ESM Holiday Party
Thursday, December 11, 2008
EES Lobby 3:00 - 4:30 (Set up begins at 2:30)

Estimated Attendance 80
	1.
	
	

	2.
	Collect and maintain list of donated foods, RSVP’s, etc.
	Kim

	3.
	Order food
	Dawn and Carrie

	4.
	Pick up food
	Carrie, Jason, Dawn

	4.
	Locate 3 long tables; set up in Lobby by 2:30 pm; take down at 4:45pm.  Obtain extra trashcans to place in EES Lobby and have large bags available for trash.
	Ardell, Scott, + students

	5.
	Paper goods (napkins/plates/cups, etc.)/punch ingredients
	Jason, Carrie, Dawn

	6.
	Soda and water; condiments/gallon size baggies for leftovers; extra cooler
	Ardell

	7.
	Collect food donations and make sure they are taken to Lobby.  Gather serving utensils for food items.
	Everyone

	8.
	Recruit student helpers to set up, take down and clean up.
	Stacy 

	9.
	Punch preparation
	Diane

	10.
	Photograph event and make pictures available for website
	Bill

	11.
	Clean-up 
	Everyone + students

	12.
	Gifts for the children
	Kristina


