END OF SEASON DINNER 2008
PLANNING ISSUES
Dinner Coordinator(s)
Divide jobs up below as needed
· As early as February, determine date/place/time to hold dinner.  This is usually easiest to hold in the Campo Cafeteria/Multi-Use Room.   6:30-8:30pm time frame has worked the last couple years.
· Check when NCS playoffs are.  Dinner should be held AFTER this week (or two).

· Check with school office regarding available dates.
· Mary Eggertsen is the Principle’s Secretary and maintains the school calendar: meggertsen@acalanes.k12.ca.us.
· Check with school calendar to be sure no major events conflict with date (Campo Open House, Senior events, performance events, etc.)
· Ask Coaches and parents (especially Senior parents) about date/availability before confirming with school.  Select a date that works for all coaches and senior parents (generally) and then announce – it’s probably too difficult to poll all parents first. 
· Email team about date when all confirmed.  

· Submit ACTIVITY AND USE PERMIT to school to hold the room
· Attach floor plan for tables.  (see design—this was updated after 2008 dinner to add a couple more tables since we were a little short and a table for picture signing)
· It should be sent to Mary Eggertsen as noted above.
· Decide on caterer.

· Ideally keep TOTAL costs to $13-14 per person or LESS
· If using El Balazo again, consider confirming/paying for 15-20 less people as we had too much food left over.  This would allow us to break even when adding in cost of tablecloths, plates, forks, balloons, cake, drinks.  
· Confirm price per person after plans known. 

· Follow up with final head count right before event. 

· Coordinate getting all serving utensils, baskets, bowls that would be needed for the buffet if not provided by the vendor. 

· Pick up food and transport to event or factor in delivery and tip charges.
· Have food arrive warm and ready to serve at 6:45pm.  

· Work with person collecting checks to have check/credit card for vendor ready upon pick up of food. 

· Send out Flyer to team

· Initial flyers should be handed out in hard copy to all players about 3 weeks before the event.

· Send a couple reminder emails reminding people of the deadlines.

Cake and Drinks
· Make arrangements for Cake(s) for dessert.  One large sheetcake seemed to work for 2008 dinner.
· Purchase all soft drinks/water (both the Cake and the drinks have been purchased at Costco to keep costs down) 

· Pick up cake and bring to event during set-up time 

· Bring all drinks and coolers with ice during set-up time 

Paper Goods/Decorations and Set-Up
· Buy all plates, napkins, utensils, etc. 

· Buy all tablecloths, and any decorations with money left in budget 

· Be at cafeteria about 5:30pm to get room set-up for dinner.  Janitors will arrange tables with our advance request but you may need 1-2 volunteers to help you.  (Of note - a volunteer had to go find a janitor to do this, as it wasn’t done ahead of time.  There was also some problem getting the door unlocked.  Try to get the janitor cell phone number from the school office or Mary).
RSVP Point Person

· Receive all checks from families who RSVP for the event, made out to you.  

· Maintain list of attendees 

· Keep in contact with other coordinators as to total confirmed for the event 

· Cash checks, then write checks directly to Vendors or coordinators for expenses as requested.
· About one week before you have to confirm with the caterer, the RSVP person should call and/or email each family that has not responded.  People get so busy that sometimes they just don't get to it and a nice reminder by phone never hurts. 

· Unexpected shortfalls in what we collect versus what we spend can usually be covered by our team account, so there is no personal financial risk to the RSVP person.  However, we should try to collect enough per person to cover all dinner expenses.
Clean Up


This is everyone's job to do at the end of the dinner before we leave and it goes pretty fast.  We clear all tables.  The janitors will arrive close to the end of the time period we put on our Use Permit and will start taking down tables.
DINNER EXPENSES  

(Ideally the money collected for dinner should pay for ALL of these expenses)
Food from El Balazo = $1140 for  85 people
Refer to bid description for what was included in $11.95 per person price.  $40 delivery charge.  91 people paid, but we only ordered food for 85.  (And it was still too much.)
Cake = $16
1 white sheet cake from Costco

Drinks $17 + cups $7 = $24

1 case of water and 9 large bottles of Mexican soda
3 pkgs drink cups

Comments:  we ran short on water, may need to increase to 2 cases.

Dinner plates, Dessert Plates, forks = $26

Boswells:  blue/red dinner Plates (extra in case El Balazo only gave exact amount), 100 blue/red dessert plates, 100 forks for dessert.  THIS TOTAL WILL BE HIGHER IF THE VENDOR DOES NOT INCLUDE PLATES, NAPKINS AND EATING UTENSILS.
2 Tablecloth rolls = $27

100 foot roll of each, “True Blue” and “Classic Red” plastic tablecloths from Boswells.  ($12.50 each)

Balloons = $19.50
2 dozen balloons, 1 dozen each of red and blue helium filled 11” balloons from Boswells.
Total cost of ALL extra expenses (other than Dinner Food) = $112.50
(Cost will be higher depending on what is provided by Food Vendor, dessert choice, paper goods and decorations chosen, etc.)
NON DINNER RELATED EXPENSES (these are paid out from Team Account)
May be arranged by Team Coordinator, please verify.
Award Plaques and Brassplate for Magee Award = $160

6 award plaques for Best Defensive Player, Best Offensive Player, MVP  (Varsity and JV)

Magee Award plaque and perpetual trophy brass plate for Varsity

Coach Gifts:  $150 each plus framed pictures at $30 each

Senior farewell gifts = $100

Gifts/bags for 7 outgoing Seniors (price will vary by number of graduating girls)

Varsity Team gag gifts from outgoing Seniors = $36

