Rosebud Run Sleddog Classic

Job Description

Update January 8, 2010
Job Title:
Dinner Coordinator
Job History:
2009 – Tara Windsor


2007 - Rodger & Marilyn Logan


2006, Rodger & Marilyn Logan

Job Cluster:
Souvenir Manager, Concession Manager, Registration Volunteers, Registration Night Coordinator

Reports To:
Race Manager

Purpose:
To successfully organize the Rosebud Run Meal & Mixer.

Pre-Event Functions:

Become familiar with the website so that you can check it for updates.

Read the Rosebud Run General Guidelines.

Find someone to shadow you and learn your job.

See organizing notes.

Event Functions:

Friday night

Attend registration wearing your nametag.  Obtain a parking pass for the race site. (suggested but not mandatory)
Saturday and Sunday

Saturday night


Attend Rosebud Run Meal & Mixer (see organizing notes)

Sunday Closing

Return any Committee materials to the Race Office.

Post-Event Functions:

· Write down any suggestions that you have for the next Rosebud Run.  Please include any changes that you would like to see made to this job description. This information should be given to the Volunteer Co-ordinator who would also like to know if you are willing to do the job again next year and who shadowed you this year.

Thank you very much for your participation.

Organizing

Rosebud Run Meal & Mixer 2010
Date:  January 30, 2010

Time:  4:30 – 7:30pm

Facility:  Elks Hall, Didsbury

Capacity:  165 people maximum

Other Facilities in Didsbury:

Zion Evangelical Church:


Capacity: approximately 250;


Donation for facility: $200 (includes kitchen, dishes, stage, podium)


Access time to hall to be negotiated;


Setup/Clean up: included


Catering: $450 to Youth Group, plus sound system @ $15/hr


Contact: Youth Pastor, Colin Creighton

Multipurpose Room:


Capacity of 300 plus;


Special Chamber rate: $175 (includes kitchen, dishes, stage, sound system, podium)


Access time to hall to be negotiated;


Set-up/Clean up: extra, can be arranged by renter or hire Town staff to do it


Catering: extra ($400 to Scouts)


Contact: Town Facilities Manager

Elks Hall:


Capacity 165 maximum


Rental rate of $150 (includes kitchen, dishes, stage, sound system, podium)


Access to hall for the entire day;


Setup/Clean up: extra, must be arranged by renter


Catering: extra ($400 to Scouts)


Contact:  Ray Vipond

What’s Involved With Organizing the Meal & Mixer?
1. Arrange the venue and caterer as soon as a date for the race has been set

2. Arrange the venue set-up, take-down and clean-up as soon as possible

3. Check with the Sponsorship Coordinator to confirm Meal & Mixer sponsors.

Previous Sponsors

· Campbell’s Soup Company (Melissa Wiens): (chili plus $250 cash through AG Foods) Phone: (403) 358-5111

· Kerik’s Meat Market, Olds (Ken Kerik): (smokies) Store: 556-2860; Home: 638-9060

· Royal Bank, Didsbury (Karen Herbst, Manager): ($300) Phone Direct: 335-7344

· Mugs Coffee House, Didsbury (Rochelle Byiers, Owner): (coffee) Phone: 335-8666

· AG Foods, Didsbury (Greg Poirier, Manager):  Check with Greg to see if he will co-ordinate the delivery and storage of chili with Melissa Wiens Phone: 335-9595

4. Arrange for a Master of Ceremonies for the Meal (Allen Reed of Front Porch Realty did an excellent job in 2007. Rod Neufeld of Front Porch Realty did an excellent job in 2009.  Phone: 335-2222)

5. Prepare an itinerary for the MC and arrange the creation and printing of the Program.

6. Arrange for a musher to read the Mushers’ Prayer (Rachel Wannamaker read this in 2007 and 2009).

7. Arrange for someone to say the blessing prior to the meal (Allen Reed did this in 2007).

8. Contact the following dignitaries (by phone and mail) to see if they would bring greetings during the program:

· Al Kemmere, County of Mountain View: Phone: 335-3311

· Brian Wittal, Town of Didsbury: Phone: 335-3391

9. Arrange with the Society those people allowed to charge purchases on the Meal & Mixer account at AG Foods for the purchase of groceries for the Meal (Note:  All supplies for the Meal & Mixer must be purchased locally).

10. Set the menu for the Meal and Mixer.

11. Set the ticket price.  (Note: In 2007 the price was $7/ticket including GST.

12. Prepare the tickets for the meal (Note: In 2007, 165 numbered tickets were printed).

13. Arrange for some pre-meal ticket sales; 

Note: Pre-selling has not been too successful in the past.  Diligently keep track of exactly how many tickets have been distributed / sold.)

14. Arrange tickets for door prize draw (through Ducks Unlimited – see Bill Windsor).

15. Arrange signage for storefronts to advertise meal (eg., Pharmasave, Didsbury Dry Cleaners, Wards Drug Store, Mugs Coffee House)

16. Arrange signage and a table for ticket sales at the race site (Souvenir Coordinator)

17. Arrange all necessary signage at the Meal venue (outside and inside)

18. Have someone pick up groceries from AG either prior to the Meal and the morning of)

19. Sell tickets at the door the evening of the meal (start approximately 4:30pm)

20. Provide free meal tickets as follows:

· One ticket to each dignitary invited to bring greetings

· two tickets to each Meal & Mixer Sponsor

· two tickets to MC

21. Co-ordinate with Sponsorship Coordinator to ensure thanks is sent to all sponsors and MC on special Rosebud Run stationary

22. Write a job description for the current year with suggestions for improvement.

Facility Rental Agreement (Elks Hall)
Rental is $150.00 for the entire day.

Rental includes:

1. Use of all kitchen facilities including: dishwasher, dishes, cutlery, tables, chairs, PA system, stage and podium;

2. A metal railing runs across the upper south side of the hall and can be used to hang 2 banners;

3. Custodian (Bob Hurst) is likely to provide assistance with set-up, and will give directions on use of equipment;

4. Caterer/Rosebud Run responsible for clean-up;

5. Clean-up does not include mopping the floor of the hall (just sweeping);

Contact person: Ray Vipond

Area of floor:

77 ft x 29 ft (Allow at least 5’ open in front of stage and 10’ at back for serving tables)

Table size:  30” x 8’

Set-Up of Tables in Elks Hall

· 2 rows of tables from stage to back of room (9 tables each row.  Allow 8 people each table.)

· Allow 3’ for walking along the north & south walls);

· Note:  To pick up food, walk down wall aisles, then return to table via center aisle;

· Allow 7 ft between the 2 rows of tables;

· Put 1 extra table on floor by stage to hold computer;

· Put 1 table on stage to hold sponsor donations;

· Put easel on stage for Ducks Unlimited print draw;

· Provide a ghetto blaster for easy listening, background music prior to and during meal;

· Provide a screen for PowerPoint slide show (the library has one it will lend out);

· Use 2 serving tables at the back of hall by kitchen (one facing north/south, the other east/ west by ladies washroom door);

· Serve coffee and juice from the bar area;

· Cover tables with white paper from Party Store (2 rolls @ $12.99 each);

· Need access to hall by 10:00am, Saturday morning, to bring in groceries and set up tables (with covers) and chairs.  Note:  Scouts, custodian, and meal organizers assisted with set-up.)

· Plan to open doors to public at approximately 4:00 to 4:30pm Saturday;

· Place advertising sandwich board outside the hall;

· Place another sandwich board at 4-way stop;

· Include directions to the hall when mushers pick up tickets on Registration night;

Clean-up

· As part of their duties, Scouts will help set up and clean up hall.  They will also clean tables when guests are finished during the meal.

· The Scout Committee (parents/volunteers) will be responsible for cleaning kitchen and sorting food items that can be returned to AG Foods.

· Meal & Mixer co-coordinators are responsible for all returns to AG.

Caterers
· In 2007, the 1st Didsbury Scout Group Committee served capably as caterers for the Meal.  The contact person is Marilyn Laurin who works at the Town of Didsbury office.  Marilyn has taken the Food Safety Course so is able to oversee the other volunteers in the kitchen.  Marilyn also has contacts with Mrs. Willman’s Baking Ltd in Burnaby (Lucy Nguy) and was able to get us a very generous donation of baking for the Meal & Mixer.  The caterers monitor the serving tables and serve the chili and smokies onto all plates.

Menu

Chili (Campbell’s), smokies (Kerik Meat Market), buns, Caesar Salad, condiments, dessert (squares by Mrs. Willman’s), coffee (Mugs Coffee House), tea, juice

Quantities
Chili:  3 blocks/trays of frozen chili to feed 150 to 200 people (approx 60 people per block)

Smokies:  100 lbs or approximately 400 smokies

Squares:  6 trays (18”x26”) that can be cut into approx. 432 pieces (2”x3”)

Cooking Instructions

Campbell’s Chili

The chili is shipped to AG Foods and stored in its freezer until pick-up.

It comes frozen, in 3x4lb trays.

It is best to heat the chili in a double boiler or a soup kettle.  The product can be thawed for up to 3 days and refrigerated for ease of use.  Greg Poirier did the thawing for us in the cooler at AG Foods.

It takes approx. 45 minutes to heat up and cook.

From frozen, it takes approx. 1½ hrs to cook.

Smokies

The smokies (approx 400 of them) were picked up at Kerik’s Meat Market (formerly Denny’s) in Olds and kept frozen until about 2 days before the race (it takes at least this much time to thaw them.)  The easiest way to heat them is to boil them, turning every now and then.  They can also be barbequed or done on a flat grill.

Note:  RR donated some of the left-over smokies to the Karate Club to be sold on Sunday.  Some were kept frozen and were cooked and served at the Volunteer Appreciation get-together.  The amount of Chili and Kerik’s Meats Sausages retained for the Volunteer appreciation night must be maximized.

Quantities Used and Costs 2007

Item
Quantity
Total Cost
Return
Donate
Discard
Actual Use
Total Cost










Lettuce (Romaine)
25 head @ 1.99/e     
49.75
0

6
19
49.75

Lemons
3 @ 0.69/e               
2.07



3
2.07

*WF Louisiana Joe Hot Sauce(354ml)
1 @ 2.59
2.59


Hardly Used
1
2.59

*WHSE Stein Relish (2L)
2 @ 6.99
13.98

1 open

1
13.98

*WHSE WF Wine Sauerkraut (2L)
4 @ 4.89
19.56
2

1
1
9.78

*WF Prep Mustard (1 L)
4 @2.39
9.56
2
1 open

1.75
4.78

*VP Ketchup (1 L)
4 @2.49
9.96

4 open

2
9.96

*Cube Sugar
3 @ 1.79
5.37
1
1

1
3.58

*WHSE WF CLR Cups (100cups)
2 @7.89
15.78

23 cu CC

77
15.78

*WF Foam Cups (8 oz) (100 cups)
2 @ 2.99
5.98

61 cu CC

139
5.98

*Windsor Salt (box)
1 @1.19
1.19
0
1 Elks

0.25
1.19

*Pepper (box) (145g)
1 @ 5.49
5.49
0
1 Elks

0.25
5.49

*VP Orange Pekoe Tea Bags (100bag)
1 @ 2.89
2.89
0
90 bg CC

10
2.89

*Coffee Folger (large) (200cups) (donated)
1 @ 9.99
9.99
1


0
0.00

*Folger’s Grind Decaf (300g) (donated)
2 @ 2.00/e
4.00
1
0.25 CC

0.75
2.00

MJB Coffee (300g) Return (donated)
1 @ 3.49
3.49
1



0.00

*WF Napkins (500s)
1 @ 6.99
6.99

80

CC


6.99

*WHSE WF Creamy Caesar Dressing(950ml)
3 @ 3.99
11.97
1


2
7.98

*Butter (Foothills) (I lb)
1 @3.59
3.59



1
3.59

*Margarine (Parkay) 2lb or 907g
1 @ 3.48
3.48



0.5
3.48

*WF Caesar Croutons (170g)
5 @ 1.99
9.95


3 partial
2
9.95

*Cheese (shredded RMH Parmesan) (300g)
3 @ 6.99
20.97
1


2
13.98

Buns (Smokies)
18 doz @ 3.00
54.00

3  sold Karate

15
45.00

Sub Total






220.79

Item
Quantity
Total Cost
Return
Donate
Discard
Actual Use
Total Cost

*Juice Crystals (WF orange) (1.75kg) 20Lprep
3 @ 6.99
20.97

1 Cubs

2
20.97

*Canola Oil (500ml)
1 @2.29
2.29


1
0.125
2.29

Table Covers (paper) 40”x100ft
3 @ 12.99
38.97
1


2
25.98

Stir Sticks (box) (200)
1 @  1.29                 
1.29

CC


1.29

Creamers (bag of 160)
1 @   6.99                        
6.99


25
135
6.99

Cream (½ & ½) (1 L)
 2 @ 2.99                               
5.98
1

0.25
0.75
2.99

Desserts (donated)
210 squares @ 0.50/e      
0.00




0.00

Sub Total






60.51

Total






281.30

1. Note:  Remind caterers to not open new jars/containers of product until the original jars/containers are all used up.  You can’t return opened containers to AG Foods for a refund.

2. Note:  By Chamber Policy, the Chamber does not make donations.  Leftovers purchased with Chamber funds must be held in trust for the Chamber or returned to the Chamber.

3. Yellow:  Food that was donated by sponsors.

Meal & Mixer Financial Statement 2007

Date: February 24, 2007




















Note: 165 tickets printed @$7.00/e












Income
#
Value
Unrecovered
Income









Tickets Sold
105


$693.40 


Tickets to Mushers
44
$308.00 




Tickets to Sponsors/Dignitaries
12
$84.00 




Tickets left over
4
$28.00 
$420.00 










Total



$693.40 









Expenses



Expenses



Item
Cost
Miscellan



Elks Hall Rental



$150.00 


Catering (Scouts)



$400.00 


AG Foods (with discount)



$252.55 


Miscellaneous






Ticket Printing

$15.94 




Stamps

$6.12 




Home Hardware
Tape
$4.22 




Party Store
Table Cover
$25.98 




Contemporary Graphics (approx)
Signs
$12.00 
64.26
$64.26 









Total



$866.81 









RRM&M 2007 Balance



-$173.41 


1. Note:  Financial reporting excludes GST for all Chamber functions.

Meal and Mixer

Sponsor and Dignitary Contact List 2007

Dignitaries

1. Al Kemmere

County of Mountain View


Bag 100

Didsbury, AB  T0M 0W0

Phone:  335-3311 

2. Mayor Dorothy Moore

Town of Didsbury

Box 790

Didsbury, AB T0M 0W0

Phone: 335-3391

Others

1. Colin Creighton, Youth Pastor (included here for contact purposes only)
Zion Evangelical Missionary Church

Box 686

Didsbury, AB T0M 0W0

Phone: 335-3629

2. Marilyn Laurin

1st Didsbury Scout Group Committee

C/O Town of Didsbury

Box 790

Didsbury, AB T0M 0W0

Work: 335-3391

Home: 335-4875

Sponsors
1. Ken Kerik, 

Kerik’s Meat Market

Box 26, Site 18

RR #1

Sundre, AB T0M 1X0

Store: 556-2860

Home: (403) 638-9060

2. Karen Herbst, Manager

RBC Royal Bank

1911 20 St

Didsbury, AB T0M 0W0

Phone Direct: 335-7344

3. Rochelle Byiers

Mugs Coffee House

1910 20 St

Didsbury, AB T0M 0W0

Phone: 335-8666

4. Allen Reed, MC for evening

Front Porch Realty

2009 20 Ave

Didsbury, AB T0M 0W0

Phone: 335-2222

Fax: 335-2260

Rosebud Run Meal and Mixer MC’s Script 2009

Provided by Race Manager
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