Planning for a Supper
Beginning of term


Plan date and type

8-10 weeks ahead


Girls and advisor design tickets and posters

8 weeks ahead of supper

Tickets to girls and adults






Assign places for girls to put posters up 

Letters for donations with advisor and girl’s names on it mailed or delivered to businesses






See samples attached for food supplies and prize supplies

4 weeks ahead of supper 

Girls put posters out





Information to local papers for article and to local cable TV

3 weeks ahead of supper

Check to see posters were put out

2 weeks ahead of supper

Follow up with business re: donations

WATCH FOR SALES FOR PAPER GOODS, FROZEN FOODS, BUTTER, SUGAR, COFFEE, TEA, PUNCH, ETC Make sure to save receipts
1 week ahead of supper

Check to see how many tickets have been sold, money already in 




hand, plus those who say they will be there. Have 2 lists.

2-3 days ahead of supper

Buy last minute, perishable items

1-2 days ahead of supper

Print schedule for the day.

Day of super
Arrive at designated time.  Plan for plenty of time in case something goes wrong and to allow help to have a short break.  If arriving before noon, remind everyone to bring lunch with them.  Provide drinks for during the day.  

Check off items on list as completed.  Peel veggies first as this is usually a chore that no one likes to do.  Leave setting the tables for last.  Get the kitchen stuff done first and cleaned up. CLEAN AS YOU GO.  MAKE SURE EVERY GIRL GETS A TURN IN THE SINK!!!
Within one week after supper
Girl chair to send thank you to businesses and persons who donated

GET PICS of girls working so that you have lots of stuff for scrapbook and papers.  Get a pic and article in the Freemason, Scimitar of activity happening.
Get pic and article in the local paper especially if this is for charity.  The more info we get out to the community, the better, so that people will know we are here.
