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                                 PROCEDURE FOR RUNNING AN EVENT

1. Meet with Fundraising Vice Presidents to discuss an overall plan.      

· Any decisions regarding cost, date and place of event must be made in conjunction with Fundraising Vice-Presidents.

· Decisions for raffle prizes, silent auctions; auctions, 50/50 etc. should be in conjunction with the Fundraising VP’s and Chairman of the event.

· Executive Board will vote on the admission price for the event.

· When initial meetings for an event are planned, one Fundraising VP should be present.

2. Before planning the event:

· Contact Communications Coordinator to fill out a room request and layout if event is taking place at Bellaggio.
3. Once the event is approved by the board. 

· THE CONTRACT MUST BE READ BY A PRESIDENT AND THEN MAY BE SIGNED BY EITHER A PRESIDENT, VICE PRESIDENT OF FUNDRAISING OR CHAIRPERSON OF EVENT.

· Send information with a description and all particulars of the event to the Co Presidents for approval.
· A contract must have a cancellation policy.

· The President will notify Barbara Witlin (965-9856) Calendar Captain for Bellaggio Website) and Carol Levine, Pap Website Coordinator (964-1400). 
· Barbara Witlin and Carol Levine will update the Websites.
4. Compose an article about the upcoming event or past event for the newsletter. This article MUST be sent to Jo Sprechman (968-0916) for editing.  She will then send to the Co- Presidents for approval and Harold Heydt for publishing and mailing. The President will give the newsletter dates and deadlines. 
5. If there is an event that proves to be popular and successful submit a newsletter article including pictures to the PAP Corps press in care of : 
· Sherrie Bieber: bieb02@aol.com

6. FLYERS/POSTERS

· Once the information is approved by the President, the chair people will meet or compose an email to Joan Lipack (963-6636) to create flyers, posters and, if appropriate, programs.  This email must include a description and all particulars of event; who, what, where, when, cost, payment instructions, etc.  A flyer will then be designed and sent to the chair people for review, corrections or changes.  
· THE REGISTRATION FORM MUST INCLUDE CURRENT MEMBERSHIP STATUS. i.e. PAP MEMBER OR NON MEMBER
· Once approved by the chair people the flyer/poster will be sent to the Fundraising Vice Presidents and President for final approval.  Upon approval from The President it will then be forwarded to Carol Levine for posting to the websites and email.  Carol Levine will NOT send out any emails which are not approved by the President.

· Flyers will be placed in Clubhouse.  Invitations will be mailed to Bellaggians if necessary. 
· Send Margie Ginsberg an email with the description and all particulars of event (the poster/flyer can also be sent in its place).  She will send the information to Channel 63.

· FLYERS TO BE INSERTED IN NEWSLETTER WILL BE INCORPORATED INTO THE NEWSLETTER BY HAROLD HEYDT.  This information MUST be sent to the President IN THE ORIGINAL FORMAT by the date given.  The President will forward to Harold Heydt.
7. Notify, if necessary, Phone Squad Chairperson Phyllis Levin (963-0512) to initiate calls to all members regarding the event.  You need to write out a script and email it to Phyllis (levinbp@comcast.net).  This should be done 2 weeks prior to when you want the calls made.

8. Keep financial records and keep in contact with Treasurer, Leni Hirsch (357-5599) or Ellen Pinsky (969-7745)
· Including a record of all incoming checks with date of deposit, name and check number.
· Including expenses.

Keep all receipts for an event and turn into Treasurer for reimbursement.

 10.   ANY EXPENDITURE OVER $25 REQUIRES THE APPROVAL OF THE             

         PRESIDENT.

11. Call the Membership Co-Chairman Margie Ginsberg (969-4553) to check the 

Membership Roster and see if the people that attended the event are PAID UP MEMBERS.  NO ONE IS ENTITLED TO DONOR CREDIT IF THEIR DUES ARE NOT PAID.

a) Once the cost of the event and profit has been computed, contact Beth Cohen.

b) Beth Cohen will instruct you how to compute donor credit.

c) Give Beth a list of each PAID UP MEMBER who is entitled to donor credit and the amount of donor credit they should receive.

If you receive a Membership Roster because of your duties or responsibilities,   PLEASE MAKE SURE YOU TAKE OFF A MEMBER IF YOU RECEIVE AN EMAIL FROM CARING AND SHARING THAT HE OR SHE HAS PASSED AWAY.

12.  All records should be kept in an orderly fashion so folders can be handed over to any new chairperson running the same event the following year.
DEADLINES FOR NEWSLETTER FROM CHAIRMAN  FOR 2011-2012
ARTICLES MUST BE SENT IN AN EMAIL TO JO SPRECHMAN AS FOLLOWS:

             FIRST NEWSLETTER AUGUST 15, 2011
             SECOND NEWSLETTER DECEMBER 15, 2011
                THIRD NEWSLETTER APRIL 15, 2012
PLEASE PUT THE NAME OF THE ARTICLE IN THE SUBJECT LINE.

PLEASE SEND YOUR ARTICLE AS AN ATTACHMENT OR ORIGINAL FORMAT.

ARTICLES SHOULD INCLUDE THE FOLLOWING INFORMATION:

1) Who (are the contact people)

2) What (description of the event)

3) Where (location of the event)

4) When (date and time of the event)

5) How much (cost of the event)

6) Please add how much money was raised at the event.

7) Please include First & Last name of people in article.

ALL OUTGOING OFFICERS, CHAIRPERSONS OR COMMITTEE HEADS MUST MEET WITH THE INCOMING OFFICERS, CHAIRPERSONS OR COMMITTEE HEADS TO INFORM THEM OF THEIR RESPONSIBILITIES AND TURN OVER ANY INFORMATION FROM THE PREVIOUS YEAR.

