Topics for Montage Meeting 10/17/07

I. LOCATION:  FOOD/BEVERAGE, DECORATIONS

· Floor plan and set up (bar location, silent auction tables, guest tables, location for live auction items, food tables)

· Decorations (for tables, lobby, and main hall)

· Food storage, servers

· Supplies (table clothes, skirts, serving utensils, plates, silverware, etc.)

· Set up/clean up

2. THE EVENING’S TIMETABLE

· 5:30-7:00 ( Music, Cocktails, Hors d’oeuvres, Welcoming by Mike Sondergroth, Rebecca & Michelle, Silent Auction begins

· 7:00 -8:00 ( Dinner, Music, Silent Auction continues, 1st Raffle Ticket drawing (Golf Outing)

· 8:00-9:00 ( Live Auction, 2nd Raffle Ticket drawing (1 set of World Series Tickets),  Dessert, Announce bidding on 1st group of Silent Auction items will close at 9:00!

· 9:00-10:00 ( 3rd Raffle Ticket drawing (diamond jewelry), Music continues

· 10:00-11:00 ( Final Raffle Ticket drawing (2nd set of World Series Tickets), Announce closing of bidding on remaining Silent Auction items, Music continues,  Thank everyone again for coming!

3. SILENT AUCTION

· Write up and print descriptions, include “Value” and “Minimum Bid” amounts.  How much should the minimum required incremental increase be ($5 or $10)?
· Progress of solicitation?
· Should all classroom “baskets” be grouped in same area?
· Form group to help with assembling “baskets”  (Beth Sinclair, Pam Locsin, Tracy Bovee,  Rebecca Africano, Michelle Hardman…..)
· Supplies (bid sheets, pens, etc)
4. LIVE AUCTION

· Live auction items to date:  Lasik Eye Surgery (?), Cubs/Brewers tickets and hotel stay in Milwaukee, Parking Space, 
· Type up descriptions of items for Rob & Joy Luke and for Montage Program
5. TICKETS/BID NUMBERS

· Christy Bazan will be in charge of keeping track of ticket sales and assigning bid #s 
· Christy will coordinate with Beth Sinclair regarding people who get free tickets to Montage from selling Raffle Tickets
· Need to coordinate with “event night volunteers” who will be working when and doing what (checking people in/giving them their bid card, checking people out/taking $ after auctions close
· NEED MORE VOLUNTEERS FOR THE NIGHT!
6. ENTERTAINMENT

· Jason Landes /UHigh Jazz Bands (?)
· Angelo Favis/Classical group from ISU (?)
· Skit by Kathy Taylor (?)
· Kevin Hart 
7. ADVERTISING/PUBLICITY

· Pantagraph Ad 

· Banners to hang on Main St. (?)

· Web sites – Have tech support @ Metcalf & U-high put Montage link on main site.

· Begin listing auction items on web site

