PROM NOTES FROM 2008

· Create a release form for people that need to arrive late or leave early

· Bring markers and stamps for check in 

· Assign chaperones to each exit door in hall – they are NOT alarmed

· Two weeks is too long for ticket sales 

· Review the process for completing the contract – key contracts never collected last year

· Do we need a signed contract from an approved guest???

· Include a vegetarian disclaimer in the prom information – cannot offer a separate vegetarian dish

· Pizza was undercooked and very little was actually eaten

Things to do

· Contact the hall – confirm contract and date

· Set budget and ticket price

· ADVERTISE sales dates at least one month in advance

· Contact Life Touch about photos

· Choose a design for tickets and invitations

· Have tickets and invitations printed

· Make decisions about decorations

· Choose a menu

· Purchase decorations

· Contact Marysville Police to hire two officers

· Hire a piano player for 6-8 dinner music

· Order 300 balloons based on class colors – The Paper Factory

· Update and print student contracts

· Create cards for table sign up

· Print and post a master list of table assignments a few days prior to prom

· Print tent with table numbers

· Print check-in sheets

· Pick up balloons in the AM of prom and deliver to hall (4 vans needed to do in one trip)

· Pack and bring an emergency kit (safety pins, tampons, double sided tape, etc.)

· Create thank you notes for chaperones, DJ, piano player, and Alexander’s staff

