALIFORNIA — (Letterhead for interdepartmental use)



101.2 UNIVERSITY OF CALIFORNIA, SAN FRANCISCO
ORGANIZATIONAL CHART

CAMPUSWIDE ADMINISTRATION
July, 1989

ACADEMC
SENATE

DEAN
GRADUATE DIVISION

L. M. Kojiolf

CHART 2

CHANCaLOR
J. R. Krevans

SENIOR VICE CHANCELLOR 1 SENIOR VICE CHANCELLOR
ACADEMIC AFFAIRS

D. J. Ramsay
1
1

. . i

ADMINISTRATION
H. W. Soelzle

University of California,
San Francisco

Policy and Procedure Manual

101.2

ASSOC VICE CHANCELLOR
STUDENT ACAD AFFAIRS

A REGISTRAR
R. D. Gbson

ASSOCIATE VICE CHANCELLOR
ACADEMIC AFFAIRS

K. J. Hitlelfnan

DIRECTOR-OFRCE OF
RESEARCH AFFAIRS

L. M. Patrakis

VICE CHANCELLOR
UNIVERSITY ADVANCEMENT &

PLANNING
8. W. Spaulding

ASSISTANT VICE CHANCELLOR
ACADEMIC AFFAIRS

D. J. Sanchez

UNIVERSITY LIBRARIAN A
COORDINATOR-LEARNING SVCS

D. Bishop

DIRECTOR
ANIMAL CARE FACILITY
^ J. 8. Spinelli

DIRECTOR
LPPI

S. H. Barondes

ASST VICE CHANCELLOR
ACADEMIC AFFAIRS

□. Dillon

ASST VICE CHANCELLOR
ACADEMIC SERVICES

K. R, Wilson

DIRECTOR
EDUCATIONAL MEDIA

RESOURCES
P. Ng

ASSOCIATE VICE CHANCELLOR
UNIVERSITY ADVANCEMENT A

PLANNING
(Vacant)

ASSISTANT CHANCELLOR
COMMUNICATIONS

M. Reichman

ASSISTANT CHANCELLOR
F. S. Pelrocelli

ASSISTANT CHANCELLOR
LEGAL COORDINATION

J. L Cowan

VICECHANCEUOR
RESOURCE MANAGEMENT

T. A RoHnson

ASSISTANT CHANCELLOR
PUBLIC SERVICE PROGRAMS

T.W. Gwyn

ASSISTANT VICE CHANCELLOR
DEVELOPMENT
K.L Kane

DIRECTOR
RESEARCH A

DEVELOPMENT LAB
A. F. Bradley

DIRECTOR
PROCTOR FOUNDATION

C. R. Dawson

ASST VICE CHANCELLOR
ENVIRONMENTAL
HEALTH A SAFETY

J. L. Balzer

ASST VICE CHANCELLOR
ENVIRONMENTAL ASSESSMENT

D. S. Layne

DIRECTOR
CAPITAL PLANNING

R.Jones

DIRECTCR
OPERATING BUDGET

T, 8. 8pradling

ASST VICE CHANCELLOR
AUDIT SERVICES

H. C. Cordon

VICE CHANCELLOR
BUSINESS A FISCAL SERVICES

B. R. Stevenson

ASST VICE CHANCELLOR
BUSINESS SUPPORT ACTIVITIES

J. A. Lewis

ASST VICE CHANCEUOR
ACCOUNTING
T. M. Johnson

DIRECTOR
.AUXILIARY SERVICES

fl. R Cannon

DIRECTOR
CAPITAL PROJECT

MANAGEMENT
G. F. Nelson

VICE CHANCELLOR
STAFF A STUDENT HUMAN

RESOURCES
T. Trygstad

ASST VICE CHANCELLOR
INFORMATION SYSTEMS

D. Ernst

ASST VICE CHANCELLOR
UBOR RELATIONS

W. J. Nell

MATERIEL MANAGER
M. B. Bergdorl

CHIEF OF POLCE
R. R. Resig

ASST VICE CHANCELLOR
AFFIRMATIVE ACTION/
EQUAL OPPORTUNITY

M, B. Adams

ASST VICE CHANCELLOR
STAFF A STUDENT HUMAN

RESOURCES
C. H. Francis

ASST VICE CHANCELLOR
STAFF PERSONNEL SVCS

R.L Lopez

DIRECTOR
STUDENT BUSINESS

SERVICES
R. R. Freerran

DIRECTOR
PHYSICAL PLANT

(Vacant)

DIRECTOR
FACULTY, STAFF A STUDENT

ASSISTANCE PROGRAM
J. A. Malto*

DIRECTOR
FINANCIAL PLANNING

A BENEFITS
J. K. Beeson

DIRECTOR
STUDENT HEALTH SERVICE

L. 0 Olivares
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Sixth International Conference on aids
Local Organizing Office

UCSF, B1505. 415/550-0880, 415/550-0886 (FAX)

Date: 31 October 1989

From: Pam Wool
Conference Assistant

To: Administration/Management Team

Re: Tasks from the 26 October Communications/Administrative Meeting

Connie Wofsy will provide formal minutes for the 26 October Communications/Administrative
Meeting. The following are the specific administrative tasks that need attention.

1 . Issue:
Discussion:

Action 1:
Responsibilitv:
Time Frame:
Action 2:
Responsibilitv:
Time Frame:

2. Issue:
Discussion:
Action:

Responsibility:
Time Frame:

3. \SSU&.:

Action:
Responsibility:
Time Frame:

4. Issue:
Discussion:

Action:

5. Issue:
Discussion:

Newsletter
Will stick with 20,000 copies/day.
Budget: $50,000 - 70,000.
Will go through bidding process via UCSF Purchasing

Department.
Need to call Mike Bergdorf.
Bill
ASAP
Need to submit formal request for bid
Bill will send to Barbara.
ASAP

ft)
O L

Host Broadcast Firm
Want to hire CBC with a budget ceiling of 1.19 million dollars.
Need to call Mike Bergdorf and discuss sending a letter of intent to

CBC.
Bill and Barbara • . ^ I .

ASAP I ^
Translation
Will send host broadcaster's bid for translation services to WHO so

they can arrange translation sen/ices.
Need to send estimated budget to Kathleen Kay./"'^ B
Bill / A A o
After estimate received from CBC. ^

Hiring a Sign Language Interpreter
Want to hire a sign language interpreter for the Conference.
None taken.

Bunn Communications Contract Changes RE: Staffing
Bunn Communications presented a proposed budget necessary as a

result of contract changes regarding staffing:

(Interoffice Memorandum Use Only)



Action:

Responsibility:
Time Frame:

6.

Discussion:

Action:

Responsibility:
Time Frame:

Staff
fA

Acct/Payroll
Legal
/^ttrtiFee

$100,000
25,000
4,000
5,000
10.000

Total $144,000

Budget will be discussed at next Administrative Meeting.

Need to write formal letter from Conference to Bunn Communicationi
indicating that contract changes regarding staffing are being
made at request of Conference organizers.

Bob will draft letter for signature by Conference Co-Chairs.
Before the next Communications Meeting.

Other Bunn Communications Contract Changes
Bunn Communications proposed becoming a "tum key" operation

with the following budget:

OCR, Section 2 $50,000
Remainder Press Ctr; Equip:

Support 55,000
Remainder Travel 21,000
OyTtiriqencies 57.ooo
Total $183,150

Need a formal proposal from Bunn Communications in writing.
Jim Bunn
Before next Communications Meeting.

Ua

J
The next Administrative Meeting is scheduled for Thursday, 2 November 1989 from9:00 am-11:00 am in the SFGH Ward 84 Conference Room.

(Interoffice Memorandum Use Only)



Date:

To:

From:

Re:

Sixth International Conference on aids
Local Organizing Office

UCSF, B1505. 415/550-0880, 415/550-0886 (FAX)

1 November 1989

Administration/Management Team

Chairs

Meeting, Ward 84 Conference Room, Thursday November 2, 9:00-11:00 am

AGENDA

1. Review Minutes; Update and Follow-Up on Action Items J. Ziegler
2. Legal Issues T. Hom

3. Liability Insurance C. Smukler

Bunn Contract Changes J. Ziegler -

^ 4. Budget and Cash-Flow Status B. Woodruff
E. O'Shea ^

v/ 5. Update on Courtesy Cash Handling Procedures B. Woodruff

6. Exhibits Cash Handling Procedures C. Smukler

7. Contracts To Be Let: Host Broadcaster
Ground Transportation
Security

^ 8. Independent Consultant Agreements: Lucy Felicissimo
Dottie Burdine
Michelle Aldrich

9. Update on Office Move

"^10. Staff Update

*^11. Agenda For Meeting With Vice Chancellors

^12. DHL Rates

13. Other Business

W. O'Connor

W. O'Connor

R. Wachter

W. O'Connor

B. Woodruff

P. Wool

Committee

frv T-

Cyo

(,9 \

yvJXjL QxAJ^^Aoy^i 0\rh^

* SCOOVyM^ ^
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SIXTH IX'THRNAriONAL CONFERESCE ON AIDS

SAN FRANCISCO, CALIFORNIA USA • 20-24JUNE 1990

In Attendance:

Issue*
Di«ensgon:
Action 1:
Resoonfflbilitv:
Time Frame;
Action 2!

Responsibility:
TimePraine-
Actions:
Resnonsibilitv:

Issue:
Bissiissasmr

AsiBsm:
R^gppngitnfe:
TimgFramg:

3. Issue:
Dticiissioa:
Actipm
RgigwinsiMt^
TiflfflcFlme:

4. Issif^:
Piscussim:

Action:
RcsponsiMlity:
Time Frame*

5e Issuft;
Pisgwss^'

AdministrativeMeetingMinutes
2 November 1989

9KX) am, SPGHWard 84 Conference Room
/

Tom Horn
Bill O'Connor

Ortiz
HmilieaSbea
Paul Volbeiding

BobWachtBT
BaibamWoodmff

wSa^er TKMr.
-jT \fc^

1^-
Space for Conununity Outrcacb Sessions
l^bst Theater to be booke^ and possibly the Giecn Room. ^Need to submit formal applicatioa toWar Memorial Board of Trustees.
Dana
ASAP
Need to arra^ for deposit payment
PamandEirdlie
ASAP
Need a meeting with John, Bob, Bill and Dana to clarify plans.
Dana
Immediately following die^J^ovemberAdmtntstistive'^

Security
Will discuss at 6 Novembermeeting withMateriel Management
Want UCSF security to review dran of scope of services.
Dana tomeet with Jess Ortiz ofMaterielManage^nt at a later date.Need written report pfDana's prpcess for choosing fiitns.
Bill will inform Dana.
Monday, 6 November,

Host Broadcast Ftrm
WUl discuss at 6 Novembermeeting withMaterielManagement
Need written xepoti of Tim's process for choosing firms.
Billwill inform Jim
Monday, 6 November.

Copyright Issues
Steve Hurst, the University's patent lawyer, is working on copyright

language for the Conference.
Need 10 invite Steve Hurst to the 9 November Administrative Meeting.
Barbara
Done

L4«x.jstAxr ^
7~
lir©

Bunn Communications Contract Changes
Turn key" operation not a good idea, but need to renegotiate the

following 3 points:

AimimUtntht Mtttinf Minutts
a>



NOU-06-1989 14:23 FROM 1990 INT AIDS CONF TO J ZIEGLER P.03

Rcsponsibijitv:
TttngFratas:
6SAW2'

Rgsponsibiliiy:
Taag.B«ae'
Action 3:

Rgspgnsitality:
TimeRramfe!

6. Ifisufet
Piscusaoa:
Afidoal:
Rpsponsibility-
limeZoms:

7* ISSMi
Piscuasion:

Actioii It
Bs5Bfiaail2ilitxi
TMngFrama;
Action 2;

Responsibilitv!
TimcFfamfe:
Acrion 3:

Rgspgnsibility:
8. Issue:

Piacuaaon:

Acrinnr
Responsibilitv;
TimgRamc-

"~9. Issii^:
Discussion!

1.
2.

3.

4.

Add $25,000 to the contract for an Information Manager.
Add $100,000, plus $19,000 for overhead, to the contract for
the hiiing of the Gommtuucations stalf by Bunn
Communications.
Limit the travel budget to $36,600 and award the funds to Bunn
Communications, rayment upon invoice.
Add $2,800 to the contract for Florida office expenses, 6/1/89 -
l/lS/%. Payment upon invbioe.
Separate all costs for the Daily Conference Report from the rest
of the contxict and provide a go" cption on March 1.

Needameeting with Barbara, Bill and Emilie to sort out costs.
BiU
Thesday, 7 November, 8:30 am.
Need ameeting with Bunn Communications andConfemKc organizers to

tenegotilate contract
BiU
Ajftermeetingwith Barbiua and Emilie.
Need to redraft the contract after negotiations.
Tom Horn
ASAP in November.

Tom Horn Contract
Want to make stire Joe Cowan is supervising Tom Horn directly.
Need to touch base with Joe Cowan.
Barbara
Before 9 November Administratiye Meeting.

Update on Courtesy Cash Handling Procedures /
The Dean's Office signed off on the proc^ures and they are on their way / /C'(3

through the Umveisity system.
Need to find out when letters ^ acknowledgementwill go out.
Bill will talk tt>Melissa.
Before 9 NovemberAdministrative Meeting.
Need to begin setting-up for credit card transfers to Bank ofAmerica

account (i.e. order datalink, etc.)
Bill will talk toMelissa.
Before 9 NovemberAdministFative Meeting.
Need to add this issue to agenda for 13 Novembermeeting with Vice

ChanccUois.
Barbara

^2J.dx:iCA

f^hS

Update on Exhibits Money
Chuck Snaikler arranged for money to be received by UCSF Mail

Remittance Office. Details are being conflimed by Barbarawith
theMail Rimritxance Office. Will be recharges in^ved.

Need mailbox number for remittance.
Barbara
ASAP

Budget/Revenue
Reviewed summaries of cash flow and expenses. These reports for

interoffice use only.

AdmUdsirmid'm MttUmg hilnmtmB
w
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AciiQii:

Responsibility!

10.Issue!
Discussion!

Action!

RgsponaMity;
ll.lssuei

Discmatia:

Acdon 1:

Rpsponaibtlity;
Timgftamg:
Afftifin 2'
ResponsiHlitv!
TimeRang:

12.1sauc:
Piyugsion:

Responsibiiitv:
Time Frame:

13.1ssup!

14Jssue;
Discussion:

Action!

Responsibility:
rimcFrmnp:

Need to add proiected costs ofCommunity Outreach Sessions to budget
(see item #1).

BaxtxuraandEmiiie

Complimentary Tickets/Volunteers —
There will be no free passes to the Coofeience. Volunteers will be

allowed limited access to the conference site (ie. not allowed into
sessions).

Need to have a contact person for inquiries regarding volunteering.
Pam

Newsletter
Want to use UCSF Publications fbr production of the Conference Daily.

Someone from Jim's staffwill review all copy fbr the newsletter.
Need to find staff writers.
Oonme (Bill will contact ber)

leport at the 29 November Local Organizing CommitteeMeeting.
Need to find an editor. (Donna Jacobsen was suggested.)
Connie (Bill will contact heiA
JjjWll report at the 29 NovKhberXocal Organizing CommitteeMeeting.
Translation
Want to provideWHO with costs ASAP. Want to collect cost information

frt^ firms in addition to costs submitted by CBC.
Need to contact several local firms ifMateriel Management approves.
Bill
ASAP after the 6 Novembermeeting withMateriel Management

Liability Insurance
Need to inviteMike Baldinclli to an AdministrativeMeeting.

DHL Rates
DHL will give the Conference a 30% discount for international shipments

and possibly the state of California rate fbr domesdc ovcmight
shipments.

Need to contact Gene Peterson in Materiel Management about other , .

possibly cheaper rates.
Pam
Done

The next Administrative Meeting is scheduled for Thursday, 9 November 1989 from 9:00
acQhl l.KX) am in the SFQHWard S4 Conference Room.

Admi»istratlrt Mteting Mittutts
0)

TOTftL P.04



NOU-08-1989 12:14 FROM 1990 INT AIDS CGNF TO J ZIEGLER P.02

Sixth international Conference on aids
local Organizing Office

UOSF, B1505, 415/B5O-O880. 415/550-0386 <FAX)

Date:

To;

From:

Re:

0 NoverT4>er 1989

Administration/Management Team

Meeting, Ward 84 Conference Room, Thursday November 9,9:00-11:00 ^

-/vT Hli
Iaa/L^ ^

6W

AQENPA

1. Review Minutes; Update and FOIIow-Up on Action Hems

2. Copyright Issues

J. Zlegler

S. Hurst

At 3. Space for Community Outreach Sessions B. Woodruff

^ 4. Bunn Contract Changes

5. Contracts To Be Let: Host Broadcaster
Ground Transportation -
Security — ^ .

TV^^ Caj/X.*N^ ,

6. Staff/ indep. Consultant Agreements; Lucy Felicissimo
Oottie Burdine -

TtX-^rtJL
^ 7. Agenda For Meeting WHh Vice Chancellors

8. Rescheduling 23 November AMnistrative ro
9. Other Business

J. Zlegler

W. OConnor

W. O'Connor

B. Woodruff

Committee

Committee
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Sixth International Conference on aids
Local Organizing Office

UCSF, B1505, 415/550-0880, 415/550-0886 (FAX)

Date: 22 November 1989

To: Administration/Management Team
From: Chairs

Re: Meetings, Ward 84 Conference Room, Thursday November 30

AGENDA

9:00 - 11:00 Administration Matters:
Review of Minutes
Staff
Contracts
Security Of>C

11:00 - 1:00 Communications Committee

1:00 Discussion on Changes in Bunn
Communications Contract

hjLAAJ

5-^ ^ i(\Ay^Cty



SIXTH INTERNATIONAL CONFERENCE ONAIDS
SAN FRANCISCO, CALIFORNIA USA • 20-24JUNE 1990

Administrative Meeting Minutes
16 November 1989

9:00 am, SFGH Ward 84 Conference Room

In Attendance:

1. Issue:
Discussion:

Action 1:

Responsibility:
Time Frame:
Action 2:
Responsibility:
Time Frame:
Action 3:
Responsibility:
Time Frame:

2. Issue:
Discussion:

Action 1:

Responsibility:
Time Frame:

Bill O'Connor
Gene Peterson
Chuck Smukler
Paul Volberding

BobWachter
Barbara Woodruff
Pam Wool
John Ziegler

Community Outreach Sessions liua
Herbst Theater will be made available to the Conference Wed through

Fri., 20-22 June 1990 in the evenings, and Sat. 23 June 1990 in the
afternoon.

Conference will transfer $35,000 to another organization to manage the
Community Outreach Sessions. Any additional revenue will be
returned to the Conference up to $35,000. Funds raised beyond
$35,000 will be used by the managing organization for the
Community Outreach Sessions or another Conference event. Dana
will coordinate all fundraising efforts for this event.

Levi Strauss and the NIH are interested in supporting this event If
possible, outside funds should be given directly to the managing
organization.

Exception to Conference Policy: will allow conflict of time between
Community Outreach Sessions and the scheduled session times of
the Sixth International Conference on AIDS.

Communications Committee will not be involved in the planning of the
Community Outreach Sessions.

Need to explore the possibility of the Conference awarding a grant to the
organization managing the Community Outreach Sessions.

Chuck
Next Administrative Meeting, 30 November 1989.
Need to decide who will be managing organization.
Dana to facilitate process.
By the end of November.
Need to make this $35,000 a budget item with potential for offset.
Barbara
ASAP

Security tIdentified Sigma Block as preferred security consultant.^One deliverable for the consultant will be to provide all specifications for
our security firm, SFPD, UCSF Security, and any private security
firms.

Will include two phases in the contract with consultant: (1) ascertainment
and (2) implementation.

Selection of a private security firm to augment SFPD, hotel and Moscone
staffs will go through the University bid proc^

Need security timeline.
Bill
ASAP

/

Administrative Meeting
(1)

Minutes



Action 2:
Responsibility:
Time Frame:

3. Issue:
Discussion:

Action:

Issue:
Discussion:

Action:

Issue:
Discussion:
Action:

Responsibility:
Time Frame:

Need to circulate Scope of Services before it goes to consultanL-
nni

. .1 . J ./> \ ^Bill
ASAP

Host Broadcast
See memo to file.

^ 7rA
irm

?3"

John and Paul will write letter disqualifying Spacebridge.
Mike Bergdorfwill then write to both Spacebridge and CBC informing / / (35 jCthem of decision. ' '
Billwill contact Spacebridge at same time to discuss non-exclusive

broadcast rights as "official" conference networker.
None taken.

Translation
Bill is informally collecting figures from several translation firms.
Kathleen Kay will get back to Bill regarding role ofWHO.
None taken.

Update on Courtesy
NIK will not waive the breakdown of figures from Courtesy.
Need to call Melissa at Courtesy again about breakdown.
Barbara and Jess
ASAP

Issue: Bunn Communications Contract ChangesDiscussion: John will be the one and only contact person at the University and Local
Pro^am Office for Jim until he moves to SF in January.

Will ask Jim to deliver a DCR of 30-60 minutes with a cost breakdown
^ not to exceed $200,000 (i.e. $150,000 for production, $50,000

already buried in contract). Any in-kind contributions will be iiTTI® addition to the $200,000. Any cash contributions will go to the i^
^ Conference to defray the $200,000.

contributions are to be solicited by Dennis.
Action 1: Need Jim, Michella, Dave Pearlman, and Len Schlosser to meet to

discuss.
Connie
Thursday, 30 November 1989,11:00 am - 1:30 pm. Ward 84.
Need to meet with lawyer before meeting with Jim.
Undecided
ASAP

Responsibility:
Time Frame:
Action 2:
Responsibility:
Time Frame:

7. Issu^:
Discussion:

Action:
Responsibility:
Time Frame:

8. Issue:
Discussion:

Action:

Fundraising
Received $1(^,000 from the State of Califomia.
They are asking for 25 registrations, an exhibition booth,

acknowledgement, and some programmatic activity.
Hold letter to Kizer for Barbara's review.
Bob will send to Barbara.
ASAP

Satellite Meetings
The Conference has approved a workshop on AIDS in the workplace

sponsored by the Coalition for AIDS in the Business Community.
None taken.

Administrative Meeting Minutes
(2)



9. Issue:
Discussion:

Action:

10. Issue:
Discussion:

Action:
Rg$PQnsii?ility:
Time Frame:

tJ>

International Travel Committee
The Intemational Travel Committ^^ii attend a meeting sponsored byUSAID on 5 February 199Cin Washington DC to broker different

sponsors of travellers.
To be decided in concert with Travel Committee. We will probably flyNorman Hearst, Bob, John, Paul, and Travel Desk person to DC.

Opening Reception/VIP Dinner
The Local Organizing Committee will make decisions about the OpeningReception and VIP Dinner.
Trish Foster from the AIDS Foundation may help with planning.Need to develop service outline for social events.
BiU
By 21 December Administrative Meeting.

The next Administrative Meeting is scheduled for Thursday, 30 November 1989 from9:00 am-ll:00 am in the SFGH Ward 84 Conference Room.

Administrative Meeting Minutes
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fiu
Sixth International Conference on AIDS

Local Organizing Office
UCSF, B1505, 415/550-0880, 415/550-0886 (FAX)

Date: 15 November 1989

To: Administration/Management Team

From: Chairs

Re: Meeting, Ward 84 Conference Room, Thursday November 16, 9:00-11:00 am

AGENDA

1. Review Minutes; Update and Follow-Up on Action Items J. Ziegler

2. Bunn Contract Changes Committee

3. Other Business Committee

%



SIXTH INTERNATIONAL CONFERENCE ONAIDS
SAN FRANCISCO, CALIFORNIA USA ■ 20-24JUNE 1990

Administrative Meeting Minutes
9 November 1989

9:00 am, SFGH Ward 84 Conference Room

In Attendance:

Issue:
Discussion:

Action:

Time Frame:

Issue:
Discussion:

Action 1:

Responsibility:
Time Frame:
Action 2:

Responsibility:
Time Frame:

3. Issue:
Discussion:

Action:

4. Issue:
Discussion:

Lucy Felicissimo
Steve Hurst
Bill O'Connor
Jess Ortiz
Emilie O'Shea
Chuck Smukler

Paul Volberding
BobWachter
BarbaraWoodruff
PamWool
John Ziegler

Space for Community Outreach Sessions
Chuck noted that there will be a series of consequences if UCSF/1990 is

the sponsor of this event.
John, Paul, Bob, Bill, Barbara and Dana will meet to clarify Conference's

role in the Community Outreach Sessions,
Thursday, 9 November, 12:00 pm. /ure^_

3S'K,

Security
Was discussed at the 6 Novembermeeting with Materiel Management.

Decided that the services of a security consultant, who will
coordinate all aspects of Conference security (i.e. police, private
firm, UCSF), will be arranged through an independent consultant
agreement. Additionally, the Conference will contract directly with
a private security firm, with a $50,000 ceiling.

Need to decide which of two consultants to contract with.
Bill, with Dana's advice. ^
ASAP Ctx. Ct/if. ^

1X3

-

Need to develop specifications for private security firm with consultant
and Jess Ortiz. •

As'sc^fas^rsuU^H^
^ It:- ^ 9^

Copyright Issues
Steve Hurst advised the following:

(1) The Conference will clearly have "collective work" copyright
which would apply to videotaped and printed materials, and

(2) The Conference should have a release form for all presenters.
None taken.

Host Broadcast Firm
Was discussed at 6 Novembermeeting with Materiel Management. Mike

Bergdorf and Joe Cowan advis^ three options:
(1) Direct disqualification of Spacebridge, which could lead to CBC

as sole source;
(2) Find some ways that Spacebridge would be part ofHost

Broadcaster, under CBC (this option will not work
according to Jim Bunn); and

(3) Assemble RFP and put contract out to bid.

Administrative Meeting Minutes
(1)
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Action:

Responsibility:
Time Frame:

5. Issue:
Pisgussion:

Action:
Responsibility:
Time Frame:

6. Issue:
Discussion:
Action:
Time Frame:

Issue:
Discussion:

Action:
Responsibility:
Time Frame:

7. Issue:
Discussion:

Action:

8.
Agpgn:
Responsibility:
Time Frame:

Will explore ways to expedite the hiring of a Host Broadcaster in the next
few weeks. The preference of the Communications Committee was
CBC, but the Administratiye Group would like to find a role for
Spacebridge if possible. One possible role would be non-exclusiye
rights to commercial broadcast of the Conference (i.e. as official
Conference representatiye); another would be sale of audio tapes.Steye Hurst adyised that the access to fees and responsibility to recoyer
costs for editing booths should be written into the host broadcaster
contract, as should the Uniyersity's exclusiye copyrights of
collectiye works.

Bill, Barbara, Jess, Chuck, Joe, Steye and John or Paul to meet with
Mike Bergdorf to discuss options further.

Pam
Monday, 13 Noyember, Faculty Club for lunch, 11:30 am.

Translation
Will back out translation costs completely from host broadcast proposalsand send translation costs out on bid through the Uniyersity

system. Will also send an RFP to WHO, who will pay the
translation costs.

Need to arrange for formal bidding process on translation costs.

ASAP jff. 2

Bunir~€ominuiiicattTjns~C^tract Changes \
Tom Hom wants to bring Jim to SF for negotiations immediately. \Bob, Bill, Barbara, and John or Paul will meet to clarify plans.ASAP I
Update on Courtesy
NIH wants a breakdown of $23 fee for processing registrations.
Courtesy says may need new contract if they continually need to spend

extra time on such requests.
Decided to ask Courtesy for a yery rough breakdown of figures. If a

problem, then John will call NIH and request they waiye the
breakdown.

^Need to ask Courtesy to do a yerv rough breakdown of figures.BiU will talk to Melissa and inform John of outcome.
ASAP ^

Update on Exhibits
Exhibitor prospectuses were mailed earlier this week.
Bill is working on an inyoice form.
None required.

Liability Insurance
Need to inyite Mike Baldinelli to an Administratiye Meeting.Bill
30 Noyember Administratiye Meeting.

9. Issue:
Action:
Responsibility:
Time Frame:

Ground Transportation
Bill and Jess will meet.
Bill
ASAP

Administrative Meeting Minutes
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10.Issue:
Discussion:

Responsibility:

Catering
Conference may have to be directly and completely responsible for

Opening Reception. Need to make decisions by 1 February.Bill

II.Issul:
Discussion:

Action 1:
Responsibility:
Time Framg:
Action 2:

ResponsibiUtv:
Time Frame:

12.Issue:
Discussion:

Action:

Staff/Independent Consultant Agreements
Dottie Burdine is a possibility for Exhibits Manager. Bill will talk with

her tomorrow and she will submit a proposal.
Barbara wants job of Intemational Travel Manager to include grant

monitoring. May be able to obtain a waiver on federal provisions.Job will be classified and posted through UCSF personnel.
Need to develop full job description for Intemational Travel Manager.Barbara and Bill
Tuesday, 14 November, 8:30 am.
John and Barbara will arrange conference call with Projjedt Coordinator todiscuss waiver.
Barbara
ASAP

Upcoming Meetings
Monday 13 November:

10:30 am, S-118--Vice Chancellors.
11:30 am. Faculty Club—Mike Bergdorf re: host broadcaster.
4:00 pm—John with Community Task Force.

Tuesday 14 November:
8:30 am, Ward 84—Barbara and Bill.

Wednesday 15 November:
3:00 pm—Intemational Travel.

Thursday 16 November:
9:00, Ward 84—Administrative Meeting.

Friday 17 November: .

5:30-7:30 pm, Alumni House-Reception for Bob and Amy.
Tuesday 21 November:

8:30 am, Ward 84-Barbara and Bill.
All day, Marriott-Montreal Conference Organizers.

Thursday 23 November:
Administrative Meeting cancelled.

None taken. (
The next Administrative Meeting is scheduled for Thursday, 16 November 1989^om^9:00 am-ll:00 am in the SFGHWard 84 Conference Room.

Administrative Meeting Minutes
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Sixth International Conference on AIDS
Local Organizing Office

UCSF, B1505, 415/550-0880, 415/550-0886 (FAX)

Date: 4 December 1989

From: PamWool
Conference Assistant

To: Local Program Office Staff

Re: 29 November Office Organization Meeting

The following issues were discussed at the 29 November Office Organization Meeting:

Phones

• Pam will order at least 5 more 476 lines immediately.
• Pam will ask about expanding light-up options on phone panels.
• Bill reviewed phone intake procedures:

1. Phones should be answered "International AIDS Conference."
2. If someone cannot come to the phone or is out of the office, say he/she "isn't

available at the moment" and ask to take a message.
3. Always ask who is calling and include that information when notifying someone

they have a phonecall.
4. Collect as much information as possible before forwarding the call; you might

be able to help the caller yourself.
5. Doni give statements about sensitive issues; forward calls to Dana, Bill or Bob.

Supplies

• Gus will monitor and order supplies (including xerox supplies).
• Any needed supplies should be listed on the "Order" sheet, which will be kept in the
reception area.

Computers

• Pam will contact Pam Benson of Apple, Inc. about memory upgrades, more SE's,
printers and cables.

(Interoffice Memorandum Use Only)



Sixth International Conference on aids
Local Organizing Office

UCSF, B1505. 415/550-0880, 415/550-0886 (FAX)

Date; 5 December 1989

To: Administration/Management Team
From: Chairs

Re: Meeting, Thursday, December 7, 9:00-11:00 am
20th & Harrison, 3rd Floor Conference Room
(Note the Change In Venue),

AGENDA

1. Review Minutes: Update and Follow-Up on Action Items J. Ziegler
2. Negotiations with Host Broadcast Firm J. Ziegler

• process of contract negotiations
• lines of communication with the University
• information needed from J. Bunn for Scope of Services
• legal input
• CBC's visit to SF between 12/18 and 12/20

3. Update on Staff/Consultant Agreements B. O'Connor

4. Community Outreach Sessions Committee

5. Other Business Committee



SIXTH INTERNATIONAL CONFERENCE ONAIDS
SAN FRANCISCO, CALIFORNIA USA ■ 20-24JUNE 1990

AdminislrativeMeeting Minutes
30 November 1989

9:00 am, SFGHWard 84 Conference Room

In Attendance: Alice Gruber
Bill O'Connor
Jess Ortiz
Emilie O'Shea
Chuck Smukler

Paul Volbending
BarbaraWoodruff
Pam Wool
John Ziegler

1. Issue: Bunn Communications Contract ChangesDiscussion: John reported that the Conference will pay BCI's expenses up until now
out of the general Conference budget (i.e. not the Bunn
Communications expense center). Chuck encouraged the
Conference to develop budgets (i.e. total expenses) for each
category of services to be provided by BCI:
1. Conference Reports

a) DCR
b) Conference Daily

2. Media Center, etc.
3. Consultation on Host Broadcast
4. Operations (including contingency)

Issues to be addressed regarding the contract include:
• the possibility of decreasing pre-production costs for the DCR by
having a daily wrap-up with Conference Track Chairs and Co-
Chairs instead of pre-produced videos;

• the control of contingencies;
• the maximum value of the contract not to exceed SOOK;
• how the January needs assessment will fit into the contract;
• the charge for Spectravision;
• the liability issues for BCI sub-contracts;
• the presentation of the Conference "message";
• having a press conference at the end of each day;
• the future space needs of the Communications group;
• the support staff for the Communications group;
• whether the contract will be a P.O. or a Consulting Agreement.Action: Will begin renegotiating BCI contract

Time Frame: 30 November, 1:30 pm. Ward 84 Conference Room.

2. Issue: Security
Discussion: Jack Jordan's resignation from the SFPD presents a new twist to the

security situation: the Conference doesn't need to go with SigmaBlock.
STI is the preferred consultant.
One deliverable for the consultant will be to provide all service

specifications for our security firm, SFPD, UCSF Security, and anyprivate security firms.

Administrative Meeting Minutes
(1)



Action 1:
Responsibility:
Action 2:
Time Frame:

3. Issue:
Discussion:

Action:

Responsibility:
Time Frame:

Will outline two phases in the contract with consultant: (1) ascertainment
and (2) implementation.

Selection of a private security firm to augment SFPD, hotel and Moscone
staffs will go through tiie University bid process.Need scope of services.

Bill and Dana
Need to devote Administrative Meeting to Security.Administrative Meeting, 14 December 1989.
Host Broadcast Firm
Letters to CBC and Spacebridge from M. Bergdorfwill go out in today'smail.
Will wait to receive nxxlel contract from CBC.
Jim would like CBC to come to SF during the week ofDec. 21.
Need to send letter to Spacebridge, offering them non-exclusive rights tosale and distribution of Conference audio/video products. Rights

may include "official" status.
BiU
ASAP

4. Issufi:
Action:
Responsibility:
Time Frame:

Update on Courtesy
Need to call Jane Powers to check on bank account.
Chuck
ASAP

The next Administrative Meeting is scheduled for Thursday, 7 December 1989 from9:00 am-ll:00 am in the 20th & Harrison 3rd Floor Conference Room (Note the Change inVenue).

Administrative Meeting Minutes
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December 11, 1969

PROGRAM OFFICE, 6TH INTERNATIONAL CONFERENCE ON
AIDS;

PROPOSED REORGANIZATION OF RESPONSIBILITIES

CO-CHAIRS

PROGRAM
DIRECTOR

(BOB WACHTER)
responsible for all aspects of prograh; tracks;

publications; liason with media; theme of conference;
communitv outreach

BUSINESS MANAGER
responsible for all liason
with ucsf and legal affairs;
pd's and personnel hiring;
contracts and

grants; budget and cash¬
flow systems; off-site
space(reports to
prog. dir./co-chair^

CONFERENCE MANAGER
responsible for conference
logistics (see below); reports
to program director for
program input; reports to
business manager for staff
and contractural needs; manages
staff and contractors;
manages on-site space and
planning

LOGISTICS: exhibits, security, transportation, social events,
catering, hotels, travel, decorating, publications (production
contracts), site planning, supervision of on-site staff,
registration systems, media center logistics, message center,
program office management, host broadcast and av arrangements.
develope and communicate critical paths for all logistic systems.

FINANCIAL AUTHORITY: conference budget established by
concensus at weekly administration meeting. program director and
conference manager have authority for committing budgeted
expenditures and discretionary authority up to $
all other conference expenditures must be approved by the
business manager and /or the administrative team.



Page two

BUNN COMMUNICATIONS, INC: AS CONSULTANT (SEE CONTRACT) JIM
BONN REPORTS TO VARIOUS STAFF DEPENDING ON NATURE OF TASK.
PROGRAM DIRECJOR AND CHAIR. COMMUNICATIONS COMMITTEE: CONFERENCE
THEME, PRESS RELEASES AND PRESS CONFERENCES; BUSINESS MANAGER:
ALL CONTRACTURAL MATTERS, PAYMENTS, INVOICES, AND USE OF
CONTINGENCY. CONFERECE MANAGER: CONSULTATION ON HOST
BROADCASTER; LOGISTICS FOR PRESS CENTER PRESS REGISTRATION, AND
AV MATTERS.

OTHER CONTRACTORS: REPORTING RESPONSIBILITIESTO BE DECIDED ON
CASE BY CASE BASIS.

GENERAL RESPONSIBILITY FLOW:

Chairs - Responsible for overall conduct of Conference; final
decisions on Program and Logistics, as needed.

Program Director - Preparation and management of all program
decisions. Opening and Closing sessions, Plenaries, Scientific
Sessions, Panel Discussions, Roundtables, Featured Poster
Sessions, and Poster Landscape. Preparation and management od
all Conference Publications relating to Program. Responsible for
integration of Communitg needs into Program. Responsible for
providing program input to Conference Manager (Program drives
logistics). Responsible for top level decisions at Program
office. Refers decisions to chairs on case by case basis.

Business Manager - Works with Program Director and Conference
Manager to determine conference personnel, space and
contractural needs. Determines UC mechanism for accomplishing
need through liason with various UC departments. Responsible
for negotiating terms and conditions of all contracts and grants.
Directs preparation of necessary documentation from Program
Office and processes paperwork through UC system. Working
with Conferene Manager, helps set up office systems, especially
cash management, personnel matters, and supervision of
contract business. Responsible for monthly budget and cash flow
update and directly supervises accountant. Will devote no less
than 60% time (free from conflicting duties at AIDS Activities
Division) to Conference Business.



Page 3

Program Manager - Developes scope of services and personnel
position descriptions for logistics contracts and staff under the
general directon of the Business Manager. In contract
development, will work with consultants and Program Director
to ascertain technical and programatic needs. Will work with
Business Manager to negotiate contract terms and conditions.
Responsible for supervision of program office staff and
procedures. Responsible for supervision of all logistic
arrangements relating to tasks listed above (see Logistics).



December 11,19S9

PROGRAM OFFICE, 6TH INTERNATIONAL CONFERENCE ON
AIDS;

PROPOSED REORGANIZATION OF RESPONSIBILITIES

CO-CHAIRS

PROGRAM
DIRECTOR

(BOB WACHTER)
RESPONSIBLE FOR ALL ASPECTS OF PROGRAM; TRACKS;

PUBLICATIONS; LIASON Vi'lTH MEDIA; THEME OF CONFERENCE;
COMMUNITY OUTREACH

BUSINESS MANAGER
RESPONSIBLE FOR ALL LIASON
WITH LICSF AND LEGAL AFFAIRS;
PD'S AND PERSONNEL HIRING;
CONTRACTS AND
GRANTS; BUDGET AND CASH-
FLOY/ SYSTEMS; OFF-SITE
SPACE. REPORTS TO
PROG. DIR./CO-CHAIRS.

CONFERENCE MANAGER
RESPONSIBLE FOR CONFERENCE
LOGISTICS (SEE BELOW); REPORTS
TO PROGRAM DIRECTOR FOR
PROGRAM INPUT; REPORTS TO
BUSINESS MANAGER FOR STAFF
AND CONTRACTURAL NEEDS; MANAGES
STAFF AND CONTRACTORS;
MANAGES ON-SITE SPACE AND
PLANNING

LOGISTICS: EXHIBITS, SECURITY, TRANSPORTATION, SOCIAL EVENTS,
CATERING, HOTELS, TRAVEL, DECORATING, PUBLICATIONS (PRODUCTION
CONTRACTS), SITE PLANNING, SUPERVISION OF ON-SITE STAFF,
REGISTRATION SYSTEMS, MEDIA CENTER LOGISTICS, MESSAGE CENTER,
PROGRAM OFFICE MANAGEMENT, HOST BROADCAST AND AV ARRANGEMENTS.
DEVELOPE AND COMMUNICATE CRITICAL PATHS FOR ALL LOGISTIC SYSTEMS.

FINANCIAL AUTHORITY: CONFERENCE BUDGET ESTABLISHED BY
CONCENSUS AT WEEKLY ADMINISTRATION MEETING. PROGRAM DIRECTOR AND
CONFERENCE MANAGER HAVE AUTHORITY FOR COMMITTING BUDGETED
EXPENDITURES AND DISCRETIONARY AUTHORITY UP TO $
ALL OTHER CONFERENCE EXPENDITURES MUST BE APPROVED BY THE
BUSINESS MANAGER AND /OR THE ADMINISTRATIVE TEAM.
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BUHH COnriUNICATIONS, INC: AS CONSO-iLTAMT (SEE CONTRACT) JIM
BLINN REPORTS TO VARIOUS STAFF DEPENDING ON MATURE OF TASK.
PROGRAM DIRECJOR AND CHAIR. COMMUNICATIONS COMMITTEE: CONFERENCE
THEME, PRESS RELEASES AND PRESS CONFERENCES: BUSINESS MANAGER:
ALL CONTRACTURAL MATTERS, PAYMENTS, INVOICES, AND USE OF
CONTINGENCY. CONFERECE MANAGER: CONSULTATION ON HOST
BROADCASTER; LOGISTICS FOR PRESS CENTER PRESS REGISTRATION, AND
AV MATTERS.

OTHER CONTRACTORS: REPORTING RESPONSIBILITIESTO BE DECIDED ON
CASE BY CASE BASIS.

GENERAL RESPONSIBILITY FLOW:

Chairs - Responsible for overall conduct of Conference; final
decisions on Program and Logistics, as needed.

Program Director - Preparation and management of all program
decisions. Opening and Closing sessions, Plenaries, Scientific
Sessions, Panel Discussions, Roundtables, Featured Poster
Sessions, and Poster Landscape. Preparation and management od
all Conference Publications relating to Program. Responsible for
integration of Community needs into Program. Responsible for

• providing program input to Conference Manager (Program drives
logistics). Responsible for top level decisions at Program
office. Refers decisions to chairs on case by case basis.

Business Manager - Works with Program Director and Conference
Manager to determine conference personnel, space and
contractural needs. Determines UC mechanism for accomplishing
need through liason with various UC departments. Responsible
for negotiating terms and conditions of all contracts and grants.
Directs preparation of necessary documentation from Program
Office and processes paperwork through UC system. Working
with Conferene Manager, helps set up office systems, especially
cash management, personnel matters, and supervision of
contract business. Responsible for monthly budget and cash flow
update and directly supervises accountant. Will devote no less
than 60% time (free from conflicting duties at AIDS Activities
Division) to Conference Business.



Poge 3

Progrom hansger - Developes scope of services and personnel
position descriptions for logistics contracts and staff under the
general directon of the Business Manager. In contract
development, will work with consultants and Program Director
to ascertain technical and programatic needs. Will work with
Business Manager to negotiate contract terms and conditions.
Responsible for supervision of program office staff and
procedures. Responsible for supervision of all logistic
arrangements relating to tasks listed above (see Logistics).

%
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PRObRAfl UMICb, bIH INlhRNAllUNAL CONFERENCE ON j

AIDS:
/i/f/RPROPOSED RE0R6ANIZATI0N OF RESPONSIBILITIES ^ "l

CO-Cl!.AfRS

PROGRAM — uucy f=.
DIRFCTOR D/Vja- </o_

(BOH WAf Hll-w) <<
RESPONSIBLE FOR ALL ASPECTS OF PROGRAM; TRACKS; dc-i.Arc-aJ

PUBl ICA'tKINS, LlASUii ,,, , i KLMF OF fTINFfPFwrT;
COMMUNITV OLITRFACH

BUSINESS MANAG
RESPLiNLoL't-l. 1 UK Ali_ liALiLm^
WiTH LICSF AND LEt3AL AFFAIRS;
PD'S AND PERSONNEL HIRING;
CONTRACTS AND

GRANTS; BUDGET AND CASH¬
FLOW SVSTFMS; OFF-SITF
SPACE. REPORI S TO CO-CHAIRS
AND ASSOC. DEAN FOR FINANCE

CONFIJiLMCE MANAGER
RLbPUhplLlLL 1 LIR CUi^i LiyLNt^i.
LOGISTICS (SEE BELOW); REPORTS
TO PROGRAM DIRECTOR FOR
PROGRAM INPUT; REPORTS TO
BUSINESS MANAGER FOR STAFF
AND rnNy^AKTiiDAi winmc- MAHAcrc

b( Al S AND CUNl KACTURS; MANAGES
ON-SITE SPACE AND PLANNING

LOGISTICS: EXHIBITS, SECURITY, TRANSPORTATION, SOCIAL EVENTS,
CATERING, HOTELS, TRAVEL, DECORATING, PUBLICATIONS (PRODUCTION
CONTRACTS), SITE PLANNING, SUPERVISION OF ON-SITE STAFF,
REGISTRATION SYSTEMS, MEDIA CENTER LOGISTICS, MESSAGE CENTER,
pro0pam nccirc mahaccmcmt uflct ppff a prapt ,A^'D aw addami^cmcmtc
DEVELOPE AND COMMUNICATE CRITICAL PATHS FOR ALL LOGISTIC SYSTEMS.

FINANCIAL AUTHORITY: CONFERENCE BUDGET ESTABLISHED BY
CONCENSUS AT WEEKLY ADMINISTRATION MEETING. PROGRAM DIRECTOR AND
CONFERENCE MANAGER HAVE AUTHORITY FOR COMMITTING BUDGETED
EXPENDITURES AND DISCRETIONARY AUTHORITY UP TO $
ALL OTHER CONFERENCE EXPENDITURES MUST BE APPROVED BY THE
BUSINESS MANAGER AND /OR THE ADMINISTRATIVE TEAM.



BUNN COMMUNICATIONS, INC: AS CONSULTANT (SEE CONTRACT) JIM
BONN REPORTS TO VARIOUS STAFF DEPENDING ON NATURE OF TASK.
PROGRAM DIRECTOR AND CHAIR, COMMUNirATinNq rnMMlTTFF- CONFERENCE
THEME,^PRESS RELEASES AND PRESS CONFERENCES; BUSINESS MANAGER:
ALL CONTRACTURAL MATTERS, PAYMENTS, INVOICES, AND USE OF^
CONTINGENCY. CONFER^CE MANAGER: CONSULTACON Of^HOST BROADCASTER;
LOGISTICS FOR PRESS CENTER PRESS REGISTRATION, AND AV MATTERS.

OTHER CONTRACTORS: REPORTING TO BE DECIDED ON CASE-BY-CASE
BASIS.
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Sixth international Conference on aids
Local organizing Office

ucsf, b1505. 415/550-0880, 415/550-0886 (FAX)

Date; 13 December 1989

To: Administration/Management Team

From: Chairs

Re: Meeting, 20th & Harrison, 3rd Floor Conference Room, Thursday
December 14, 9:00-11:00 am

agenda

1. Administrative Matters

2. Review Minutes; Update and Follow-Up on Action Items

3. Review Policies on:

a) Registration Freebies

b) Availability of Space for Donors

• Satellite Meetings (Syntex request)

• Exhibit Space (co-sponsors, NGO's, commercial)

c) PWA Registration and Travel

4. Publication/Video: y7

a) Raven Press

^^b) Video Ventures ~\
5. Agenda for Host Broadcast Meeting on 12/15/89

6. Updates on: S / ^X,

7"^/
a)( Security

b) Bunn Contract Revisions

c) Courtesy

7. Other Business



SIXTH INTERNATIONAL CONFERENCE ONAIDS

SAN FRANCISCO, CALIFORNIA USA ■ 20-24JUNE 1990

Administrative Meeting Minutes
7 December 1989

9:00 am, 20th & Harrison 3rd Floor Conference Room

In Attendance: Alice Gruber BarbaraWoodruff
Bill O'Connor PamWool
Jess Ortiz John Ziegler
Bob Wachter

1. Issue: Bunn Communications Contract Changes
Discussion: DCR: maximum = $150,000. Will include in contract that BCI must use

a production company that will inter-digitate with CBC.
The Conference Daily (newsletter): Jim Bunn wiU hire writers and an

editor to produce copy for UCSF Publications. UCSF Publications
will produce the newsletter. Value for edit/writing staff to be
determined.

Staff: maximum = $144,000.
Salaries $100,000.00
Overhead $19,000.00
Press Info. Mngr. $25,000.00

Operations: conference will pay past invoices.
Barbara will be the "gatekeeper" for the BCI contract; Bob and Bill will

confer with Jim Bunn on program and logistical concems,
respectively.

Jess advised that depending upon the magnitude of changes, the
Conference can either amend or rewrite the entire BCI contract.

Mike Bergdorf advised that there should be a P.O. for staffing services,
and assured Jess that the University's procedures will be worked
out.

Action 1: Need to follow-up with a phone call to Mike.
Responsibilitv: Barbara
Time Frame: ASAP
Action 2: Need to begin rewriting the contract.
Responsibility: Barbara
Time Frame: ASAP
Action 3: Need to clearly define space needs for Communications group.
Responsibility: BiU
Time Frame: After Jim Bunn's 15 January arrival in SF.
Action 4: Need to address the question of insurance.
Responsibility: Barbara
Time Frame: ASAP
Action 5: Need a conference call with Jim Bunn, Barbara and John.
Responsibility: John
Time Frame: ASAP

Administrative Meeting Minutes
(1)



2. Issue:
Discussion:

Action 1:

Responsibility:
Time Frame:
Action 2:

Responsibility:
Action 3:

Responsibility:
Time Frame:

Host Broadcast Firm
Bill reported that Spacebridge was disappointed, but is probably not

interested in the offer of non-exclusive rights to sale and distribution
of Conference audio/video products.

Barbara, Bill, Jess and Jim Bunn will meet with CBC 15 December,
9:00 am at 20th & Harrison.

Mike Bergdorf suggests that the fine-tuning of numbers for the CBC
contract be done by Tom Hom and Jess.

The scope of services will be outlined by Bill. Jim Bunn will provide
"technical advice" for the contract, but will not participate in dollar
negotiations.

Need to ask Mike if the DCR should be a P.O.
Barbara
ASAP
Need scope of services ready for 15 December meeting.
Bill with technical input from BCI.
Need to alert Tom Hom that we're going forward with the host broadcast

contract and that we'll need him during the actual dollar
negotiations.

Barbara
ASAP

3. Issue:
Discussion:

Action:
Responsibilitv:
Time Frame:

4. Issue:
Discussion:

Action:

Responsibilitv:
Time Frame:

Security
Jess reported that Purchasing has no problem with the Conference

obtaining consulting services.
The $50,000 cap is for the security service firm, not the consultant. The

consultant agreement has no cap.
UC Security needs to be in the loop. Will give them the option of being

part of consultant meetings.
Need to call M. Brandt ofUC Security to set up a meeting.
Bill
ASAP

Update on Courtesy
Melissa sent a breakdown of their $23.00 abstract processing charges,

which Barbara forwarded to the NIH.
The cash handling procedures have not yet been approved by the

University. Consequently, the DC bank account is not open yet.
Need to talk to Brent Stevenson about cash handling procedures and

getting DC account open as soon as possible.
Barbara
ASAP

The next Administrative Meeting is scheduled for Thursday, 14 December 1989 from
9:00 am-11:00 am in the 20th & Harrison 3rd Floor Conference Room.

Administrative Meeting Minutes
(2)



^|fi: Bob, Bill, Paul, Barbara^rom: John Zlegier
Re: Thoughts on Registration Policies and Other Peres

12/14/89

Registration
Category Full Floor Only Day Rasa Other Peros Basle

Main

(Pier
Speakers

1, OC/CC, Rapp)
Travel, Hotel +-i~i-r-

Per Diem

Chal rs for Scl. Sessions Special Dinner +++

Infl Steering Committee (2/Co-Spon.) Special Dinner -f+-i-

Committees (Local) ? Special Dinner -i-i-

Prog ram Com'tees (Int'l) ? Special Dinner ++

PW/i^s (300 Travel(?) -i~i-

Exhlbitors (NGO) (1) (2) Low Cost Booth ++

Exhlbitors (Commercial) (1) (3) 5k/10'x10' -f-i-

A....
Wn -Profit Co-Sponsors:

WHO (25) +++
IAS (2) Special Dinner ++

AmFAR (2) Special Dinner ++

City (2) Special Dinner ++
NIH Special Dinner ++

USAID Special Dinner -i-+
CA State (25)

For-Profit Donors:
Sphering Prime Space (?) +++

BW Prime Space (?) ?
Syntex Prime Space (?) ?

Stalff *

VolL nteers *

VIP List

Also consider separate printed registration (and day passes) for UC/Clty of SF VIPs In honor of the
125th Anniversary. These should also be given to Track Committees, Community Task Force, and^^al donors to the Conference.



Category
\

Full Floor Only Day Pass Other Peres Basts
Main Speakers
(Plen, OC/CC, Rapp) *

Travel, Hotel ++++

Per Diem

Chairs for Sci. Sessicsns Special Dinner ^

int'i Steering Commi ttee (2/Co-Spon.) Special Dinner +++

Committees (Local) ? Special Dinner ++
'

Program Com'tees (1nfl) ? Special Dinner ++
'

PWAs (300) Travel(?) ++

Exhibitors (NGO) (1) (2) Low Cost Booth ++

Exhibitors (Commerciial) (1) (3) 5k/10'x10' ++

NiikProfit Co-Spons ors:
^

WHO (25) +++
IAS (2) Special Dinner ++

Am FAR (2) Special Dinner ++

City (2) Special Dinner ++

/ NIH Special Dinner ++

/ USAID Special Dinner ++
State \ (25) +++

For-Profit Donors:

Schering Prime Space (?) +++
BW Prime Space (?) ?

Syntex Prime Space (?) ?
Staff *

Volunteers *

VIP List

Also consider separate printed registration (and day passes) for UC/City of SF ViPs in honor of the
125th Anniversary. These should also be given to Track Committees, Community Task Force, and
lo^L donors to the Conference.



Sixth International Conference on AIDS
Local Organizing Office

UCSF, B1505, 415/550-0880, 415/550-0886 (FAX)

Date: 19 December 1989

To: Administration/Management Team

From: Chairs

Re: Meeting, 20th & Harrison, 3rd Floor Conference Room, Thursday
December 21,11:30 am -1:00 pm
(Please note the change In meeting time)

agenda

1. Review Minutes; Update and Follow-Up on Action Items

2. Publications

a) Abstract Volume

b) Program Book

3. Updates on:

a) Security

b) Bunn Contract Revisions

c) Courtesy

d) Host Broadcast Firm

e) Simultaneous Interpretation

5. Other Business



SIXTH INTERNATIONAL CONFERENCE ONAIDS
SAN FRANCISCO, CALIFORNIA USA '.20-24JUNE 1990

Administrative Meeting Minutes
14 December 1989

9:00 am, 20th & Harrison 3rd Floor Conference Room

In Attendance: Alice Gruber
Dennis HartzeU
Bill O'Connor
Jess Ortiz
Paul Volberding

BobWachter
BarbaraWoodruff
Pam Wool
John Ziegler

1. Tssug:
Discussion:

Action:
Responsibility:
Time Frame:

2. Issue:
Discussion:

Action:

3. Issue:
Discussion:

Action:
Responsibility:
Time Frame:

4. Issue:
Discussion:

Action 1:
Responsibility:
Time Frame:
Action 2:

Responsibility:
Time Frame:

Satellite Meetings
Syntex has requested meeting space for 500-600 for a satellite meeting

prior to the Conference.
Need to forward all information on satellite meetings to Bill.
John and Paul
ASAP

Fundraising Update
Dennis HartzeU reported that Syntex is interested in making a donation to

the Conference, perhaps by sponsoring the pocket program (with a
satellite meetings schedule enclosed).

None required.

Opening Ceremony Invitations/VIP Passes
Discussed the possibility of providing special invitations to the Opening

Ceremony for approximately 200 VIP's from such groups as
the UCSF administration, the City, and the Community Task
Force.

Also discussed providing 25 VIP day passes to UCSF personnel.
Any VIP passes or invitations to the Opening Ceremony will be over and

above the 12,000 paid registrants.
We have now agreed to award in excess of 700 complementary fuU

delegate passes
Need to make final decision on type and amount of passes to be provided.
Administrative team.
Administrative Meeting in the near future.

Space for Local Program Office
Because of expanded requirements for the Communications staff, the

Local Program Office wiU very Ukely outgrow its 20th & Harrison
space.

Need to update the staffing/space timeline.
BiU
After BCI submits staffing timeline.
Need to research available space at 20th & Harrison, CED, 25th &

Potrero, and 18th & Folsom (PG&E).
PG&E space—Dave Bracker; other space—Pam
ASAP

Administrative Meeting Minutes
(1)



5. Issue:
Discussion:

Action:

6. Issue:
Discussion:

Action:

7. Jssug:
Discussion:

Action:

Responsibility:
Time Frame:

8. Jssug:
Discussion:

Action 1:

Responsibility:
Time Frame:
Action 2:
Responsibility:
Time Frame:

9. Issue:
Discussion:

Bunn Communications Contract Changes
Jim Bunn will deliver a contract draft Monday 18 December 1989. One

copy will go to Barbara; another will go to Bill and Bob. Bob will
solicit feedback from Connie; Barbara will solicit feedback from
Jess, Mike Bergdorf, and legal advisor(s). Bill and Bob will
provide Barbara with suggested revisions.

Barbara will send a revised draft back to Jim.Bunn.
The second draft from Jim Bunn will go straight to Barbara for

distribution and will be discussed at the Administrative Meeting on 4
January 1990.

Come January, Connie and Jim Bunn will take over press functions and
Connie will take over liaison responsibilities from Bob.

None required.

Host Broadcast Firm
Will be a meeting with CBC on 15 Friday, 9:00 am at 20th & Harrison in

order to review (1) CBC's model contract, (2) the University's
terms and conditions, and (3) the scope of services.

Bill will refine the scope of services, Barbara will review the model
contract, Jess will present the University's terms and conditions and
Jim Bunn or Nancy Saslow will provide technical specifications.

Simultaneous Interpretation
Kanner Language Systems is the preferred provider.
Kathleen Kay informed Barbara that if translation costs are more than

$30,000 then we need to speak to Jonathan Mann.
The Conference will present a translation "package" toWHO. If they are

unable to pay for the entire package, then the Conference may not be
able to provide the service.

Translation costs may be backed out of the host broadcast contract.
Need to determine ifWHO can designate KLS as preferred vendor to

avoid the time delay of a bidding process or should KLS be
subcontracted through the host broadcaster.

Barbara
ASAP to allow inclusion in host broadcast contract, if necessary.

Copyright Issues
Video Ventures has sent a proposal for marketing a videotape of the

Conference.
Decided to table the discussion of copyright issues until input from Steve

Hurst and Jim Bunn on the use of the host broadcasting signal is
received.

Will try to make a decision by next week.
Need to send copy of Video Ventures' proposal to Paul, Steve Hurst and

Jim Bunn (FYI copy).
Bob
ASAP
Need to make a decision about Video Ventures' proposal.
Administrative team.
Next Administrative Meeting, 21 December 1989.

Security
Met with the preferred consultants. The scope of services will be faxed to

them today.

Administrative Meeting Minutes
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Action 1:

Responsibility:
Time Frame:
Action 2:

Responsibility:
Time Frame:

10. Issue:
Discussion:

Action:

11. Issue:

Discussion:

Action 1:

Responsibility:
Time Frame:
Action 2:

Responsibility:
Time Frame:

12. Issue:
Discussion:

Action:

13. Issue:
Discussion:
Action:

Need to assemble the final consultant agreement.
Barbara
2 January 1990
Need to follow up with UCSF connection.
Bill
ASAP

Registration Cash Handling
The processing of credit card payments will be up and running by next

week.
Barbara is working on resolving the University's contentions with the

cash handling procedures. TheWashington DC account is still not
.available to Courtesy Associates to deposit registration fees
received.

None required.

International Steering Committee and International Travel
Meetings in Washington, DC

An International Travel meeting is scheduled for 22 February 1990 in
Washington, DC.

An International Steering Committee meeting is scheduled for 23 February
1990 in Washington DC.

Need to make travel arrangements for Bob, John and Norman Hearst.
Pam
By mid-January
Need to invite Dr. Giovanni Rossi of the Vllth International Conference

on AIDS to the International Steering Committee.
Bob
ASAP

Insurance
Two specific issues to address regarding insurance:

(1) bus charters for ground transportation;
(2) receivers for translation services.

Jess and Barbara are continuing communications with Mike Baldinelli of
Risk Management.

None required.

Upcoming Administrative Meetings
There will be no Administrative Meeting Thursday, 28 December 1989.
None required.

The next Administrative Meeting is scheduled for Thursday, 21 December 1989 from
11:30 am-1:00 pm in the 20th & Harrison 3rd Floor Conference Room (please note the
change in time).

Administrative Meeting Minutes
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