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Strawberry Festival Job Description: Chair and Co-Chair
Suggested Number
1 Chair; 1 Co-Chair
Approximate Time Required
TBD
Additional Notes

All duties of the Chair and Co-Chair are listed in the SF Activities Checklist. A summary of the key duties are listed below.

Duties: 
January

· Remind HWC President to announce SF Chair and Co-Chair.

January/February

· Contact Town Band Liaison, Rex Atwood, at 598-8034 (phone) or 321-5618 (cell).
· Reserve Congregational Church and Hollis Middle School.
· Line up Chairs for all SF Committees.
· Work with Publicity Chair to submit information for an ad and article for Yankee Magazine’s June Issue.
· Visit shed with Supply Chair to take inventory.
· Apply to Police Department for permission to hold Festival and reserve two officers.
· Complete State form to close road.
· Begin bringing committee sign-up sheets to HWC monthly meetings.
March

· Arrange for services of the custodian for the Town Hall restrooms, Peter Dineski.
· Arrange for tent rental with Jan Lambert (or other resource).
· Hold meeting with all Chairs (including HWC Publicity Chair) and HTB liaison.
· Continue bringing committee sign-up sheets to HWC monthly meetings.
· Co-Chair: Begin soliciting donations from area businesses.
April
· Order Strawberries from Brookdale Fruit Farm and Lull Farm.
· Order ice cream and heavy cream from Doc Davis for day of Festival. 
May
· Contact Head Secretary of Hollis Brookline Middle School, Penny Arsenault, at 465-2223 to arrange for walk through to check floor plan in case Middle School is needed for rain venue. Call Rex Atwood and ask him if he would like to go with you. (He did in 2006.)
· Touch base with Publicity Chair to see if she needs anything.
· Follow-up with Co-Chair regarding donations.
· Continue bringing committee sign-up sheets to HWC monthly meetings.
June
· Check with Lull and Brookdale to confirm delivery; request refrigerator space for storing strawberries at Brookdale’s for Festival weekend.
· Make sure hulling party is set.
· Write up work order for the custodian of the Town Hall restrooms.
· Call Rosemary at Doc Davis Ice Cream; check prices and make sure everything is all set.
· Call Dianne at the Hollis Police Department (465- 7657) and check to see that two policeman are all set for duty.
· On the Friday before the Festival, check weather, and, if it looks like it may rain on Sunday, follow the policies in the Rain Procedure document to hold the Festival in the Middle School. (You can always cancel, but you cannot set it up on Sunday morning.)
· Co-chair: Send thank you’s and coupons for free shortcakes to contributors. 
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