Notes for Red Letter Day events from 2006 event

Caterer notes:

Linens set up on all tables by 10:30 – depending on complexity of centerpieces – may want to push it back. Include our six 6’ buffet tables in count for linens.

Snack table and punch/drink set up by 11:00 am.  Make this a small amount, because as of the last two years, not many come ahead of time. Put leftovers on lunch table. 

Lunch with real plates and real silverware ready to serve at 12:15 – once the group starts marching to salute the owl, have caterers set out hot food.

Small dessert with lunch is expected.

Ice cream set up ready after you expect the program to be done and time for people to move to the tent. If hot, have it ready awhile after program is done so it is not milk when we get there. Otherwise, keep it pretty close to when program will be done. Chocolate, strawberry and caramel toppings for vanilla ice cream. Nuts and stuff okay too. 

Ask about leftovers ahead of time – do they need count of how many ate and we are charged less or are we charged same no matter how many show up? If the latter, we should be given food we paid for. If prior, then they take food. 

Do NOT assume that the same caterer has any information from the previous year. Make it clear from the start – so if you need to start over, you are aware of it. 

Get menu for selection at least two weeks before event. Give final count whenever they need it. May want to add some, if they need count early. Not many extra show up for just program so do not need to pad it that much for ice cream count. 

Tent Notes: request that it be delivered Thursday afternoon if possible or first thing Friday morning. Set up inside is stage for Paul and chairs and tables set up ready for linens on Saturday morning. Having it delivered late on Friday pushes things back and makes for hectic morning on Saturday, unless there is help. Make initial reservation in early January. Confirm size of tent and number of tables/chairs the Monday before event. Confirm delivery time Wednesday before event, if they can’t tell you on Monday. 

Al’s band provides microphone for talks from Katy and me. Move boom stand to church for program at 3:00 pm, if needed. 

Maybe move program to 2:00 pm? Long wait in between lunch and program otherwise, since most have been here before and do not visit buildings

Sign on shed gets changed first of July to say civil war camp and red letter day. Advertising done as per normal schedule.

Name badges get sorted alphabetically on 6’ buffet table, with centerpiece on it. Watch for wind – can blow things around easily. Have blank name badges, plastic badges themselves and markers to write with for any latecomers.

Cleaning:

Prior two weeks to event, get as much of the museums cleaned by tour guides as you can. If needed, call cleaning crew to finish up. Silver may need to be polished right before event. 

That day, one person to do house. One to do village. One to do bathrooms and gardens – dead head daisies and weed beds. Person in the house takes the clock for next tours with him/her and brings bell down from Billy Phelps’ desk to front porch, sometime before noon. If any stained glass squares are to be given to window donors, bring them out from hall closet storage and put near stage before program starts. I found leaving sticky notes on desk in welcome helps – all know what they are supposed to do when and can keep it with them in their binder all day. Helps me to organize who is where when also, to make sure all get to eat and all are okay with expectations. 

Schedule two people in house to rotate tours every half hour. Pull as needed for the rest of the day. Inform them you are using blue ticket to send with those doing the house, so they know to ask for it. Those with RLD name badges get in anywhere they want to for free. They should not be made to wait very long for the tour, as they have limited time to do tours.  

One person needs to be in church ½ hour before event with card table from store, folding chair from McFadden along with tablecloth from there and money box from welcome office with 10’s and 5’s in it. Check number of 10’s and 5’s earlier in the week so know if have enough to make change. Mark what goes into box and gather any un-used name badges – they may be late or only want to do program. Take them to church when set up table. 

Rotate lunch so most of the tour guides can make it. One at desk and rest eat, then one relieves whoever is at the desk. Those in the welcome center do just village tours. If guests want a house tour, give them a blue ticket and send them to house. 

