Graduation Timeline
January:

· Schedule with Karen Chiodo a Sunday afternoon meeting for late January in the Fairchild Hall Lounge.

· Ask her for 4 copies of mailing labels for 8th grade parents and envelopes.

· Check with PTO and Metcalf Administration for funding information (has been $500 from each for a total of $1,000)
· Line up Chairpeople and hold a meeting for all chairs

· Send letters out about committee meeting for all 8th grade parents.  At the meeting:

· Set out sign-up lists for each committee.

· Discuss overall plans

· Let groups meet individually
February
· Make sure requisition for rooms, tables, etc. is submitted
· Compile info and send out letters 
· Photos

· Estimated attendance

· Volunteer assistance

March

· Committees should be finalizing all plans and budgets
· Follow-up letters should be sent out in early April

· Send 7th grade parent chair info about volunteers
April

· Finalize all plans by April 15th and turn in final counts for food
· Make sure 7th grade parents are being organized for work.

May

· Send specific info to 7th grade parent group about food/etc.
· Make sure all committees are ready and set up is organized
