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Please Note: If you require space at the Post for any
reason (event, meetings, prep work etc.) make sure
you’ve booked the time and date on the Calendar.
Text Gillian Woodstrom at 281-615-5670 or email
her at gwoodstrom@woodborne.com
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1. GENERAL INFORMATION

Event Name

Event Date

Time

Place

Budget

Committee Chair & Volunteers
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2. ACTION PLAN
] Planning Meeting
* Date
Agenda
Timeline
Roles & Responsibilities
Meeting Minutes
e Pre Event
] Update Calendar
] Complete festival signup if required
1 Verify scope of event (raffle baskets, WAA, Pies for Hope etc.)
1 4 weeks prior to event, request student volunteers from KISD
sponsor for selected school and email link to Student Volunteer
SignUpGenius
1 Check flag and patriotic tattoo inventory, order as needed
1 Send out SignUpGenius with Auxiliary volunteer request
e Day prior
Set up bag and checklist:
bank bag with $30 bank and Deposit Forms
credit card charged Zettle
order forms
auxiliary brochures, program flyers & membership forms
table cloth and branding cloth
pens
donation jar
flags in sand stand
flyers and clipboards
large sign and easel with weights
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tattoo sign
tape
tent with weights

e Day of
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Setup table and chairs, tattoo station, flyers, flags etc.
Check in student volunteers
Pass out flags to kids

e End of day
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count sales/donations
balance money
give to Unit Treasurer

e Write report to be given to members at monthly meeting

3. CONTACT LIST

[
[
[]

Post Commander

Katy Event Coordinators

Jordan -National Honor Society Brittany Coker —
BrittanylCoker@Kkatyisd.org

Taylor — National Honor Society- Errica Fader —
ericcaafader@katyisd.org

Cinco Ranch- National Honor Society —Beth Hoffpauir —
MaryEHoffpauir@katyisd.org
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mailto:%E2%80%93BrittanylCoker@katyisd.org
mailto:%E2%80%93BrittanylCoker@katyisd.org
mailto:ericcaafader@katyisd.org
mailto:%E2%80%93MaryEHoffpauir@katyisd.org
mailto:%E2%80%93MaryEHoffpauir@katyisd.org

