Spring Fling 2003 Checklist

Week 1

· Set date & time: Friday, last week of classes, Spring quarter (June 6, 5-9pm)

· Set location: Mary Gates Hall Commons, Contact Julianna Jones (juj@u.washington.edu)

· Create committee: send announcement & emails to iannounce & ichat
Week 2

· Schedule committee meeting: get as many people involved as possible!
· Create task teams: Delegate, delegate, delegate!!! Divide committee into Logistics & Entertainment. Assign tasks to each team & hold people accountable for their part.
Week 3

· Reserve MGH commons: Julianna should be able to help you with this. You may need to obtain & complete a Request for Use of University Facilities (RUUF) form, available at the Office of the Registrar (248 Schmitz Hall). 

· Get liquor license: Obtain an “Authorization to Apply for a Banquet Permit to Serve Alcoholic Beverages” form from the Office of the Vice President for Student Affairs (476 Schmitz Hall). For more information, see http://www.washington.edu/admin/adminpro/APS/13.09.html
Weeks 4-7
· Find a licensed bartender: Check with Cris Mesling (crism@u.washington.edu). Her husband, Pete, has served drinks for Spring Fling the last few years and knows what to do.

· Order beer: Go with Hale’s Ales (http://www.halesales.com/) & get at least 3 kegs. Get a variety of beers (dark, light, and amber).

· Plan activities: Have the Entertainment team brainstorm things to do. Here are some things we’ve done in the past:

· Awards: provide certificates for people to create informal thank-yous to whoever.

· Raffle: have door prizes and raffle tickets available

· Quiz show: come up with trivia questions for teams to answer.
Week 8

· Find a sound system: You’ll just need someone’s home stereo/karaoke machine and a laptop with MP3s. Get someone to collect a playlist of good background music. MAKE SURE YOU HAVE A MICROPHONE!!
Week 9

· Order food: Go to CostCo and put in orders for prepared food, such as sandwiches, veggies, sushi, cake, etc. Go nuts. It’s cheap!
· Assign drivers: Find people with cars (& people to help them) who can pick up & deliver stuff on the day of. Give each the tasks they’ll need to complete and in what order. Here’s what you’ll need, at minimum:

· Non-perishable food & supplies (CostCo)

· Perishable food (CostCo)

· Ice – as much as you can carry (Safeway)

· Beer – at least 3 kegs (Hale’s Ales)

· Party favors (Office Depot, Archie McPhee’s)
· Sound system

Week 10

· Pick up everything: This is where all your delegating will pay off. Make sure all the drivers get receipts for everything they pick up.

· Return everything: Make sure any rentals (such as the kegs) are returned.

· Collect receipts: Confirm that you have all the receipts for food, favors, beer, etc. Give all receipts to ALISS Treasurer.

