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Strawberry Festival Activities Checklist
	(
	Activity
	Owner
	Resources
	Notes

	November/December

	(
	Identify Festival Chair.
	HWC President
	SF Chair Job Description.doc
	

	(
	Identify Festival Co-Chair by (in this order):

1. Asking for a volunteer at HWC monthly meeting

2. Calling HWC members

3. Asking HWC Board for help
	Festival Chair
	SF Co-Chair Job Description.doc
	

	January

	(
	Contact Congregational Church of Hollis asking to use Church yard and kitchen the day of the Festival, and the kitchen Friday through Sunday before the Festival.
	Festival Chair
	SF Church Reservation Letter.doc
	

	(
	Contact H/B Middle School about reserving kitchen and cafeteria as back-up rain venue. (If not possible, locate alternative venue and submit necessary forms to rent and insure.)
	Festival Chair
	SF Contacts List.doc
	

	(
	If using H/B Middle School as back-up rain venue, complete rental and insurance form to reserve.
	Festival Chair
	H/B Middle School Rental and Insurance Form.doc
	

	(
	Send letter to Hollis Police Department asking them to:
· Grant permission to hold Festival
· Sign permit to close the road on the day of the Festival

· Reserve two officers from 1:30-4:00 PM on the day of the Festival 
	Festival Chair
	· SF Town Police Letter.doc

· Application to Hold Festival.doc 

· Application to Close Road.doc

· Map of Hollis Town Center.doc
	

	(
	Submit to the State signed permit to close road, along with a map of the Hollis Town Center.  
	Festival Chair
	· SF State DOT Letter.doc

· Application to Close Road.doc

· Map of Hollis Town Center.doc
	

	(
	Make initial contact with HTB liaison.

A formality
	Festival Chair
	SF Contacts List.doc
	

	February

	(
	Identify Chairs for Festival committees:

· Hullers

· Bakers

· Cashiers

· Clean Up 
· Inside Workers

· Outside Workers

· Whippers
	Festival Chair
	
	

	(
	Send email to Festival Chairs thanking them for volunteering and attaching appropriate job description and blank Committee Contacts List (to be completed as Committee fills).
	Festival Chair
	· SF <Committee> Job Description.doc
· SF Committee Contacts List.doc
	

	(
	Take inventory in shed with Chair and/or Co-Chair. (May need to wait until snow clears.)  
	Supplies Chair
	SF Inventory Checklist.doc
	

	(
	Send email to GFWC asking to be registered for insurance for Festival; follow-up to make sure request received and approved.
	President
	SF Contacts List.doc
	

	(
	Work with HWC Board to determine pricing for items to be sold (must receive Board approval).
	Festival Chair
	SF Customer Orders Tally.xls
	

	(
	If pricing is the same as previous year, check shed to see if leftover forms available. If pricing changes, modify order forms accordingly.
	Festival Chair
	SF Order Forms.doc
	

	(
	Order the order forms from The Copy Shop.
	Festival Chair
	· SF Contacts List.doc
· SF Order Forms.doc
	Include 100 forms printed on different colored paper for volunteers and band

	(
	Have Committee Chairs contact previous Festival volunteers to see if they’d be willing to volunteer again. Records in committee binders.
	Festival Chair
	
	

	(
	Identify Festival committee volunteers (take Committee sign-up sheets to HWC monthly meeting).

	Festival Chair
	· SF Committee Sign-Up Sheet.doc
· SF Committee Contacts List.doc
	

	March

	(
	Contact Town Hall to arrange to use Town Hall restroom and schedule janitor for day of Festival; instruct Town Hall to send bill to HTB Treasurer.  
	Festival Chair
	SF Contacts List.doc
	

	(
	Hold meeting with all Festival Chairs, Publicity Chair, (and HTB liaison if something new is planned) to plan the Festival; agenda should include:

· Distributing Post Festival Follow-Up Report sheets (to be completed after the Festival, if desired)

· Scheduling meeting after the Festival to discuss lessons learned

· Encouraging Publicity Chair to start drafting press release(s)

· Asking Publicity Chair to send out press release asking for Festival committee volunteers, if necessary

· Asking HTB liaison to start getting volunteers for hulling and poster distribution

· Reminding HTB liaison that it is the HTB’s responsibility to set up and remove Festival “props”: tent, tables, trash bags, etc.
	Festival Chair
	· SF Contacts List.doc
· SF Follow-Up Report.doc
	 

	(
	Send donation letters to area businesses soliciting donations for both Festivals; goal is to offset cost of berries (approximately $1,200) and other expenses. 
	Festival Co-Chair
	· SF Donations List.xls
· SF Donation Letter.doc
	

	(
	As donations received, deposit into HWC bank account. (Ongoing)
	HWC Treasurer
	
	

	(
	Continue identifying Festival committee volunteers (take Committee sign-up sheets to HWC monthly meeting).
	Festival Chair
	SF Committee Sign-Up Sheet.doc
	

	April

	(
	Work with HWC Board to determine number of strawberries to order (336 quarts?).
	Festival Chair
	
	

	(
	Order strawberries from Lull Farm and Brookdale Fruit Farm to be picked up on the Friday before the Festival. Also ask if Brookdale Fruit Farm can store cut-up strawberries in their cooler from Friday evening through Sunday morning. (Call and send follow-up confirmation letters.)
	Festival Chair
	· SF Strawberry Ordering Letter_Lull.doc
· SF Strawberry Ordering Letter_Brookdale.doc
	

	(
	Order ice cream and whipping cream from Doc Davis or other identified vendor for day of Festival. (Call and send follow-up confirmation letters.)
	Festival Chair
	SF Ice Cream Ordering Letter.doc
	

	(
	Continue identifying Festival committee volunteers (take Committee sign-up sheets to HWC monthly meeting).
	Festival Chair
	SF Committee Sign-Up Sheet.doc
	

	(
	Contact PTA newsletter editor to determine deadline for June PTA newsletter.
	Publicity Chair
	SF Contacts List.doc
	

	(
	Order 35 posters from The Copy Shop; ask them to update dates before printing.
	Publicity Chair
	SF Poster.doc (Also on file with The Copy Shop)
	

	May

	(
	Walk through back-up rain venue to check floor plan and logistics.
	Festival Chair
	
	

	(
	Contact Publicity Chair to see if she needs anything; ensure that she has lined up photo shoot of children in strawberry fields for press release (and that she has press release(s) ready). 
	Festival Chair
	
	

	(
	Order  flyers from The Copy Shop. (25 for posting around town); ask them to update dates before printing and to print on red paper for added visibility.
	Publicity Chair
	SF Flyer.doc (Also on file with The Copy Shop)
	

	(
	Draft article for PTA newsletter.
	Publicity Chair
	SF Publicity Article.doc
	

	(
	Draft and send articles to newspapers. (Start last week of May and send every two weeks.)
	Publicity Chair
	SF Publicity Article.doc
	

	(
	Distribute posters at Annual May Luncheon for members to distribute on June 1.
	Publicity Chair
	· SF Poster.doc
· SF Posterhero signup.xls
	

	(
	Distribute remaining posters to HTB for them to distribute at the end of May.
	Publicity Chair
	· SF Poster.doc
· SF Posterhero signup.xls
	

	(
	Ensure that Cable Station runs public announcement and that event is on Town Calendar
	Publicity Chair
	
	

	(
	Ensure arrangements have been made for volunteers from Boy Scouts and Girl Scouts to help at Festival. (Check with HWC member(s) who are Scout Leaders.) Also HBHS NHS, Robotics team.
	Festival Chair
	
	

	(
	Follow-up donation letters with phone calls.  
	Festival Co-Chair
	SF Donations List.xls
	

	(
	Continue identifying Festival committee volunteers (take Committee sign-up sheets to HWC monthly meeting).
	Festival Chair
	SF Committee Sign-Up Sheet.doc
	

	June (early)

	(
	Send Thank You letters and coupons for free shortcakes to contributors.
	Festival Co-Chair
	· SF Donations List.xls
· SF Donation Thank You Letter.doc
· Free Coupon.pdf
	

	(
	Remind HTB liaison to start getting volunteers for hulling and poster distribution, if not secured already.
	Festival Chair
	SF Contacts List.doc
	

	(
	Contact Lull Farm to confirm delivery; if insufficient supplies of strawberries, arrange for them to get strawberries at market. 
	Festival Chair
	SF Donations List.xls
	

	(
	Contact Brookdale to confirm delivery and request refrigerator (not freezer!) space for storing strawberries Festival weekend; if insufficient supplies of strawberries, arrange for them to get strawberries at market.  
	Festival Chair
	
	

	(
	Finalize hulling party details.
	Hulling Chair
	
	

	June (Week Before Festival)

	(
	Buy whatever supplies (bowls, spoons, baking goods, etc.) necessary to supplement inventory in shed; use donations, if available
	Steward/Supplies Chair
	SF Inventory Checklist.doc
	

	(
	Distribute baking goods to Bakers Chair 
	Supplies Chair
	
	

	(
	Send donations list to HTB President so he/she can announce names at Festival if HWC president isn’t doing this.
	Festival Co-Chair
	SF Donations List.xls
	

	June (Weekend of Festival)

	(
	Friday AM: Pick up strawberries from Lull Farm and Brookdale by 10:30
	Hulling Chair &  one helper
	
	

	(
	Thurs. AM: Get key to Congregational Church from Church secretary.  
	Festival Chair
	SF Contacts List.doc 
	

	(
	Thurs. AM: Move supplies from shed to Church basement
	Supplies Chair
	
	

	(
	Friday PM: Hold afternoon hulling parties.
	Festival Chair
	SF Hulling Party Schedule.doc
	

	(
	Friday PM: Refrigerate strawberries after Hulling Party.
	Hullers Chair
	
	

	(
	Saturday: Haul strawberry tops to the dump if not taken by volunteers.
	Hullers Chairs
	
	

	(
	Saturday: Pick up whipping cream from Doc Davis (or BJ/Costco/Sam’s) and store in Congregational Church refrigerator.
	Whipping Chair
	
	

	(
	Saturday: Bake shortcakes.
	Bakers Chair
	SF Shortcake Baking Procedure.doc
	

	(
	Sunday, 1:00 PM: Count money in each cash box and record on note; sign notes; place notes in boxes (should be six boxes for food and one box for drinks)
	· HTB Rep
· Cashiers Chair
	
	

	(
	Sunday, 1:30 PM: Distribute boxes to cashiers for re-counting; validate money amounts; sign notes
	· HTB Rep
· Cashiers Chair
	
	

	(
	Sunday: Organize inside and outside workers.
	· Insider Workers Chair

· Outside Workers Chair
	
	

	(
	Sunday: Set up and remove Festival “props”: tent, tables, trash bags, etc.
	HTB
	· Restroom Sign.pdf 

· SF Price Increase Sign.doc (if necessary)
	

	(
	Sunday: Take pictures of event.
	Publicity Chair
	
	

	(
	Sunday: 
1. Count money in boxes

2. Remove seed money

3. Count remaining money, record on notes, sign notes, and distribute one note to HTB Rep and one note to HWC Rep
	· 2 HTB Reps

· 2 HWC Reps (Cashier Chair and Treasurer)
	
	

	(
	Sunday: Deposit money into HTB bank account; distribute one copy of deposit slip to HTB Treasurer and one copy of deposit slip to HWC Treasurer.
	· 1 HTB Rep

· 1 HWC Rep
	
	

	(
	Sunday: Return supplies to shed.
	· Steward/ Supplies Chair
· Cleanup Chair

· 
	
	

	June (Week After Festival)

	(
	Send receipts to HWC Treasurer (must be done within 30 days). Use reimbursement form.
	Supplies Chair

Publicity Chair
	
	

	(
	Reimburse Supplies Chair and Publicity Chair for expenses using money received from donations.
	HWC Treasurer
	
	

	(
	If not enough donations to cover expenses, send remaining receipts to HTB Treasurer for reimbursement.
	HWC Treasurer
	· Expense Form

· SF Receipts Letter to HTB Treasurer.doc
	

	(
	Take down posters that were mounted around town. 
	Publicity Chair 
	All members who took posters
	

	(
	Send customer order tallies to HTB Treasurer (optional).
	Festival Chair
	
	

	(
	Reimburse HWC members for expenses and send profits to HWC Treasurer.
	HTB Treasurer
	
	

	(
	Deposit profits from Festival into HWC bank account.
	HWC Treasurer
	
	

	(
	Hold Post Festival Meeting with Festival Chairs, Publicity Chair, Festival Volunteers, 
	Festival Chair
	SF Post-Festival Follow-Up Report.doc
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