BOCCEE BALL “TO DO” LIST

	WHEN?
	TASK
	IN CHARGE
	STATUS
	OTHER:

 (  when completed

	Jan.
	Set dates for event
	
	done
	

	Feb.
	Letter to Village Council & Little League to get permission to use field on those dates
	
	done
	

	March
	Apply for liquor license
	
	received
	

	March
	Create map of area
	
	done
	

	March
	Get bond/insurance
	
	done
	

	March
	Order beer mugs/other items to sell
	Joyce - done
	Take to park
	

	April
	Apply for temporary food license – Huron County Health Dept.
	
	
	

	April
	Create Application form – run 120+ copies
	Dana
	done
	

	May – 2nd week
	Mail applications to teams from previous year first. Other apps. available on request.
	Dana
	done
	

	April
	Make roster of participating teams & payment
	LaNette
	in process
	

	April
	Design poster
	
	done
	

	April
	Distribute posters
	Patty, Dave, Casey, Dana
	In process
	

	April
	Design food menu & set pricing – laminate 5
	Joyce 
	Take to park
	

	April
	Create warning signs – laminate 7 to post
	Joyce
	Take to park
	

	April
	Order trophies
	Casey - done
	Take to park
	

	May
	Write and send out press releases
	
	
	

	May
	Line up food vendor, make list of items to order, line up freezer storage
	Pam 
	
	

	May
	Order 4 Port-a-Johns to set up by Tuesday morning
	
	
	

	May
	Check to see if lighting is needed for field
	
	
	

	May
	Order Beer Truck to be delivered Tuesday – plastic cups
	
	
	

	May
	Check Bocce supplies in storage room. Items needed:  

· Score sheets, clip boards & 30 pencils

· 2 tents

· 8-9 large tables & 6 chairs

· cash register

· clear packing tape

· staplers, perm. markers, pens

· tablecloths
	Check on “score sheets”?

Joyce will bring these items: pens, stapler, tape & markers.

Any tablecloth left???
	Checked – need to take these items to the park on Tuesday
	

	May
	Order/purchase tickets for 50/50 raffle and for concession sales 
	
	Need to take to park
	

	May
	Line up volunteers
	Joyce will call Grace & Helen

Others?????
	
	

	May
	Hire cooks
	
	
	

	May
	Miscellaneous needed:

· Coffee cans for butts

· Trash bags

· 4-5 pitchers for beer table

· large tubs for pop & water

· paper towels & rags

· electrical cords
	- Patty F. has some

?

?

1 Joyce; 1 Dave

?

?
	
	

	May
	· 2 large grills/propane

· foil wraps

· 2 chafers to keep food warm

· sterno/6 hour wicks

· vinyl gloves

· roll of Chlorine Sanitizer Strips

· large coolers at grill tables
	
	
	

	June
	Contact Health Dept. to find out inspection time (& be set up by then)
	
	
	

	June
	Order wine (bag in a box), soda pop & spring water
	
	
	

	June
	Arrange for plenty of ice
	
	
	

	June
	Order food & supplies (burgers, brats, cheese, condiments, buns, chips, napkins, foil wraps, sterno, vinyl gloves, sanitizer strips, etc.
	Pam
	
	

	June
	Confirm times with volunteers
	
	
	

	June
	Update Roster so bracketing can begin
	
	
	

	June
	Contact DPW about cutting lawn, moving bleachers, moving scoreboard, trash containers & maintenance 
	
	
	

	June
	Arrange for speaker system and microphone for scorekeeper
	
	Need to take to park
	

	Monday
	Paint field
	
	
	

	Monday
	Complete bracketing
	
	
	

	By Tues.
	Deliver tents, tables, etc. to park
	
	
	

	Tuesday
	Set up entire field by 3 pm
	
	
	

	Tuesday
	Set up cash register by 4 pm
	
	Take to park
	

	Tuesday
	Get change!
	Casey
	Drop off by 4 pm
	

	Tuesday
	Set up scoreboard & bracketing sheet. Post Bocce Ball Rules.
	
	
	

	Tuesday
	Huron County Health Department inspection
	Cooks must be there, etc.
	
	

	Tuesday
	Post warning signs
	
	
	

	Tuesday
	Post liquor license
	
	
	

	Tuesday
	Post food license
	
	
	

	Tuesday
	Put ash cans on picnic tables
	
	
	

	Tuesday
	Place trash bags in receptacles
	
	
	

	Tuesday
	Set up tables with table cloths, menu’s, supplies, etc.
	
	
	

	Tuesday
	Deliver trophies to park
	
	
	

	Tuesday
	Have someone bring camera – for pictures of winners, etc.
	
	
	

	
	
	
	
	


