Christmas Party Planning Guide

During the September meeting and before the next meeting;

1.  (Pres.) Determine location, date and time of party. 

2.  (Pres.) Call to reserve location.

During the October meeting and before the next meeting;


1.  (Pres.) Confirm with club members the location, date and time of party.
2.  (Treas.) Determine how much to charge members. Approximate number of attendees.
3.  (Pres/Treas.) Determine how much to spend on raffle and door prizes.

4.  (Pres/Treas.) Determine raffle prizes & door prizes for guests and members.
5.  (Treas.) Email/mail Invitation with “return tear-off.  Determine appetizer and deserts.
6.  (Treas.) Collect money from members.
7.  (Treas.) Purchase prizes.
8.  (Treas.) Purchase Turkey and Ham meals. By Nov. 1st.
During the November meeting and before the party;
1.  (VP) Determine time for setup
2.  (VP) Find volunteers for;
a. setup
b. clean up
c. who will purchase and print name tags
d. who will pass name tags and door prize tickets out at party
e. determine how much and what food/drinks to purchase  (check drink inventory)

need one extra bowl of potatoes, green beans, corn, etc.
f. who will purchase table cloths, plates, plastic ware and decorations (check plastic ware, inventory, etc.)



g. who will purchase and pickup food


h. who will do the pre-cooking



i. who will do the cooking at the party
we need five to seven warming plates to keep side dishes warm and extensions cords


j. who will sell raffle tickets at the party



k. who will take toys to charity


l. who will provide background music



m. who will say grace

3.  (VP) Announce rules for raffle.

Two days before party;


1.  Purchase; drink, paper & plastic ware, decorations, etc.

2.  Deliver food to volunteers for pre-cooking.

1-2 hours before party;


1.  Open doors for setup.


2.  Turn on building heater.

3.  Start cooking at the party.

4.  Set up raffle station for ticket sells.

5.  Set up name tag and door prize ticket station close to door.
6.  (Treas.) Set up prize display.
7.  Set up microphone
During party;


1.  Pass out name tags and door prize tickets.


2.  Sell raffle tickets.


3.  Collect toys.

4.  (Pres.) to make remarks welcoming and thanking all attending and helpers. (after appetizers and before the dinner begins)

5.  WE EAT.

6.  (Pres.) Conducts door prize raffle. (just before main raffle and during desert)

7.  (VP) Conducts main raffle. (just after desert)
8.  (Web Master) Takes photos of winners and other photos of party.
9.  (Pres.) Introduces new Club Officers, and thanks out going Officers.

10.  Clean up.

Days after party;


1.  Take toys to charity.

2.  (Treas.) Make donation to RSS (if we use the gym) after party.

3.  (Treas.) Take box of candy to E & H after party.
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