Event Name
Description
The WJE PTA hosts a carnival every fall as a service and social event for the members of our school community. We need several volunteers to make this event a success. Duties include carnival planning, preparation and execution, as well as working with the hospitality committee for the pizza dinner.  Also requires numerous volunteers for setup, cleanup, and staffing the activity booths. 

2-4 months prior
· The committee is responsible for researching and reserving a company to provide booths and prizes. The company used in the past is “Fun Services” www.funservicescolorado.com.  An event date is reserved with the company and a deposit paid in June or July.  Fun Services has charged a $750 minimum-all inclusive.  They will deliver and direct the set-up of carnival booths, provide prizes, wait around during event to answer questions and take back all booths and prizes at the end of the event.
· There are no contracts in place, so other vendors can be considered.

· The committee can also decide to design and provide their own booths and prizes.

· Other school groups, such as Student Leadership, are contacted and given the opportunity to participate with fundraisers during the carnival for their group, such as a cake walk.

· A building usage form (available from the school office) needs to be filled out 2 months prior and a copy on the premises during the carnival.

1 month prior
· Make announcement in newsletter (for carnival and volunteers).
· Send preliminary flyer (1/2 sheet) announcing carnival and need for volunteers.
· Booth Selection.  We’ve had up to 15 booths, as we’ve got a lot of siblings and kids from the preschool.  If you add the face painting, make sure you have volunteers, this can get tiresome), this will mostly be used by the younger kids.  You don’t want to be too heavy on the easy games because the older kids will get bored, start playing them, and win a lot of prizes, increasing our cost.  They need some more challenging games.  I am not all that familiar with all of the games you selected, but I would add the football toss (the older boys loved this), and the spin art, both were big hits.
· Determine the layout of the gym (see attached from previous years).  Contact Fun Services to identify which booths will require a table and which will not – this will allow you to set up the tables as soon as the school is finished (around 2:30).  It is also nice to alternate the levels (i.e. easy, medium, hard) around the gym.

· Determine dinner menu and vendor.  Work closely with the hospitality committee and they will help to handle this piece.  Generally pizza ordered from local restaurant with committee volunteers bringing a bag of salad and box of cookies or other dessert.  Can also request donations from King Soopers and Safeway.  We have avoided selling soda, as people want to carry it around in the gym and the lemonade tends to make a huge mess to clean up on the floor.

· Inventory paper products:  plates, cups, napkins, forks and knives.  The PTA closet has serving utensils.

· Estimate number of attendees to determine the amount of food need.  In the past, we have used 120 for number of attendees.

· Tickets – use different colors (there are a lot of extra in the PTA closet)

· Carnival/Game tickets should be one color – provided by vendor.
· Dinner for adults should be one color and children dinners should be another color (save these and count so we know how many people ate for future reference – a decorated coffee can works well).
· Ticket pre-sales are not necessary as it uses up potential volunteers.

· Volunteers need to be lined up according to the number of booths.  During the carnival, plan on two 1-1/2 hour shifts for: 2 cashier positions (need adult supervision to help calculate), 3 prize table volunteers, and one person for each booth.  Volunteers should arrive 10 minutes prior to their shift to familiarize themselves with how the game is run.  Also set-up and take-down. In the past this has typically been 6 for set-up (includes 2 volunteers for prize counting) and 6 for take down and prize counting.
· Publicity

· Free posters provided by Fun Services or other vender should be placed around the school two weeks prior to the event. 

· Flyer sent home in Friday folders one to two weeks in advance.  Consider one 3 weeks prior soliciting volunteers and one 1 week in advance reminding  families of carnival.
· Publish notice in prior Bobcat at the first of the month (due to the Bobcat editor by 15th of the month).
· Post flyers at local businesses.
· Free publicity in the “What’s Happening” column in the Timber Times (303-820-1010). Call by Thursday of the week before the event.

1 week prior

· Remind the principal to have the ACC kids relocated the afternoon of the carnival so setup can start early.
· Arrange to have microphone set up for announcements, Music teacher (Mr. Jagel) will do this for PTA.
· Send Flyer announcing carnival.
· Confirm with Fun Services.
Signage Needed

· Fall Carnival, Sponsored by West Jefferson Elementary PTA
· Carnival, 5:30 – 8:30

· Dinner, 5:30 – 7:00  (make sure people buying tickets know when dinner ends)
· Dinner (Pizza, Salad, Cookie), $4.00 adults, $3.00 children
$1.00 for extra piece of pizza

· Game Tickets, 4 tickets for $1.00

· Face Painting, 4 tickets

· Balloons, 3 tickets

Day of Carnival

· Change for cashier – Lots of quarters and ones, (3-10’s, 4-5’s, 30-1’s, $20-0.25).
· If the treasurer will not be around, you need signed blank checks for the cost of pizza, and to pay Fun Services.
· Confirm delivery (again) with Fun Services and specify times.
· Fun Services will bring the games and the signs for the games that tell how many tickets are required for each game.
· Have Fun Services guy arrive prior to 3:15pm and back up to the double gym doors to unload everything.  If not situated by 3:25pm, have him wait at the bottom of the drive and pull forward to the gym doors after the buses have left and there are no students walking around.
· Have at least 4 strong adults to help set up the tables and booths, more if you can get them.  Suggest that they bring work gloves to move around tables and equipment.
· Some games require a large table to place game on while some will require only a small desk type table to put the ticket can on and tape the instructions.  Fun Services can tell you which games need which type of table.
· At least 4 banquet tables for the prize center.  At least 2 big tables in the back to display prizes and 2 tables in front to separate the prizes from the kids.  There are 44 different prizes with an extra large plush toy being the biggest.
· The janitor will help get tables for you if you let them know in advance.
· White butcher paper to cover the prize table, use colored tape to divide between the prize levels.
· Fun Services will provide signs differentiating between the prize levels, baskets work well for the small prizes.
· 2-3 people to help inventory the prizes coming in, and set up the prize table.  Inaccurate inventory or packing error numbers should be reported to Fun Services Rep.  Wait until everything is set up, and then place the tape between the prizes.  An older student has often helped with this task.

· We have had a balloon arch over the prize table in the past.  This looks great, but is labor intensive & costly.  Only do if you have time, or can get a Girl Scout group or older student to do it (The Girl Scouts are invaluable!).
· Gallon bags attached to each booth for used, torn tickets.  It may be beneficial to mark each bag with the booth name/type and tally up the tickets to determine which games were most popular.
· We have always sold the carnival tickets at 4 for $1 and most games require 2 tickets to play unless noted.  Discuss this with Fun Services since they know what the games cost us.
During the Carnival

· 2-3 people for ticket sales, in rotating shifts, at the beginning or end of the prize table should be a good location.  Ticket sales are also done in the cafeteria and include the dinner tickets.

· I chose to have the booths manned in shifts; that way parents that volunteered will still have time with to enjoy the carnival with their children.  You can adjust these times to fit your allotted time, however this seems to be the right amount of time, any shorter, and you lose a lot of customers.

· Shift 1: the booth workers came in at 5:00 so that the fun savers rep can demonstrate the games, and explain the how the tokens work.  This shift stayed until 7:00, so that they could then show the next volunteers what to do; I allotted 30 minutes for the shift change.

· Shift 2:  the booth volunteers came in at 6:30, to overlap with the earlier volunteers to learn how their game is played, and how the tokens work.

30 Minutes Before Carnival Ends

· Make an announcement that the booths will be closing at 8:15, this way the last 15 minutes are only used for prize selection and to start cleaning up the booths.
After the Carnival
· At least 4 strong adults (shanghaied husbands are good for this), to help dismantle the booths.
· 2 teams of 2 to count the remaining inventory to determine final cost.
· Miscellaneous clean-up, ask for volunteers during last announcements, most are very willing to help.
· Payment to Fun Services is required after the carnival so bring a signed, blank check or have the treasurer on site.
· Count all money (2 people), complete Cash Receipt form, and send with PTA Treasurer to be deposited in the bank.

· Submit Check Request form to PTA Treasurer to be reimbursed for outstanding expenses.

· Complete and submit Committee Chair Report to the PTA Board for presentation at the next regular business meeting.
Dinner

· Pizza, order from local restaurant

· Salad, request from hospitality committee volunteers or donation from King Soopers or Safeway

· Salad dressing, only 2 choices, Ranch and Italian, store brand

· Dessert, request from hospitality committee volunteers or donation from King Soopers or Safeway

· Drinks, Lemonade and Water, did not offer sodas for sale to minimize the risk of people carrying them around the gym while at the carnival

Volunteers

Setup

· 4 strong guys to help move booths around, unload truck and set up tables

· 3-4 people to help set up prize table

· 2 people to set up the dinner.  Cathy Baty’s Girl Scouts have handled this & served in the past.  They just need to be fed, as they show up right after school to help
· 1 person to pick up pizza.  Pick up 2/3 of the hot pizzas just before dinner, and then the rest about halfway through dinner.  If needed sooner, call the pizza place to start sooner.  If you could get a place that delivers, this would be better.
During Event
· 1-2 people selling tickets

· 2-3 people serving dinner

· 2 shifts of (# booths) people to run the games

· 3-4 people for prize redemption table (prefer not kids as they tend to give away prizes to their friends)

Tear Down
· 2-3 people to clean up dinner (can be done after dinner ends and carnival is still running)
· 4 strong adults to dismantle and load booths into truck

· 4 people to count prize inventory

Carnival History:

2008
Chair:
Jamie Talbert, 303-697-9455

Date:
August 15, 2008
Time:
Dinner, 5:00 – 6:30

Carnival, 4:00 – 7:00
Dinner:
$4.00 adults, $3.00 children (Pizza, Salad, Dessert, Drinks)


Children get 2 - ½ slices, adults get 1-2 slices


Ordered 30 pizzas (12 cheese, 12 pepperoni, 3 Sausage, 3 Combo) from JJ Madwell’s at $6 each.  Picked up at 4:45.

Dinners Sold:
94 Child, 40 Adults
Carnival Tickets:
4 tickets for $1.00

Volunteers:
4:00 – 5:30pm and 5:30 – 7:00pm


Used approximately 40 volunteers.  Many helped through the entire event from set-up to tear down.

Expenses:
Total Expenses
$ 1,411.72


Oriental Trading (Prizes)
$ 454.22

Shipping
$ 36.92

UPS Return Shipping
$ 11.57


Target (Prizes, Supply)
$ 32.06

Game Materials / Supplies
$ 28.25

Bounce Castle
$ 305.00

Cotton Candy
$ 70.00

JJ Madwell’s (Pizza)
$ 200.00

King Soopers/Safeway (Salad, Soda, Cookies)
$ 123.70

Cash (for change)
$ 150.00
Income:
Total Deposit
$  1,789.55

Game Tickets
$ 939.25

Dinner, Cotton Candy
$ 700.30

Cash (for change) – Return to Bank
$ 150.00
Vendor:
Oriental Trading for Prizes

www.orientaltrading.com


JJ Madwell’s – Tony, 303.838.1440
Improvements/Ideas:
· Sell Pizza by the slice – no salads or dessert

· Higher level prizes – more reason to buy tickets and play more

· Don’t do jump castle at the same time – may have cannibalized ticket sales

· Charge more for elaborate face paintings
Booth Picks – Which games were most popular
Count # Tickets collected for each game divide by # tickets required to play
EASY:


61
Snack Attack (similar to cake walk) – 2 tickets


168
LollyPop Tree – 1 ticket


65
Wheel of Fortune  - 2 tickets

MEDIUM:


194
Trash Can Basketball


63
Lady Bag Toss


148
Bottle Bowling


222
Tennis Spot


100
Cup Stacking

HARD:


74
Potty Ping Pong


131
Ring Toss

Balloons  (Refills by All Balloons, 303.674.4194 - $126)

30 Made, 
6 Sold

Face Painting (Done in Cafeteria)

42 Elaborate paintings - Jen Clark
Bounce Castle


50 Bands, 18 Single Plays
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2007
Chair:
Jeannine Murath, 303.838.5336

Date:
October 19, 2007

Time:
Dinner, 5:30 – 7:00


Carnival, 5:30 – 8:30

*Most kids started collecting prizes around 7:45 and were gone by 8:15 making clean-up and tear-down start sooner
Dinner:
$4.00 adults, $3.00 children (Pizza, Salad, Dessert, Drinks)


Children get 2 - ½ slices, adults get 1-2 slices


Ordered 30 pizzas (15 cheese, 15 pepperoni) from JJ Madwell’s at $6 each.  Picked up 10 of each at 5:15 and 5 of each at 5:45.  This was not enough pizza for the number of people eating.  Most was consumed between 5:30 and 6:30.
Dinners Sold:
154 Child, 59 Adults
Carnival Tickets:
4 tickets for $1.00

Volunteers:
5:00 – 7:00pm and 6:45 – 8:30pm


Used approximately 40 volunteers.  Many helped through the entire event from set-up to tear down.
Expenses:
Total Expenses
$ 1,364.74

Fun Services, Prizes (booth rental waived)
$ 1,034.74

JJ Madwell’s (Pizza)
$ 180.00

King Soopers (Salad, Cookies)
$   50.00


Cash (for change)
$100.00

Income:
Total Deposit
$ 2,207.50

Game Tickets
$ 1,414.50

Dinner
$ 793.00
Vendor:
Fun Services, 303.427.7443

The Fun Services rep will come whenever you request, and the past 2 years the guy (Jason) has been super in helping with this event.

 
Fun Services waived the Booth Rental & Set-Up Fees (approx. $400) if we did a second event.  We did Holiday Gift shop, but this did conflict with the Elf Shoppe.  I suggest that we do not use this option next year.  It may be better to take the extra hit on carnival expenses.
Booth Picks

Demand, Low-Medium-High – based on weight of tickets collected / Description

EASY:


L (3.7)
Jewelry Spin (charge 3 tickets since each piece of Jewelry costs us 45¢, must inventory jewelry)


M (4.1)
Shoot the Chute


H (6.5)
String Pull

MEDIUM:


H (8.0)
Coke Toss/Spin

L (3.1)
Flip A Frog


L (3.75)
Raptors Nest


H (6.75)
Tip the Clown

HARD:


M (4.0)
Crossbow Darts


M (3.9)
Dart Balloon (we are charged per balloon and must inventory, tell worker not to just pop balloons)


M (3.9)
Marble Game


L (2.25)
Soccer Kick (requires only a small table for ticket bag and tokens)


H (5.0)
Three-Ring Circus

Balloons  (Refills by All Balloons, 303.674.4194 - $126)

50 Made, 
30 Sold

Face Painting (Done in Cafeteria)

??
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2005

Chair:
Peggy Myers, 303.697.3205

Date:
September 30, 2005

Time:
Dinner, 5:00 – 7:30


Carnival, 5:30 – 8:30

Dinner:
$4.00 (Pizza, Salad, Dessert, Drinks)

Carnival Tickets:
4 tickets for $1.00

Volunteers:
5:00 – 7:00pm or 6:45 – 8:30pm

2006

Chair:
Peggy Myers, 303.697.3205

Date:
October 6, 2006

Time:
Dinner, 5:30 – 7:30


Carnival, 5:30 – 8:30

Dinner:
$4.50 adults, $3.50 children (Pizza, Salad, Dessert, Drinks)


Children get 2 - ½ slices, adults get 1-2 slices


Ordered 30 pizzas & one large salad from JJ Madwell’s for about $250 (had lots of leftovers, so gave anyone who wanted seconds)

Carnival Tickets:
4 tickets for $1.00

Volunteers:
5:00 – 7:00pm or 6:45 – 8:30pm

Attendance:
Planned for 150 people
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