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Junior Leadership

BBQ Fundraising Event Instructions

Goal

Students will learn social responsibility, organization, and time management skills by planning a BBQ as a fundraising event for their chosen cause.
Step 1 BBQ Preparation
3 weeks Prior to BBQ
· DECIDE appropriate amount of food for event

· RESEARCH drink choices and location of lowest priced items
2 weeks Prior to BBQ

· ORDER hotdogs, buns, condiments, and napkins through cafeteria
· ORDER assorted chips and drinks through Leadership Teacher
· COLLECT streamers, balloons, and roll of raffle tickets from Leadership Supplies and set aside
· ENSURE BBQ has propane.  If not, inform Leadership Teacher ASAP.
· CREATE an appropriate music playlist and download onto iPod

· CREATE eye-catching and informative computer-generated posters to help advertise event
· PLACE finished posters in high-traffic areas around the school late Friday or early Monday prior to the event (see Poster How-To Instructions on Leadership Website)
1 week Prior to BBQ

· ASK Finance Clerk to prepare a $40 float of mainly quarters and loonies
· PLACE BBQ Selling Instructions from Leadership Website and roll of raffle tickets with Float

· PREPARE appropriate costume OR sign out Leadership Jerseys to wear at BBQ

Step 2 PA Announcements for BBQ
· SIGN UP to do announcements on the Leadership Website

· CREATE exciting and informative PA announcements to be read during the week of the BBQ

Include the following info:

What:
Name of Fundraising Event

ONLY $2.50 for hotdog, chips, and drink

OR $1 for each separately
When:
At Lunch on Date
Where: 
BBQ Location
Why:

Reason for Fundraising Event
· MAKE PA announcements 
· during the A.M. and P.M. on the three days PRIOR to the BBQ
· during the morning announcements on the day of the BBQ 
· during the BBQ

Step 3 BBQ Set Up
· SIGN UP to do set up on the Leadership Website

· LEAVE class 30 minutes prior to the start of lunch

· GET BBQ from storage and bring to BBQ location
· GET 5 rectangular tables from cafeteria and bring to BBQ location

· PLACE four rectangular tables in a line on one side of the BBQ (one for money, one for giving out buns, one for giving out chips, and one for giving out drinks)  
· PLACE one more rectangular table ON THE OTHER SIDE of the BBQ for condiments
· GET a garbage can and recycling bin from main hallway to put beside condiments table

· GET hotdogs, buns, napkins, and condiments from cafeteria
· GET chips and coolers full of drinks from Leadership Supplies
· GET float from Finance Clerk in the office

· GET sound system from Library Conference Room and extension cords from Leadership Supplies and bring to BBQ location

·  ATTACH iPod and start up music!

· DECORATE tables with streamers and balloons that reflect the colors of the fundraising event (get from Leadership Supplies and ask Chemistry Teacher to fill balloons with helium!)

· GET float from Finance Clerk in the office

· START BBQ 10 minutes prior to the start of lunch
· PUT hotdogs on the grill 5 minutes prior to the start of lunch.  It only takes a few minutes to cook, and we want them fresh not shriveled!
Step 4 BBQ
· SIGN UP to do BBQ on the Leadership Website

· WEAR appropriate costume OR Leadership Jerseys

· SPREAD OUT!  Two people at the selling table, two people handing out buns, two people handing out chips, two people handing out drinks, one person cooking, one person handing out hotdogs, and one person floating to ensure everything is running smoothly!
· SELLING – see BBQ Selling Instructions with float box
Step 5 BBQ Clean Up
· SIGN UP to do clean up on the Leadership Website

· All participating Leadership Students ASK the student in charge of sales for a free ticket for up to one each of any of the three items remaining and take a minute to eat (see Sales Instructions)

· TURN OFF BBQ and valve to propane tank 15 minutes prior to the end of lunch so it can cool before returning to storage
· RETURN float to Finance Clerk in office (see Selling Instructions for float requirements)

· WIPE off rectangular tables

· RETURN rectangular tables to cafeteria

· PICK UP all garbage on the ground

· RETURN garbage can and recycle bin to main hallway

· RETURN any unopened chips and drinks to Leadership Supplies
· RETURN condiments, napkins, and uncooked hotdogs and buns to cafeteria

· RETURN sound system to Leadership Supplies
· RETURN BBQ to storage
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