Timeline for HC Ball Chairs
Updated 2025
JAN/FEB 
· Ball Chairs are recruited by nomination committee
· Past Ball Chairs (or new chairs if known) retrieve Committee Binders from last year’s committee chairs. Add committee chair “wrap up” notes to each binder
· Past Ball Chairs (or new chairs if known) will reserve event date for this year & sign the Banquet Function Agreement with RVCC
· Treasurer pays deposit for RVCC/venue.
MARCH
· Meet with past ball chairs
· Choose theme
· Review Budget
· Review Role Descriptions for each Committee (referenced in committee binders)
· Choose and recruit committee chairs (update google drive document)
APRIL
· Meet w/committee chairs to discuss role, timelines, budget & committee binder 
· Choose and schedule auctioneer and Master of Ceremonies
· Schedule DJ and Sound Production
· Print Ball Committee Sign Up Sheet (for May Mtng) Past Ball Chairs choose first
· Attend new member orientation meeting and present information about committees, the ball, and answer questions.  New members get to sign up for committee of their choice, at this meeting. 
MAY
· At May Meeting:
· Announce theme and Committee Chairs
· Members sign up for Ball Committees (past Ball Chairs choose first)
· Via Email, inform the Event Coordinator at RVCC that you are the incoming Ball Chairs so they direct future communications with you. 
· Set up an in person meeting w/Event Coordinator at RVCC to review/sign the contract, discuss the event.
· Meet with Auction Party Committee Chair to decide the number/type of parties.
· Decide how”paddle parties/ticketed parties” will be sold. 
· Historically: 12 - 13 packages
· 2 Paddle Parties (80+ people) (2024 had just 1)
· 4 Parties of 40 guests
· 3 parties of 24 guests
· 3 Dinner Parties of 8-10 guests
JUNE
At June Meeting:
		-Database Manager asks members to submit new addresses for Save the 		            Date and Invitation mailing list.
· Create a schematic of the layout and flow for the event. This will influence the max number of reservations allowed as well as the Decor committee priorities.
· Give schematic to Decor and Reservations chairs.
· Consider meeting with Decor Chair at venue to review theme and discuss vision.
· Meet with the Invitations Chair to work on design ideas
· Invitations Chair needs to determine who will do the design and printing, at what cost and on what timeline. Recently, Chairs have used Canva or Adobe Photo Shop rather than hiring someone to design the invite. 
JULY
· Continue conversation with the Auction Party Committee
· Procure wine for the event (unless you have a committee for that)
· Check in with Invitation Committee/provide feedback on Save the Date
AUGUST
· Approve Save the Date proof by 2nd week of August so it can go to print.
· Must be ready for mailing by Labor Day week. 
·  Invitation chair coordinates with Database Manager for mailing.
· Meet with Decor Chair(s) at venue (if you haven’t already done that)
SEPTEMBER
· At the September Meeting:
· Auction Package committee announces parties
· Recruit chairperson(s) for parties without a pre-assigned chair by end of meeting.
· Save-the-Date is mailed Labor Day Week
· Ball Chairs (or their designees) meet with RVCC event planner to discuss menu
· Approve final invitation proof
· Meet with Auction Party Chair and Program Chair together.
· Review venue procurement forms and answer questions
· Discuss each party and how it will be presented for sale. Resolve details about how alcohol will be handled, venue restrictions, etc. so program descriptions will be accurate.
· Program:
· Start Thank You list and send to Program Chair
· Program Committee emails Party Description forms to Party Chairs to fill out and return.
· September continued on next page
· AudioVisual 
· Check in on photo slide show. Do they have enough pictures?
· Check in with the President about her speech and role at the ball.
· Identify guest speaker for the ball (ex. mission -centered speaker or someone with personal story to share)
OCTOBER
· At the October Meeting:
· Decor Committee Chair presents mock-up of table centerpiece and a sign-up sheet for members who want to buy one.
· Auction Package chair passes around the Party Sign-Up sheet to members
· Greater Giving Website
· Work with the Treasurer has the website is ready to go live when the invitations are mailed
· This includes things like: pre-sold party descriptions, QR codes if using, etc
· Invitations:
· Mailed the last week of October for RSVP deadline of November 15th
· Give extras to Database chair to mail to last minute invitees
· Program:
· Give Program Chair the maximum guest count. It saves on printing costs to print one program per couple.
· Meet with Sound Vendor and A/V Chair
· Review ideas for Auction Slide Show and how to deliver the Power Point to the vendor.
· Review needs/contract with vendor
· Check in with Coat Check re: volunteers and needs
· Determine Final reservation cut off date with the Reservations Committee (sometime after the deadline on the RSVP card)
NOVEMBER
· At the November Meeting:
· Remind members to RSVP ASAP
· Update members on day-of schedule and any last minute needs
· Meet with Logistics Chair and Treasurer to go over auction package paperwork and night-of-ball processes.
· Decor Chair & Clean Up Chair should meet & make a plan for post Ball clean up
· RSVP Deadline is November 15th
· Determine auction package values with Treasurer for Greater Giving buyer tax receipts
· Treasurer creates paperwork for party buyers
· Create table cards for meal choices (cow, carrot, chicken stamps in HC storage)
· Walk through the venue w/Decor Chair(s) and finalize the flow, venue needs, etc
· Program:
· Approve Final Proofs (there are usually lots of last minute changes, edits)
· Sent to printer (goal is to have it back the week of Thanksgiving)
· AudioVisual:  
· Review final Auction slide show for accuracy/cohesiveness w/Ball graphics
TWO WEEKS BEFORE THE BALL:
· Final Food count to venue (remember comp tickets: auctioneer + guest, spotters - if recruited by auctioneer, 4 bank helpers)
· Order box lunches for DJ, Sound Engineer, Coat Check volunteers and staff
· Order coffee service for set- up on Ball day
· Provide large-print copy of program to auctioneer and MC
· Check in with Reservations to see if they need support
· Decor Chair and Clean Up Chair should meet and make a plan for post Ball clean up (if they didn’t already meet at the November HC meeting)
· Programs should be back from the printer
· Auction Package slide show and photo slide show should be ready for the sound vendors
· Check in with Decor Chair(s) re: set-up plan. They should assign decor committee members as leads for the different decor tasks to be completed on set up day.
WEEK OF THE BALL:

MONDAY:
· Final food count to venue (or per their deadline)
· Give the venue a schematic map with table #’s and how many of each meal type should be served at each table (Greater Giving generates this)
TUESDAY:
· Meet at the venue with the Logistics Chairs, auctioneer, MC, spotters to go over tone, priorities, answer questions.
· Provide them with large print list of names/bidder #’s
· Review pronunciation of guest names
WEDNESDAY
· Breathe!  You’re doing great!
· Reservations team:
· Applies Labels to the Programs with bidder#, table# (one program per couple). Who prints the labels (? Treasurer?)
· Paperclip food choice table cards to each program
FRIDAY - BALL DAY!!
· Ball Chairs @08am to confirm coffee is there & set up snacks (provided by BC’s)
· Decor Committee @8am to unload decor supplies
· ALL Members set up @9am
· BC’s welcome the members, get a group photo and let the Decor Chairs take over
· Decor Chairs direct the Decor set up and assign members to tasks
· Historic Timeline of Event:
· 4:30 - 4:45 pm Ball Chairs and Volunteers arrive
· 5:15 pm Be ready to greet guests (people come early!)
· 5:30 - 6:30 pm Cocktail Hour
· 6:30 pm Dinner
· 7:30 pm Auction Begins
· 8:30 pm Dancing
AFTER THE BALL:

YOU did it! Congratulations! A lot of hard work and a thousand decisions make the HC Ball come to life. Give yourself and your co-chair a HUGE pat on the back!

December:
· Email each Party Chair with the buyer’s information. Ask chairs to contact the buyer to introduce themselves and start the party planning conversation.
· Email your Ball Committee Chairs and ask them to type a “wrap-up” of observations/suggestions for next year. 
· Retrieve Committee Chair Binders
January:
· Reserve venue for next year’s Ball, Sign Contract.
· Ask Treasurer to pay deposit to venue.    (continued)
· Collect the Committee Chair binders and Chair wrap up notes
· Select a gift & write thank you notes for your Committee Chairs (for Feb mtng)
· Write personal thank you notes to the auctioneer, MC, guest speaker & HC Pres.
Jan/Feb
· Update the Ball Chair timeline with any changes.
· Type up your Ball Chair wrap-up notes (what went well/how to improve next time).
· Organize the Ball Chair binders:
· Insert a new divider to create a section for the upcoming Ball. Label it with current year. File updated HC Ball timeline and this year’s Signed Venue agreement for upcoming Ball.
· The labeled section for your Ball should remain after that (with your wrap up notes, pertinent receipts, contracts, schematic, auction package plan, etc) as a reference for incoming Ball Chairs. 
· Move all paperwork from the Ball that preceded yours & file it in the appropriate section in the back of binder. Discard old divider for that year.  

ALL DONE!  IT’S A WRAP!

NOTE: As a past Ball Chair, you get 1st choice for next year’s Ball committee sign ups. 

