2.C.7.  TICKET SALES – CLOVERDALE BANQUET

Updated:  September 19, 2010
Early January:

· Create a spreadsheet to record the number of tickets sold to each team (see sample).

· Create an order form which includes instructions such as banquet date, cost, order deadline and who to contact for tickets sales (see sample).

· Create the banquet tickets (see sample).   One idea of numbering the tickets is to write on the back of the ticket the abbreviation of the team’s name with a ticket number, i.e. PM1 #2 = Port Moody Team 1 ticket #2 

· In advance of OJI league Game #10, prepare “baggies” (small clear plastic bags), one for each team with team name on plastic baggie.  Label one for each team, i.e. RMD 1 = Richmond 1.  Inside each baggie include 10 tickets and an order form for extra tickets.

· Cost for 2011 is $15 per ticket and Coaches must also pay for their tickets

· Cheques are to be payable to “Optimist Junior Interclub”.

Game # 10 Coaches Meetings:

· Hand out baggies with explanation

- 
Send email to all the team coaches as a reminder of ticket sales and the contact information

Game #11 Coaches Meetings:

· Collect “baggies” with money, unsold tickets, and order forms for more tickets

· Redistribute tickets and continue updating spreadsheet
· Remind teams that game #12 is last date to return baggies and last date for ticket purchase
Game #12:  Collect all remaining baggies

- 
Send another email to all the team coaches to remind them of the ticket sales deadline

- 
All complimentary guests must receive a ticket and be accounted for by name

· Contact Task Coordinator who is inviting Dignitaries for a final count of Dignitaries and a final count of Optimist Club members and then issue tickets in exchange for names

· Update spreadsheet and send it by email to Al Kersey and the Banquet Task Coordinator

Early March:
- 
Edit this task description as required and give to Event Manager before March 15th
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