-St. Clair High Student Council

PLANNING GUIDE FOR: Winterfest
3 Months Before:  (DECEMBER)

	
	Task
	Person(s) Responsible

	■
	Contact D.J. and sign contract (Dance operations)
	Morgan 

	■
	Planning Packets Completed and Turned in
	ALL

	■
	Rough designs in place
	ALL

	
	
	

	
	
	


2 Months Before:  (JANUARY)

	
	Task
	Person(s) Responsible

	■
	Decorations ordered that need to be 
	All

	■
	Begin making decorations that will be used 
	All

	
	Get Chaperones [about 15]
	Rebecca

	
	
	

	
	
	


6 Weeks Before:  (WEEK OF JANUARY 19)
	
	Task
	Person(s) Responsible

	
	Check Ticket Proof 
	Mark

	
	Order Winterfest tickets 
	Mark

	■
	Talk to Mr. Miller about out of school guests
	Mark

	■
	Decorations continued to be made
	All

	■
	Find new way to distribute water
	Rebecca


4 Weeks Before:  (WEEK OF FEBRUARY 2)
	
	Task
	Person(s) Responsible

	
	Assign chaperones to places [Sign in table, water, etc.]
	Rebecca

	■
	Decorations continue
	All


3 Weeks Before:  (WEEK OF FEBRUARY 9)

	
	Task
	Person(s) Responsible

	■
	Plan publicizing attack, coordinate with all committees working on Winterfest.  
	All

	■
	Survey student body for preferred music selection (Survey)
	Morgan

	■
	Decorations continue
	All


2 Weeks Before:  (WEEK OF FEBRUARY 16)
	
	Task
	Person(s) Responsible

	
	Schedule committee members dates to sell tickets.  
	Mark

	■
	Create posters, flyers and other items used for publicity campaign.  
	All

	
	Arrange for cash boxes for ticket sales.  
	Mark

	
	Pick up Winterfest tickets 
	Mark

	
	Arrange for the check for the DJ [$400] 
	Morgan

	■
	Decorations continue
	All


1 Week Before:  (WEEK OF FEBRUARY 23)
	
	Task
	Person(s) Responsible

	
	Create list of jobs that can be delegated to members.  
	Each chairperson

	
	Sell Winterfest tickets at lunch.  
	Mark

	
	Carry out publicity campaign 
	All

	
	Purchase refreshments.  
	Rebecca

	
	Inform/remind teachers of their chaperoning commitment, place and time.  
	Rebecca

	
	Create a list of who is selling tickets on what day at what lunch 
	Mark

	
	Arrange for cash boxes for seling Winterfest tickets 
	Mark

	
	Decorations continue
	All


The Day Before:  (FEBRUARY 27)
	
	Task
	Person(s) Responsible

	
	Make plans for committee to arrive before the council to be prepared to assign jobs as people arrive.  
	All

	
	Double check decorations
	All

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


The Day Of:  (FEBRUARY 28)
	
	Task
	Person(s) Responsible

	
	Set up tables with ticket names 
	Mark

	
	Set up decorations 
	ALL

	
	HAVE LIST OF THINGS THAT NEED TO BE DONE
	ALL

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Immediately After:  (FEBRUARY 28)
	
	Task
	Person(s) Responsible

	
	Clean up decorations 
	All

	
	Pay D.J. 
	Morgan

	
	Take down posters and publicity for Winterfest 
	Mark

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


One Week After:  (WEEK OF MARCH 2)
	
	Task
	Person(s) Responsible

	
	Send out Than You cards to chaperones, Miller, Cook, and Woolman
	Rebecca

	
	
	

	
	
	

	
	
	

	
	
	


