2.C.8.  CLOVERDALE BANQUET VENUE

Updated:  September 24, 2010
By March 15, 2010 (1 Year in advance): Request OJI Executive to Pre-book venue for March 6, 2011

By October 31, 2010 (4 months in advance):
· Book venue for March 6, 2011 (Check with OJI Executive to confirm Pre-booking)
· Sunrise Golf Centre (caterer’s venue – speak with caterer) Cloverdale Catholic Parish Centre (280 capacity) or Cloverdale Curling Club (192 capacity); if none of these are available the caterer also has a list of other potential venues
· Parish Centre Phone is 604-574-4990 (contact is Atul) and Cloverdale Curling Club is 604-574-4483 (contact is Judy MacKinnon)
· Confirm Cost (Parish Centre has been $450 and Curling Club is part of our rent)

· Pay $225 deposit immediately if using Parish Centre (keep separate from final payment) – contact Al Kersey at 778-988-4337 or by e-mail to make arrangements
· Confirm with either venue that we will need and be using the PA System (follow up and check that the microphone batteries are in good working order or bring spares)

· We will be setting up for 120 to 200 guests

By March 1, 2011:

· Caterer does floor plan and set-up, including 10-person tables and chairs, table cloths are included with the catering;

· Confirm this with the caterer

· Confirm final number for tables and chairs with Event Manager and contact venue to confirm

· Because many teams will want to sit together and the numbers at each table may not be conducive, allow for 2 to 3 extra tables to be set up.  When confirming tables for seating also confirm tables for awards to be set up on and the buffet tables.  

· 280 and 192 are respective maximums for fire regulations Parish Centre and curling rink

After the Banquet:

· Follow up for refund of deposit

Continue to contact Event Manager who is responsible for final count of guests for catering

By March 15, 2011 (1 Year in Advance): Request OJI Executive to Pre-book venue for March 11, 2012

Edit this task description as required and give to Event Manager together with your comments and expense receipts well in time for presentation to the OJI Semi-annual General Meeting April 12th.
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