SCWDC VOLUNTEER PARTY PLANNING
Author, Bill Johnston
	WHEN:  TIME/DATE
	TASK
	COMMENT

	Board meeting that decides the date of the party.
	Purpose of the party
	Honor volunteers that served in the fiscal year May 1 to April 30.  Sometimes, volunteers who served from May 1 up to the party date (if held in the next year) are invited as well, since they would otherwise have to wait more than a year to attend.

	7-9 months ahead

(Board meeting that decides the date of the party. April or May
	Decide date and place
	We have used Fairlington Community Center for many years due to low rental fee, $250.  It takes a Fairlington resident to reserve.  Dates are popular so reserve early.  Also, board members’ schedules & availability must be considered.  

	Board meeting that decides the date of the party.
	When to hold?
	The traditional time of year has been a Saturday night in September or October.  

	Board meeting that decides the date of the party.
	How to run the party – Who will help?
	Which BOD members will plan to create and plan the party?  One chief and 7 Indians, or will several board members not be able to attend?    

	Board meeting that decides the date of the party.
	How to run the party – subject, Entertainment  Music:  DJ or Live Band?
	DJ costs less and can play a variety of music.  A band provides more excitement.  Whatever is the decision, reserve/obtain DJ or band contract well in advance so you get what the BOD wants.  2017:  A list of past choices has been provided to MK.

	
	
	

	Board meeting that decides the date of the party
	How to run the party?
1) Barebones, “Do It Yourself”
Example:  go to one of the warehouse stores like Costco or BJ’s, and buy platters of cheese and crackers, sushi; also, frozen shrimp, meatballs etc. 
2) Order semi-fancy and fancy trays from a “Wegmans” and supplement with crackers and chips, large shrimp, salmon, other items
3) Hire a caterer.   This was done in some prior years (2000’s and prior), last time, 2010, but it is more expensive.

	In the 2000’s parties, the Board members prepared and/or bought food, beverages, etc., then Board members took turns serving as bartender.  This puts most of the Board members in a working role such that sometimes the comment was made that Board members at the party are pre-occupied/busy/not friendly.
+ Hire a bartender.  One advantage is, that person can monitor the drinking of attendees, making sure that no one over indulges.  
Each board has to decide how to run the party.  

	
	
	Planning documents – including food, supplies, and beverages purchased, and kitchen/food containers needed, are in separate document.
For either, it’s possible to buy bottles of wine, 6, 12, 24 packs of beer, soft drinks and water, at a warehouse store.  BILL AND MADELINE:  DO NOT BUY CHEAP BEER AND WINE.  If we can’t serve volunteers decent beer, wine, soft drinks, this reflects on the how the BOD regards volunteers.

	3-4 months in advance of party date
	Gather the volunteer names from PC’s, CC’s and office and issue written & mailed invitations.  

In the last few years, the president has issued the “call” for volunteers, but he doesn’t have to be one to put the list together.

It is strongly suggested that the invitation to the party not be converted to an email invitation.
	This is a relatively simple exercise BUT is extremely important to invite all volunteers.

CRITERIA:

1.  Volunteer Service from May 1 to April 30.  All officers and board members, including candidates for office.
2.  At the discretion of the president and appropriate chairpersons, volunteer service from April 30 to date of party.
3. All past presidents and partners. Names and email addresses can be obtained by the Past presidents committee chairman.
4. Guests are permitted by paying $15. 

The RSVP requirement is to judge how many are coming, not really to restrict the party.  

	3-5 months in advance of the party date
	Consider placing a “box ad” in the newsletter that will be sent out during the month of the party.
	This will remind all members about the date.  Due to the newsletter deadlines, you must think about this about 4 months in advance.  Note:  in September 2007, all volunteer names were printed in the magazine.  This can be both “recognition of the volunteer” and a safety check that everyone has been invited. 

	2-3 months in advance of the party
	Mail the invitation to volunteers.  In the years between 2005 – 2009, 200-250 volunteers were invited.  Attendance varies from 70-125, with less attendance in the 2008 & 2009 years.  
2013-2017
Assemble the volunteer list from Program and committee chairs.
Email the volunteers with an invitation, ask for RSVP

BILL:  I always invited past presidents and partners…few attend.

Also, BOD member’s partners and chair/person’s partners.
	The mailing labels can be produced in the following way.  

1.  Ask one of the SCWDC membership database administrators to produce an Excel file of active members, that contains, the name, address, active status code of all members.  Modify the Excel file with a “Volunteer Status” column and place a number or “x” in the column for volunteers.

2. Use MS Word and the “mail merge” feature to produce labels.  It is suggested to use the large size label (Avery) that permits the printing of a return address and the individual addresses.  Using MS Word in the “mail merge” function is not hard, but is can be confusing.  Ask for help from someone is this is a problem. 

3. Fed-Ex/Kinkos will print the invitations on the same day.  Printing is on a heavy paper stock.  

4. Obtain stamps from SCWDC office.



	Six weeks to 1 month in advance of the party

START EARLY SO IF THERE ARE ANY QUESTIONS OR PROBLEMS, THEY CAN BE RESOLVED EARLY.
	Obtain the REQUIRED ABC license
BILL: 
THE ABC OFFICE REQUIRES A COPY OF THE FAIRLINGTON LEASE VIA an UPLOAD.  Convert the 2017 lease into PDF.
THE APPLICATION CAN BE MADE ON LINE.  A SCWDC PERSON MUST OBTAIN A USER NAME AND PASSWORD.  

The ABC office usually DOES NOT ISSUE THE LICENSE UNTIL THE MONDAY OR TUESDAY OF THE PARTY. THE ACTUAL LICENSE WILL BE POSTED ON LINE FOR DOWNLOAD IN PDF FORMAT.
BILL/MADELINE EXPERIENCE:  THE AGENT ALMOST ALWAYS ASKS FOR MORE INFORMATION/ CLARIFICATION – NOT A BIG DEAL.

	Any group serving alcohol at a private party, not in a restaurant or bar, must obtain a license.  A copy of the Fairlington lease and a copy of the party invitation must be supplied with the APPLICATION.  The fee is $55.  THE FEE CAN BE PAID BY CREDIT CARD.  THE ABC FOCUS:  NO HARD LIQUOR, AND NO ALCOHOL SALES – IT’S A MEMBER ACTIVITY, & WE DON’T CHARGE ADMISSION.
Obtain a CURRENT copy of the application form from the VA State web site:

The application can be mailed to the local office, 6309 Groveton St, Alexandria.  For complete safety, it best if the application can be hand-delivered.

The ABC license must be present at the party.

	1-2 month in advance of the party
	Include during the board meeting, the “assignment of duties” discussion

	The object is to have every board member participate, although through the natural course of events, not every board member can be present or will help out equally.


	1-2 MONTHS IN ADVANCE
	WHO WILL BARTEND?
	Up through 2010, BOD members took turns serving as bartender for an hour, i.e., rotated.  When Madeline ran the parties 2012-2015, she hired a full time bartender.  The big advantage:  bartender will monitor wine drinks so that anyone that may be over-consuming, can be slowed down.  In the past few years, we haven’t had a problem with this…it just seems like a good idea.  Of course, the one person is going to keep the bar tidy, etc.  


	1 month in advance of the party
	Consider placing a reminder in the Skiogram
	This will remind all members about the date.

	Day of the party
	Obtain the Fairlington Community Center key between 9am-1pm on Saturday morning.
(Check closing time in advance:  Bill recalls that it is 2pm, but be sure.)
	Standard:  The resident who reserved the center, goes to get the key and then meets the “setup” volunteers.  BILL, 2014:  THE OFFICE WILL RELEASE THE KEY TO A SCWDC VOLUNTEER IF THE RESIDENT CALLS THE OFFICE.  
The resident who reserved the center does not have to be present throughout the party from the view of the SCWDC; it is up to resident to decide if he/she should be there.  BETH WILL USUALLY STAY UNTIL 10PM OR SO.  IF SHE TRUSTS THE SCWDC CREW, SHE WILL LEAVE.

	Day of the party
	Rearrange the furniture inside center to suit the party LEADER.  
	Strongly suggest taking pictures of the “before” furniture layout with a digital camera, then printing out at an office or home.  Bring to party… then it is a snap to be put everything back into place.

	Right before the party
	Take a “board picture”
	This is not mandatory but at some point during the year, it is traditional to print and post in the downstairs, a board picture.  

	End of the party
	Cleanup and leave by the appointed time.
THIS CAN ONLY BE ACCOMPLISHED BY ENDING THE PARTY AROUND 11-11:10PM.
	If Fairlington is used, the mandatory “out-of-the-building time is 12 midnight.  The key is supposed to put into the Fairlington office mail-slot by 12 midnight.  That means complete cleanup and take-out of all supplies, then setting the Fairlington alarm, and locking the front door.  A Fairlington guard/monitor usually checks the center immediately after midnight.  

	End of the party
	Take all trash to the side of the fence where the trash totes are.
BILL:  If the trash is NOT TAKEN TO THE TRASH AREA, FAIRLINGTON WILL NOT REFUND THE FULL SECURITY DEPOSIT
	The inside of the center must be completely free of trash and recycle materials.  Farlington has “cited us” before, or failure to empty all of the outside trash containers – we should have taken to the side of the fence area.  The

	End of the party
	Wine Spills
	One year, we had a large red wine spill.  It might be helpful if:  make an announcement around 8pm, that if someone spills a drink, let someone know. 

Red wine spill can be neutralized by white wine.  (Look this up on the internet.)

	End of the party
	Take unused supplies back to the SCWDC office.
BILL:

THE COOLERS ARE THE BIGGEST ITEMS.  IN THE PAST, IF GEOFFREY PENNOYER ATTENDS, HE IS WILLING TO HAVE THE COOLERS PLACED IN HIS TRUCK.  ASK HIM IN ADVANCE.
	Arrange for one or more people with vans or space in car, be able to take stuff away.  The excess does not have to be taken to the office that night.


Fairlington Community Center Rules in a Nutshell – extracted from current lease:

1.  We must be completely out of the center, nothing left behind that belongs to us, by 12pm.  The key to Center is to be placed into the mail drop slot in the Management Office at the end of our use.  FYI, a cleaning crew comes the next day to clean, but is not programmed to do any loose trash pickup from inside or outside the center.  Anything we leave by accident is subject to removal & disposal.  If we don’t move all trash to the designated trash area, Fairlington will “ding” us and may not return the full security deposit.  
2.  We have to avoid unreasonably loud or disruptive noise from bothering residents, which means band music and arrival/departure of guests from the area.
3.  We are responsible for the behavior of the guests including damages to center or furniture.  This translates into (my interpretation), “We have to supervise the guests regarding consumption of alcohol – none one becomes intoxicated, if they do, we stop serving alcohol to them and help them get home safely.” 

4.  Parking is limited to the parking lot next door and the street (which of course we can’t really control, it’s up to our members to read the posted signs).  Towing from resident parking lots is enforced.

5.  All trash has to be placed in tied plastic bags at the trash site outside – not at the back of the center itself.  This is in the “Trash Can Area” outside the gate to the Maintenance Yard on the Tot Lot side of the fence, going toward the Abingdon School.  It is about a 25 yard walk back from the porch along a sidewalk and then across 10 yards of grass to reach the fence.– the trash cans sit along the fence.

6.  We are responsible for recycling glass bottles and cans, in containers located in the Community Center.  After the event, all recyclables are required to be placed in a securely tied plastic bag and placed in the recycling containers located in the trash site. 
7.  Nothing is supposed to be attached to walls, ceilings, windows or draperies, or any garbage can placed on carpet.
8.  Furniture that we rearrange has to be placed back in the original place (diagram is available but not completely accurate – use a digital camera to take before and after pictures).  

ABC Rules:  Don’t serve alcohol to an intoxicated person.  Don’t serve to minors.
Our Concern for Members:  We must strive to ensure that no one leaves the party intoxicated – that we find a ride for that person to their home.
