CHILI SUPPER PLANNING NOTES

One Year Prior to Chili Supper

- Identify and confirm the date & location for Chili Supper, e.g. Ruth Lake. Reserve for
the following year, first Friday of February.

Early December — Two months prior
- Establish committee and identify themes, established by Social Chair of WB.
- Hold the first meeting to flush out theme and begin brainstorming.
- Discuss and Assign Leads and/or teams.
o Budget — Menu and Costs — Liaison with Club
# of guest and tables needed, including high tops, check in and
memorabilia tables.
- Podium and microphone.
- Establish theme, types of colors for linen, napkins.
- Identify if they have items that will help with centerpieces that can be used
at no cost for the event.
- Finalize menu and estimate total.
- Share projected timeframe of when things will occur
- Determine if gratuities are included, if not prepare cost of event to cover
this as well.
- Determine billing approach preferred.
o Decorations
- Centerpieces
- Memorabilia Table
- Walls
- Windows
Ceilings
o Advertlsements — Done via eBlasts, some hand delivered flyers and GH FB page.
- Save the Date
- First post with RSVP Form and Cost
- Reminder emails 2 weeks and 1 week before
- With each reminder to bring Cash for Bar and SYN
o RSVP and Payments
- Identify who will monitor RSVP and Square or Check payments.
o Games & Gifts
Trivia - Determine 1%, 2™ and maybe 3" place gifts. ~ 12 Questions.
Prepare ice breaker questions if there are ties. Identify who will run this
game.
- Welcome Getting to know you game at Tables - As each question was
answered the person who answered correctly got the pouch. The person
who answered the last question correctly keeps the pouch.



O

- Screw Your Neighbor -Tickets sold for $5/each for 5 for $20. On
average, ten to twenty tickets are pulled depending on the # of
attendees. Only one winning ticket per person.)

Music — Generally can be tied into the sound system at the club. Play music from
IPAD. Determine if a special play list is needed.

Name Tags

Photo Booth — Mary has equipment to set up via an [IPAD. But it requires the
LumaBooth app at ~ $20 per month. Can be canceled at any time.

Budget from GHWC is generally $100 to cover costs for decorations, prizes,
printing costs, photobooth, etc.

Menu generally consists of Beef chili with a choice of onions, cheese, oyster
crackers and sour cream, beef sliders and a chopped salad. Cookies and coffee
for dessert.

Drinks are served by RLCC staff. Cash Bar Only no drink tickets or credit cards.

Early January

Throughout planning process, committee members will communicate updates, questions and
additional ideas between meetings via emails. Chair will take minutes to track.

The committee meets as frequently as needed until plans are solidified. Includes helping with
making centerpieces, cutting out name tags, preparing & distributing flyers, etc.

Few Days Prior

Request Check from WC Treasurer to pay invoice — if applicable.
Consider bringing cash for those who forget and want to buy tickets. Eg., VENMO

Day of the Event — Times are a guideline

2-4:30 PM- Setup All committee members and spouses

o

Bring needed supplies for setup, eg command hooks, tape, scissors, string

- 5:00 - Committee returns to welcome guests and complete any final fixes.

- 5:30-

Welcome guests - mingling, drinks, photobooth, sell SYN tickets.

- 6:10 - Announce to “Please take your seats.”
6:12 - Brief welcome by GHWC president or board member.

o

Discuss the order of activities.

- 6:15 - Welcome Game explained and started 15”
- 6:30 - Buftfet will be open
7:30 - Cookies and coffee served

o

Sell more SYN tickets

- 7:30 - Trivia Game



7:45 - Broader Welcome including history, new neighbors and announcement SYN

tickets still available
8:00 — SYN game Final thank you to all of the guests.
9:00 — Take Down — Return items loaned to owners if present.

Post Event

Feedback from Committee Members — what processes to keep, change, eliminate
Submit invoices to treasurer for payments, considering budget allowance.
Provide Summary Report to WB-



