 5th Grade Luau Event 

Parent Coordinators – Radha Badani, Karin Gehring, and Kathy Cunningham
Teacher Coordinator- n/a (Luau is a parent organized event, therefore there aren’t any teacher coordinators)
5th Grade students’ social event to celebrate “graduating” from Bowman.

Event Date:
June 15, 2018 (tentative)
Budget:
 $ 800

Dear Radha, Karin, and Kathy,
Thank you for volunteering as the Parent Coordinator for the 5th Grade Luau! Most documents you will need to get started can be found on the 5th Grade Activities Document Support Page on the Bowman PTA website. at http://bowmanpta.org/5th-grade-activities-support-documents/. You will find notes, emails, materials and other Luau related information accumulated from previous parent coordinators.  We trust you will find this information helpful and we encourage you to read through it all thoroughly.  

There is no teacher coordinator for this event. 

The 5th Grade Coordinators, Lisa Ellsworth and Courtney Lauriat, are available and ready to support your efforts.  Please keep us in the communication loops, and copy or include us in your emails. PLEASE DO NOT contact Dr. Anton directly regarding this event, unless you were given express direction to do so.  Any questions for Dr. Anton should be delivered through one of the 5th Grade Activity Coordinators.  


Last Year’s Parent Coordinators - Mark Manasas 
Teacher Coordinator- n/a

To Do List/Information

· Review historical documents provided on PTA website at http://bowmanpta.org/5th-grade-activities-support-documents/. 
· Meet as a team to discuss the event and assign roles.
· Note: Lisa Ellsworth and Courtney Lauriat are available to attend the first meeting.
· Contact last year’s coordinator(s) to arrange for pick up of a couple of bins/bags for decorations that can be used each year.  Check inventory.  (Note: After the event, please store these materials until next year’s coordinator(s) can take them.)
· Finalize date and reserve space (you will need 5 hours total: 2 for set up, 2 for luau, 1 for clean up).  Fill out Facilities Request Form for Dr. Anton to sign.

· As soon as date is finalized, book DJ

· Create/send out save the date, reminders, permission slip, etc. via room parents. These will need to be approved by Dr. Anton before going home in the student backpacks.

· Meet with custodial staff to discuss logistics

· Purchase supplies needed

· Reserve slushy machine at Market Basket

· Recruit volunteers for event

· Beth Briggs and Laura Beveridge have expressed interest in helping.

· Monica Mahoney would like to be a chaperone.
· Purchase food/water for event

· Order balloons for event

· You will also find blank forms, such as the Building Use Form and the Tax ID Number, which can be used to avoid paying sales tax on certain purchases, on the 5th Grade Activities Document Support Page at http://bowmanpta.org/5th-grade-activities-support-documents/.
Some things to consider:

· Have extra copies of permission slip and pens on hand at event.

· May not need as much food…. kids are too busy dancing to eat.

· Be sure to take slush out in advance of serving to soften.

· Have cash on hand (from Treasurer) to tip the custodial staff and DJ.  

· Consider bringing in take-out dinner for any teachers and staff who monitor the event.

