Metcalf PTO
Chili Dinner
Friday, January 23, 2009
Metcalf Large and Small Gyms

5:30 pm to 8:30 pm
Chairpersons:
Bob Piker
Cindy Jagodzinski

____________________

3-5:30pm

Setup and Preparation

5:30-7pm
Food Served

6:30-7:30pm
Bingo

6:30-7pm
Cake Walk

6:30-8pm

Silent Auction
8pm

Raffle Prizes Drawn, Silent Auction Bidding Ends

8:30pm

Event ends, cleanup begins

FOOD
Chili was donated from Steak and Shake for 380 people. They also donated bowls, spoons, napkins and oyster cracker packets. We had a hot dog warmer provided by Metcalf. 20 pies and assorted desserts were obtained through Market Day via family donations. Pies were baked, sliced and cookies were portioned with parent volunteers  the afternoon before dinner using the Metcalf kitchen. All deserts were placed on small plates and covered with wrap at least an hour before the dinner began and then brought to small gym on carts. Drinks were obtained through generous classroom donations. We had asked for one case of drinks from each classroom…water, juice, soft drinks…all were packaged. Also, coffee was provided by the Garlic Press and condiments were purchased from Walmart and placed with the tables. 4 roasters were rented from Weavers that accommodated 16 gallons of chili, which was enough to feed over 350 people in attendance. I recommend renting an additional roaster for keeping previously boiled hotdogs warmed in order to make cooking on the hotdog cooker a lot speedier since it was difficult to keep up with the volume of hotdogs being requested as we had to boil hotdogs throughout the night. I didn’t purchase enough plates so I also recommend having at least enough plates for the number of hotdogs purchased. 350 hotdogs were purchased beforehand and we ran out so additional hotdogs had to be purchased midway through the evening.
All food was free this year.
10 tables were placed end to end to serve from where 6 parent food server volunteers stood behind them on the south end of the small gym. Signs were placed outside the door to the small gym and on the food serving tables. 
We placed 3 tables end to end and 9 rows back perpendicular to the food serving tables in the small gym for people to sit at and eat and covered all tables with red gift wrapping paper rolls for table cloths. We had 27 tables in the small gym for eating and 175 chairs. Remaining tables and chairs were used in 2 long rows at the south end of the large gym for sitting and eating. Leftover tables then were used for silent auction, raffle, cake walk, and bingo.
Drinks were accumulated in the teachers commons weeks before event and stored 2 hours before dinner outside to get them chilled. Canned soda, bottled juice and water were obtained through classroom donations. We asked 3 weeks prior to the dinner for room parents to contact corresponding classroom parents and ask for drink donations. Each class was asked to donate one case of drinks. Kindergarten classes donated water. 
We decided upon packaged drinks partly because we knew that many parents preferred soda for themselves. Likewise, the pies obtained through Market Day were packaged and preferred for health and safety reasons to donated desserts donated from parent volunteers. A food license must be obtained by Chili Dinner chairpersons prior to the actual dinner and we would recommend having it at least 2 weeks beforehand (see food license application).
SETUP / CLEANUP
75 tables ordered through Metcalf Main office (see order form). One table should be placed at the middle of the west side of the large gym to accommodate the bingo announcer and the PA system. At least 2 tables should be placed at the north end of the large gym to hold cakes for the cake walk. 8 tables should be arranged in 2 rows end to end near at the middle on the east side of the large gym to hold silent auction items and raffle. 
375 chairs ordered through Metcalf Main office and facilities (see order form). Most will be used in the small gym for eating. The rest can be moved wherever they are needed.
Tables and chairs need to be ordered in advance of event. They were delivered by ISU on carts, and we needed to set them up in both gyms. The carts will remain in the hall outside of the gyms and can be used for coat storage along with the coat racks near the kindergarten classrooms. Several volunteers were helpful for arranging tables and chairs, as well as the ISU teaching students who were available.
Rolled paper placed on all tables
1 container for raffle tickets. One roll was partially used
6 trash containers (see order form)

Electrical needs to be ordered at the same time as the tables, chairs and trash containers (see order form)
Bingo equipment (reserved in advance) picked up from Weavers Rental

A full page pdf flier should be added to the Metcalf website/PTO webpage with specifics about the dinner 1 month in advance of actual dinner. Email reminders may be sent to room parents periodically about event.
Fliers advertising the dinner should be posted on doors throughout Metcalf the week of the dinner.
10 volunteers or more to help Set-Up at 3pm
5 volunteers to work at food tables
3 volunteers to walk around selling raffle tickets
1 volunteer to call out Bingo.
10 volunteers or more to help Clean-Up at the end of the evening. This took about an hour. All tables and chairs were folded and restored to carts in the hall. All garbage was bagged. I suggest lining up a handful of volunteers to specifically take care of bagging garbage at the end of the night.
Many wonderful signs were provided by parent volunteer, Joan Styczynski and were posted throughout both gyms with silent auction directions, prize information, bingo information, and food prices.

1 cash box was needed to accept payments from silent auction winners. $200 in fives was seed money for raffle ticket sales, kept with raffle ticket sellers. Monies were stored throughout the evening in main office.
Additional supplies needed were black markers / pens, garbage bags, Zip-loc bags, paper towels, a bid sheets for each silent auction item (see form), invoice sheets (see form), PA sound system, cake walk kit from PTO storage, CD player for cake walk, and price signs, 2-part tickets for raffle and condiments.
At 8:30pm, all monies were collected from main office and cash box and given to treasurer.

The Bingo equipment and 4 roasters was returned to Weavers the following day.
SILENT AUCTION
One parent volunteer oversaw silent auction process. A bid sheet describing each silent auction item was placed next to each auction lot. Bidders could simply write their names on bid sheets next to the amount they were willing to bid.
Once the silent auction had ended at 8pm, the auction volunteer gathered the bid sheets together and wrote winning names on a white board for all to easily see. 
Winning bidders are requested with PA system to pay for their items at the cash box table. There were a few winners who needed to be contacted the next day to collect payment. Those items which were not picked up immediately were stored in the main office they were paid for.

Auction items may also be paid for with credit cards. The cash table volunteers had credit card forms at the table which were supplied by treasurer.
Silent auction items consisted of theme baskets donated from each classroom. These baskets were put together after making a request to each classroom 2 months before event, Gamma Phi Circus passes from Kim Walker-Smith, a basket donation from The Garlic Press, other basket donations, Lasik surgery from Dr. Catherine Crockett, 2 drawing from Nicholas Africano, 1 pool party from Dr. Coffman, 1 baberball party from Lynn Shook, and various other prize donations.
BINGO
Bingo and Raffle Prizes were purchased at Wal-Mart a few weeks in advance using PTO money. Overall prize cost was approximately $330.

Bingo was free for participants and included 9 gift certificates of $15-$20 each from Wehrenberg Theaters, Itunes, and Barnes and Nobles. Each certificate was wrapped and winners could pick from basket of prizes but could not see which certificate they were getting until after winning.
Bingo set rented from Weavers; we suggest reserving at least 1 month in advance. A small rental fee is paid the next day when set is returned.
PA system from athletics was used to call bingo numbers. 1 parent volunteer called numbers for approximately 45 minutes to do 9 rounds. We recommend a very large open space in front of the announcer table to accommodate all of the kids who were playing bingo while sitting on the floor.
RAFFLE
Raffle tickets could be purchased throughout the evening prior to the 8pm prize drawing from 3 student teacher volunteers wearing aprons who were each given a supply of 2-part tickets. These 3 volunteers simply walked around with aprons and tickets and asked people if they would like to buy raffle tickets for $1 each. These 3 volunteers periodically gave their accumulated sales to me or our treasurer.

It may be necessary to purchase 2-part tickets from an office supply store.
Raffle ticket halves were placed by buyers into raffle box. When it was time to pick from the raffle baskets, several Metcalf students were allowed to draw winning tickets one at a time. Winners were announced on at a time over the PA system..
Prizes:

1-Boy’s Mountain Bike

1-Girl’s Mountain Bike



1-Portable Video/Audio Player
2-IPOD Shuffles, 1gig



1-Leap Pad Learning system

1-Artful Design gift certificate
Bingo and Raffle Prizes were purchased at Wal-Mart using PTO money. Overall prize cost was approximately $330.
CAKE WALK
Northwest corner of the large gym.

The entire cake walk took approximately 30-45 minutes. It was going on at the same time as bingo, but was far enough away from the PA system that it didn’t interfere with Bingo play.
Cake walk floor markers and music are needed. The more floor markers the better as there was a lot of interest, especially with the children.

Participation was free.

Signs for labeling cake tables are needed.
Metcalf families donated 15 cakes.
1 Parent volunteer supervised cake walk and cake donations.
Cake walk winners were allowed to take their cakes immediately, but were also allowed to pick them up from the cake tables at the end of the evening.
