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Holiday Party Checklist


	Status
	Task
	Responsible
	Date

	Pre-Party Planning

	
	Holiday Party Budget
	
	

	
	Holiday Event Plan
	
	

	
	Holiday Party Calendar
	
	

	(
	Hotel Contract or Venue Contract
	
	

	
	Agenda And Script For Evening
	
	

	
	Determine if sponsors will be used for … bar, awards, or bottles of wine on tables, or sponsor a building official or legislator, or table center pieces or master of ceremonies or DJ or bad.
	
	

	
	
	
	

	Volunteer Needs

	
	5 to Ten to Set up room i.e. put out raffle prizes
	
	

	
	First raffle ticket sales person
	
	

	
	Second raffle ticket sales person
	
	

	
	Registration desk - - name tags, cards
	
	

	
	Registration desk - - pre-sell of raffles/tent cards
	
	

	
	
	
	

	Party Promotion

	
	Mail piece
	
	

	(
	Fax piece
	
	

	
	2nd fax – extended cutoff
	
	

	
	Email
	
	

	
	Media notice 

(that includes Contractor/Associate of the year)
	
	

	
	“Comped” list of invited guests
	
	

	Party Fun

	
	Guessing game # 1
	
	

	
	Guessing game # 2
	
	

	
	Guessing game # 3
	
	

	
	
	
	

	
	Four Glass Vases for beans, candy, etc
	
	

	
	Paper to write guesses on
	
	

	
	Pens or Pencils
	
	

	
	Poker Game by Bill Laub
	
	

	
	SNARSCA New 2005 fun activity or game
	
	

	
	
	
	

	
	Raffle – Items by members
	
	

	
	Raffle – Items from SNARSCA
	
	

	
	Raffle ticket “receptacles” in front of raffle items
	
	

	Room 

	
	
	
	

	
	25 Table Center Pieces
	
	

	
	Wireless microphone for mc and presenters
	
	

	
	Lectern and risers (or stage)
	
	

	
	40 feet of tables for raffles (or more)
	
	

	
	Table for board plaques and awards
	
	

	
	Two Check in tables, chair and trash can
	
	

	
	Centerpieces 1 for each ten people
	
	

	
	Have hotel set up Christmas tree and Holiday decorations
	
	

	Check in Table

	
	
	
	

	
	Name tags
	
	

	
	Pens for name tags of unregistered guests
	
	

	
	Table decoration i.e. centerpiece 
	
	

	
	Tent cards for companies that buy a full table
	
	

	
	Cash box and SNARSCA check book
	
	

	
	Change for cash box
	
	

	
	
	
	

	
	Corsages and boutonnières
	
	

	
	
	
	

	
	“Line Host #1” to work line of checking in people
	
	

	
	“Line Host #2” to work line of checking in people
	
	

	Master of Ceremonies and Agenda

	
	DJ or master of ceremonies or board member
	Mark Pfister
	

	
	Nights agenda
	Bill Laub
	

	
	Presenter for old board
	Mark Pfister
	

	
	Presenter for incoming board
	Mark Pfister
	

	
	Presenter for contractor of year award?
	Dennis to Dennis
	

	
	Presenter for associate of year award?
	Cindy to Tom Gugino
	

	
	Nevada Power special recognition
	Mark Harrison
	

	Awards

	
	Outgoing board awards
	Bill will get
	

	
	Contractor of the Year & Associate of the Year
	Bill will get
	

	
	Thank you gift or plaques for MC??
	
	

	
	
	
	

	
	Fun awards? - -  had the most people attend
	
	

	
	Fun awards? - -  bought most raffle tickets
	
	

	
	Fun awards?  - - 
	
	

	
	
	
	

	I don’t know where to put

	
	
	
	

	
	
	
	

	
	Tip money to porters to bring raffles, centerpieces, mystery guessing games, etc up and back at end of evening
	
	

	
	Open bar 30 minutes before start so set up workers can get drinks early
	
	

	
	Order cheap things from the Oriental Trading company to hand out to each attendee
	
	

	
	
	
	

	
	
	
	

	
	
	
	


