2015 Hillcrest Committee Ball Timeline 
See attached contact list for all Ball contacts.

January:

The President Elect recruits Ball chairs.  Either the President or Ball Chairs reserve the date for the upcoming Ball with RVCC.  Karin will make the deposit to hold the space.
April:
We discussed possible options for a theme and selected “The Spice of Life”. We wanted a colorful, spicy theme with an international flair and reference to a healthy happy life. We decided our colors would reflect spice colors such as paprika, cinnamon, basil and accents of saffron.  
We met with the former Ball chairs to get reports and insight.

Contact and schedule Auctioneer:  Ron Burgess was asked if he will function as auctioneer on the scheduled date. He is terrific to work with and our cause is very close to his heart. Ron is easiest to contact by text or email(contact numbers attached).  He does not charge for his service.
Contact the MC to confirm availability.  Craig Prewitt was asked if he would like to be MC again. He has done this for many years and he does a terrific job.  He may be ready to retire but there is no harm in asking again.  

Contact Washington Federal Bank located at 891 O’Hare Parkway, Medford). Annie Aarseth, Branch Manager, 541-774-1408, 541-944-0427(fax) and 541-944-0427 (mobile).  She needs to be asked about availability for the date of the Ball. They brought 5 people this year and their meals are comped.   Leanne picked up the paddles for auction and repainted handles (any paint store has sticks) and had missing paddle numbers replaced (Pronto Print).  You can use the paddles or have the bidder numbers printed on the back of the program according to your preference.
We began thinking of Hillcrest Committee Chairs. We decided to ask some the key Chairs from the prior year if they would be interested in taking on the same job again and tried to bring in a few new people to the remaining Chair positions.  We were hoping to keep things fresh and get more members involved. The Committee Chairs were all set prior to May meeting.
Get budget information from Karin Dailey, Treasurer.

May

We announced the theme “The Spice of Life” at the May meeting and gave an overview regarding our colors and overall theme ideas.

At the May meeting we announced and congratulated Committee Chairs. We sent a sign-up sheet around for the membership to choose the committee they preferred.

We met with Molly McDermott, Sales and Event Coordinator at Rogue Valley Country Club.  We met with her initially to introduce ourselves and talk over our concept, in approximately April after we had a rough plan for our “theme”. We discussed our layout of the ballroom, oak rooms and pre-function area. It was decided that we would place the podium on risers in front of the dance floor at the center of the room.  We were hoping this would help keep our Ball attendees focused on the auction and reduce the talking.  We also decided to save money by using the dance floor at RVCC rather than renting one.
We gravitated to Susie Penwell and Carol Lowengart at Penny and Lulu’s to help us crystallize our overall theme décor and colors. Susie and Carol were fantastic to us and very helpful.  They offered to loan us decorations that they had in storage- lanterns, gold chargers and their colorful “Moroccan” glasses for the signature drink.
Checked in with Committee Chairs on a semi-regular basis or when any guidance or help was needed. We felt that all Chairs needed to be allowed to present their ideas and take charge of their own areas. 
We were able to secure the donation of 134 chairs with black pads from Carolyn Lesley at Noel Lesley Events again this year. It is best to contact Carolyn  by email. The chairs were donated at no cost.
We used Kelli at the Party Place as our vendor for linens. She offered a nice discount for the remainder of the chairs we needed for the Ball. The invoice is noted elsewhere in the report. Using a local vendor was very easy and cost-effective. Quality is very nice.  Ballroom can hold 26 round 6’ tables, Chairs – 260.  Bank needs 2-8foot rectangular tables and 5 chairs in reception which are then moved to pre-function room for checkout. 
Made a switch with the DJ this year…it was getting a little stale using Sights and Sounds Unlimited every year and they were not giving a discount.  Too many complaints with noise disrupting the auctioneer was another factor with our decision to change.
We contacted and met with DJ Hope as a referral from Molly McDermott.  See contact list.  Contract was signed.  No deposit required.
President will work on the presentation that takes place prior to the Paddle Donation.  
June:
At the June meeting we encouraged the membership to update and review the mailing list so it is ready to go when Save-the-Date cards are ready.  Make sure that the list is reviewed by a long term member who knows many of the attendees-- make sure Ms., Mr/Mrs., titles and Partnerships are accurate.  We added a generic hotmail address to all correspondence so that people had an easy way to contact us with questions and so that we could have a contact for our Press Releases that went out to the public- HillcrestBall2015@gmail.com.  We did get a couple of email questions but it would be better to have a Reservation Chair that could set this up on her computer and check it weekly, then daily the week of the ball.
We contacted Stephanie DeBoer in early June.  She approved the Ball program donation from Lithia.  Stephanie introduced us to the Lithia printing contacts via email.

Set up a meeting with Invitation Chair and Lithia contacts who donated the program again this year. Lithia has a retail print shop so we kept everything under one roof. They agreed to produce the Save the Date and the Invitation at a cost to us.  Mike Boyce, Project Manager, and Chris Hanes, Graphic Designer, are wonderful to work with.  They donated the Save the Date paper since the paper was very expensive. We paid for the production of the invitations and all postage.
Met with Auction Packages co-Chairs to provide direction on 12 to 13 auction packages.  Ball chairs normally donate the first auction package as their contribution.  A cruiser bike was purchased by Noel Lesley at the 2008 Ball and then by Judge Sawyer who passed away not long after.  Mrs. Sandra Sawyer donated the bike back to Hillcrest, so we took this sentimental idea and developed a weekend getaway package with Sunriver accommodations, dinner at Zydeco, bike with a basket of goodies, and a tune up at Marty’s Bike Shop.
Met with our decorations chair at Penny and Lulu’s flower shop to discuss our vision of the theme décor and review ideas for the centerpieces.  We also met with our invitations chair and Lithia contacts(Michael and Chris) to express ideas and direction.

Met with Brandon Carlson, Lighting Specialist at Carlson Sound and Lights.  We got a bid on lighting the canopy and the walls. We decided to add a large 9x12 screen in the ballroom this year for a PowerPoint presentation that we hoped would complement the auction package presentations and keep the Ball attendees attention on the auction.  Contract and deposit is required.
July and August:

Proof Save-the-Date cards and continue development of invitations design with committee.  Invitations Chair sent the Mailing List to LAD Marketing (Lithia Auto Stores Print Shop) for a mailing date of September 8, 2015.  Touch bases with the Mailing List chair to make sure that the list is updated and reviewed for any people who have died, moved, or have not been to the ball in over 3 years.
Checked in with Party Place – Kelly – confirmed when she needed numbers and dates of delivery etc.

Keep tabs on Auction Packages committee as Auction Program committee needs information to begin their tasks.  Program Chairs would like to get this as early as possible. They prefer to have the auction package information by mid-September but it usually is ready by the end of the month.
Met with Rachel Chamberland to review the PowerPoint presentation planned for the Ball program.  Ball Chairs scanned photos and selected photos from the Shutterfly account for a slide presentation shown in the Oaks room on the two wall hung flat screens during the cocktail hour.  We also had photos of the auction packages featured in the program shown on the 9x12 screen hung in the ballroom during the Live Auction.  Put Rachel in touch with our LAD contacts(Michael and Chris) so that she could use the same auction package pictures used in the program.

Met with Thank You Committee to review their responsibilities.  Karin Dailey and MaryJo Hoftiezer are primarily involved with this committee and attended this meeting.  We received 20 thank you note cards for each of the Ball Chairs to write thank you notes to donors.
Met with Donations Manager at Trader Joe’s to request bread donation.  They provided  35 loaves of the salted rosemary bread rounds to be picked up on December 4, 2015. 

September:

Revealed Ball theme to membership and had a little “spice” game to kick off the Ball.  

Save-the-Date cards were delayed by the printer, LAD Marketing, but were dropped in the mail by 9/20.  Next year Ball chairs should stress the need to have them prepped and in the mail the day after Labor Day.  We ordered 404 as per the mailing database, but should have ordered 50 extra blank ones for add-ons and for our records.
Continue updating mailing list as corrections come in.  Next year it would be best to have the Reservation Chair meet and go over a print out of the Mailing List so that they can visually make changes to titles, names, and addresses.  
Auction Packages Committee announced parties for the auction and started signups for Chairs.  Committee assignments were not taken until the October meeting. The Auction Packages Chairs then passed on all information to the Auction Program committee for them to start their work once they had all of the party Chairs in place.

Met with Menu committee for a preliminary meeting to advance our theme with the food and beverage selections. We decided to offer a signature cocktail prior to dinner as has been done in prior years. Ball chairs and menu committee enjoyed a wine tasting at Roxy Ann and decided on our wine selections for dinner.  Cathy Theen worked with Chad Day at the winery to secure a discount and arrange for needed quantities and delivery dates for the Ball.

Original contact Molly McDermott at RVCC resigned.  We had to wait until October 15th to make contact with new Banquet Manager, Demelza Quinn to discuss decorations. 

Met with Lighting contact Brandon Carlson  and Decoration Chair, Christin Sherbourne  to go over the lighting details regarding the colors of canopy and wall lighting. (Next year the RVCC will be charging to have canopy installed)
President will work on the presentation that takes place prior to the Paddle Donation.  Check in to make sure this has been addressed.

Prior to mailing, it would be best if the Mailing Database was run in an address label format and any corrections are updated before this is given to the printer.  
October:

We brought a sign up for the sale of Ball centerpieces to the October monthly meeting.  Carol and Susie provided a sample centerpiece to present to the membership at the meeting.  Collect payment at the time of signup if possible.  All checks go to the treasurer.  We had another “spice” game and the winner took the centerpiece home as a prize. We sold the centerpieces at our cost of $50 per centerpiece, but if you decide to do another type centerpiece like candlesticks, etc. these can also be sold at cost.
A progress report was presented to the membership. We checked in with all committees and made sure all auction packages had Chairs so the Program committee had complete information to complete the Ball Program. Ball chairs determine order of auction packages for the event. It is important to have adequate space between the paddle parties and the research paddle we so the bank is not overwhelmed with back to back items that have a large number of transactions. They also don’t want a paddle party placed at the end of the auction for the same reason.
The Menu Committee arranged a meeting in mid October(10/22) with the chef at RVCC for a sample meal.   RVCC replaced Executive Chef  Trey Hanson with Ann Sanborn. We also met with the new Banquet Manager, Demelza Quinn, Food and Beverage Manager, Tom, and Membership Manager, Molly Sanborn (daughter of Chef Ann).  The dinner they served us was delicious and exactly what we wanted but as we had been warned, the meal we were served the night of the Ball was not of the same spectacular quality. Fortunately, it was good and everyone attending seemed to be pleased.
We decided to email all of our Hillcrest Members a synopsis of the auction packages ahead of time to share with friends and family.  Several of our big donors were not going to be attending this year, so we asked close member/friends to inform these donors in case they wanted to arrange proxy bidders at the event.  This also allowed members to check their calendars for the Party Packages that were date sensitive to make sure the dates worked for them.
We met with the new Banquet Manager, Demelza Quinn at RVCC(10/27). We reviewed the contract and the cost of our meals and cocktails. The delivery and pickup of chairs and linens were clarified. We discussed the ballroom diagram which is a bit of a moving target given we needed the count of attendees to determine the number of tables. We ordered chairs and table linens based on a best guess from prior events. We wanted to avoid last minute order changes which send delivery charges threw the roof. 

The invitation committee arranged a work party to assemble invitations and stuff envelopes(10/23). Delays with the ribbon prevented us from meeting our mid-October deadline for mailing.  We had a second invitation prep party on 10/27 with the hope to get the invitations out by 10/28 (two weeks behind schedule). A total of 405 invitations were sent, plus 50 extra for last minute invites.  Prior to mailing, it would be best if the Mailing Database was run in an address label format and any corrections are updated before this is given to the printer.  We had many that were pulled due to what was determined to be incorrect- for example Ms. May Smith , rather than Mrs. Frank Smith etc.
This year we added a PowerPoint presentation during the auction.  We met with Rachel Chamberland(10/29) to review sizing of the slides that were to be showcased on a 9x12 ft front projection screen in the main ballroom.  We utilized the Oaks television monitors with slides of past parties during the cocktail reception for an extra $100 (both t.v.’s)
We scheduled a meeting to value the Ball auction packages for tax purposes (10/30).  This meeting was attended by the Ball Chairs, Treasurers, Program Chairs and Auction Package Chair.  We set a value for the food, drink and venue if applicable.
November:

We gave a final update to the membership at our monthly meeting and sold the remaining centerpieces and collected payment.
The Logistics Chair met with Annie at Washington Federal Bank to go over the auction paperwork and discussed any suggested changes.

A final count was turned in for linen. The Party Place requires full payment four weeks prior to the Ball. Chairs were ordered, but the final count and balance for chair payment was not due until 72 hours in advance. 

We checked in with our committees. At this point some committees have completed their work. Auction packages are finished and committees are set. 

Auction program is completed and the order of packages have been established by the Ball Chairs.  We ordered 260 programs.   Ball chairs finalize verbiage for front page of program and thank you page.  We decided not to list the auction package values in the program.  We believed this influenced bidding by limiting bids to the value of the item. We included the evening program and the menu in the program which had not been done in prior years.  We think it would be important to keep the name of the event the “Hillcrest Ball” which the committee has agreed is the desired verbiage for the invitations.  Send a copy of the program to Annie at Washington Federal Bank when it is finished.
We decided to use the wooden auction paddles because it is easier for the Auctioneer to see the bidder numbers.   We would suggest that the Logistics Chair store these since they had been stored with Washington Federal Bank in the past and they should not have to do this since they are not members.
The Logistics Chair, Leanne, Liza, Ron Burgess and Craig Prewitt and our (4) spotters – Mike Glass,  and Paul Schultz (John Thiebes and Tom Hamlin were not available), met for a tutorial at Leanne’s home.  It was great – Ron and Craig put the spotters at ease and helped them with ideas for a successful and stress free event.   Liza and Leanne served wine and appetizers.
The decorations committee liked the idea of having the Chairs come to help during their last centerpiece and décor meeting at Christin’s house.

We met at Penny and Lulu’s for a demonstration and then transported all the items to Christin’s home.  Leanne picked up the 205 gold chargers and 91 “Moroccan” glasses from Penny and Lulu’s storage area which we borrowed. 

The Coat Check Chair let us know how many students would be helping with event. Demelza set up a menu for them to order dinner from – about 5 choices including a vegetarian option.  There were 8-10 students helping.  The Coat Check Chair confirmed with RVCC that two golf carts would be available for shuttle service at 5:30pm and parked in front of the entrance.

Week of the Auction:

Tuesday :

The programs were picked up on the Tuesday prior to the Ball.  The Ball Chairs or Karin Dailey can print a large Word format of program and email to Craig as MC. An additional copy is emailed to Annie at Washington  Federal Bank. Take the existing write ups from the program then reduce them in half.  
Met with Demelza and F&B Manager at RVCC to finalize the table diagram, ballroom setup, and signature drink. By this point we were getting close to a final number with reservations. Dawn did a terrific job getting the tables organized before she left town and turned everything over to Nancy Day and Carla Haveman.  Dawn did not feel it necessary to meet with us, however if this position changes, it might be good to meet with the Reservations Chair to review the table assignments.   Karin had flow sheets regarding special requests for food, who still owed money, etc.  All of the food information ultimately goes to Demelza so servers are aware of who gets what and where they are sitting.

Ballroom Tables: 25 rounds.
Reception area: 2-8 ft rectangles, 5 chairs – these items are moved to Pre-function room after guests are seated for dinner, area used for check-out

Pre-function: 3 bistro tables

Oaks Rooms: 3 bistro tables and one 8ft for Signature Drink
Ballroom Logistics Table– 2 bistro tables, and one 6 ft Table with 2 chairs for Recorders.

Chivari chairs – 134 Noel Lesley Events, 117 Party Place (we reduced number of chairs from Party Place on Tuesday after final count was in). Invoices filed in binder.
Wednesday: 

Leanne and Liza assisted Annie A. from WFB by labeling all the files, and placing bidder paddles and special meal requests in the files by Alpha Order Number.   Labels should have the guest name by last name first, then also their bidder number and table number.  Leanne created the special meal tent cards off of a template provided by Karin Dailey.  These files were brought to RVCC on set up day (Friday) for early registration.
We delivered the washed gold chargers and washed Moroccan drink glasses to the F&B Manager’s office.

Thursday:

Chairs and linens were delivered to the ballroom. Met with Linen person and counted linens and attempted to count chairs. Ballroom was already partially arranged. 
Friday:

8:30am met with Logistics Committee just to run through the agenda for the evening. We also met at 6:45 p.m. at the podium with Craig and Ron.  
Programs are to be brought to RVCC so that Decorations can place them on tables.
Neva Nuich volunteered to pick up donated bread from Trader Joe’s.  RVCC chef sliced the bread for us.
Decorations runs the day.   Ball Chairs are asked to bring donuts that morning for the group.  We made extra pumpkin and banana bread also.
Timeline for 5:30pm when we arrived back at RVCC till end of event spelled out on a separate form. 
Have fun and don’t forget to eat something!
The Day After:

Finish writing up all thank you’s as needed.  We sent thank you’s to all of our donors in the program and to all of our chairs and co-chairs.
Treasurer provides buyer information to Thank You Note committee.

We emailed a Committee Review Sheet to all of our Committee Chairs and Co-Chairs to provided a recap on what worked and what needed improvement.  We also provided binders to all of our Committee Chairs – 1 binder per committee, and asked that they write up a brief summary of their area and return the binder to us after the Ball.
Returned to the RVCC the next day to assist with centerpiece distribution and clean up of remaining items.  All the chargers were returned to members and Penny and Lulu, along with the Moroccan glasses.
Party Place and Noel Lesley Events came to pick up chairs in the morning as requested by the RVCC.

We held a Wrap Up meeting at Karin’s House on December 15th and invited all Committee Chairs.   We provided a Champagne Toast  for our chairs and co-chairs for a job well done!  Some binders were collected at the meeting.
Ball Chairs to provide a Recap to members at the January meeting. 
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