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1.0 IntRoduction and general guidelines
The purpose of this report is to provide written guidelines to Milhaven residents who organize neighborhood social events funded by MHOA. 
The Board of Directors is thankful for the volunteers who are willing to organize these events. You are welcome to use your imagination to develop these events in whatever way you like, as long as you observe a few basic rules: 

· Stay within the budget,

· Be sensitive to the wide variety of religious beliefs of our neighbors, 
· Get an ABC License, if one is required,

· Provide a safe environment, and

· Clean-up after the event.

1.1 Budget and Reimbursement for Expenses
Each year, the Board of Directors adopts a budget that includes stated amounts for each approved social activity. Contact the Treasurer to confirm the budgeted funds. Please try to stay within the budget. 

Save your receipts and submit them to the Treasure for reimbursement. Include a brief explanation of any unusual expenses or expenses where the receipt does not clearly identify the purchase.

In the event that the budget is not adequate for the event, please discuss with the Treasurer or another Board member. The discussion will help the Board in establishing adequate budgets in the future. Further, if you exceed the budgeted amount, please discuss with the Treasurer, the Board will try to cover your expenses. You are not expected to pay expenses with your own funds. 
1.2 Announcements – Flyers and Website

Normally flyers are distributed to mailboxes to announce an event. You may also call Rob and Leigh-Ann Marx and ask that they post the details to the Milhaven website. The Marx’s phone number is in the neighborhood directory. 
1.3 Clubhouse Rentals
If you need to use the Colonies Clubhouse, check the Colonies website at colonieshome.com to see who is in charge of renting the Clubhouse. You need to call or email that person and reserve the building well in advance of the event. Denise Alvin is the current contact. 
We have an informal agreement that allows Milhaven to rent the Clubhouse once each year, at no charge. Normally, we take the “free” rental for Annual Meeting/Family Party.

There is a calendar on the website so you can easily see which days the clubhouse is available. The fees are posted on the website as well.  

You will need to arrange to get the key on the day of the event; you will need to give him/her the rental fee, the security deposit and show proof of the ABC License. 
1.4 ABC License

If alcohol is to be served at a MHOA-sponsored event, you must get an ABC License. The easiest way to do this is to go to the Virginia ABC website, click on the section about banquet licenses and fill-in the details. There is a fee of $55. And, most importantly, you must do this at least three or four weeks in advance of the event. If you have questions, call Leigh-Ann Marx or Sheryl Stephens, both have gotten the license before.
1.5 Summary
The following pages contain general guidelines for organizing an event. Remember, you do not have to organize an event in exactly the way is has been done in the past. Just use good judgment and enjoy planning and hosting the event. 
2.0 Schedule for 2008 - 2009

In order to fairly share the responsibility for organizing the social events, the main social events have been assigned to the larger streets. The goal is to rotate the events so that, over time, each street will have the opportunity to organize each event. Families on Milbrier Place are encouraged to help with any event. The schedule for 2008 – 2009 is as follows: 

	SCHEDULE FOR 2008 - 2009
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3.0 Holiday party
3.1 General Guidelines
The holiday party is generally held in early December and is held at the Colonies Clubhouse. 

· Book the Colonies Clubhouse as early as possible, and certainly by early November. The event is usually held in early-mid December. Generally on a Sunday afternoon/evening. 
· Make sure the date does not conflict with the date for the luminaries.

· Get the ABC License. Important! Do this! 

· Put invitations in mailboxes 3-4 weeks before the party. Request RSVPs so that you can plan for the right amount of food. 
· Post a reminder at the entrance of the neighborhood.

· Menu is normally ham, chicken, and shrimp. (Budget covers these costs).

· Residents bring side dishes.

· Budget also covers beverages and desserts.

· Beer, wine, soda and dessert bought at Sam’s Club or Costco.

· Chicken fingers, shrimp planter purchased at WalMart. Order chicken at least 48 hours in advance.

· Ham – contact Laura D’Ascoli for information.

· Purchase any paper products, cups, knives, forks, etc. 

· Milhaven owns some holiday decorations – contact Sheryl Stephens.

· Consider using luminaries for decorations – front of building and on the back deck. They are cheap and easy. Contact the person in charge of neighborhood luminaries.
· Organize volunteers to assist with various tasks – decorations, beverages, cooking the ham, ordering and picking up the shrimp and chicken, clean-up.
· Consider a clown or Santa to entertain the youngest children.

· Consider asking middle/high school kids to sing holiday songs. 

· Consider a philanthropic activity – i.e. – ask each family to bring canned food for the Food Bank or mittens or hats for donation to needy children.
· Sandi Shriner and Vanessa McLean have organized the party recently, call them with questions. 

4.0 Egg Hunt
4.1 General Guidelines and Advice
The Egg Hunt can be run effectively with two families coordinating the event. These two families can:
· Produce a flyer, consider including a raindate.
· Make a reminder sign.
· Collect and hide the eggs (consider recruiting some older kids to hide the eggs).
· Use two yards for egg hunting (one for younger children, one for older children).
· Consider organizing a craft or activity (optional).
· Get older children to assist with the craft, egg hunt, etc.

· Borrow small tables and tail gate chairs.
· Set up some tables for food.
· Put out a wastebasket.

· Purchase paper products and ice (and maybe beverages).
· Purchase a “guess the jelly beans” jars, beans, prize.

· See if anyone in the neighborhood has a friendly bunny to bring (if so, the flyers can announce there will be a bunny and the families can bring cameras).
4.2 Expenses

· Consider using budgeted funds for beverages, or, assign food and drink by last names, for example, A&B, bring beverages; C-R bring appetizers; S-Z bring a dessert. 

· Seasonal crafts are often on sale in March at Ben Franklin, also check Oriental Trading Company.

· Other cost-saving measures might include finding someone to donate:

· Paper for flyers

· Posterboard for neighborhood sign

· Jelly beans, jar, prize.

4.3 Logistics

· Eggs are usually dropped off two days before the event. Ask families to put 12 eggs filled with candy or toys in a plastic bag for each child that they have egg hunting. Mark the bag, not the eggs, with the age of the child. 

· Divide the children into two groups – see how many eggs you get and decide what grouping makes sense – maybe put the 5 and younger together and the kids older than 5 in another group. 
· The flyer should request that the eggs not be filled with chocolate (messy if it is hot) or unwrapped items – (like jelly beans that spill when the egg is opened).

See sample flyer in Appendix.
4.4  Length of Event and Time
The event normally lasts 1.5 – 2 hours. Often, if is held around 2:00 PM, one or two weeks before Easter. Be sure to check the Spring Break schedule for public schools. You will never please everyone on the date and time. All kids have different nap schedules. If you plan to hold the egg-hunting at the beginning of the event – clearly state that on the flyer. If you don’t you will have someone come 30 minutes late and wonder why the hunt is over. 

5.0 annual meeting / family party
5.1 General Guidelines
The Annual Meeting is generally held in June, on a Saturday or Sunday evening, close to the end of school. You will need to coordinate the date with the Board of Directors. The annual meeting is held before the meal. 
· Book the clubhose.
· Get an ABC license.
· Put out a flyer, request RSVPs.

· You may want to put the invite out with the Board notice – which will include the meeting notice and proxy. 

· Order food and buy beer, wine, sodas, paper products, disposable table cloths.

· Consider asking residents to bring some part of the meal – appetizers, desserts. 

· Get volunteers to help with the set-up and clean–up. 

· Consider including a clown to entertain the kids. (Krazy Karen and PopTart are listed in the Yellow Pages).
· Plan for 60 – 80 people.
6.0 Ice Cream social

The ice cream social is normally held the week before school starts and after the elementary children have learned who their teacher is. 
· Pick a date and put out a flyer. Consider a rain date. 

· On the flyer, remind people to bring tailgate chairs.

· Buy 4 - 6 gallons of ice cream; 3 - 4 bottles of syrups; some sprinkles and other toppings. Consider serving iced water from pitchers.

· Buy bowls, spoons, napkins, cups, disposable table cloths.

· Set out one or two tables; provide trash cans.

· Get a few people to help you scoop ice cream and clean up.

7.0 Fall Fest
The Fall Fest is a fun event to run. If one person heads it and asks 3-4 neighbors to help, it can run very smoothly.

7.1 Planning

· Most importantly, look at the Richmond calendar and make sure you are not coinciding with a big Richmond event. The Fest is usually held a weekend prior to Halloween.  Consider possible conflicts with sports or elementary school events.

· Make a flyer. 

· Look over the budget to see what you can spend on “big items” such as farm animals, juggler/clown, moon-bounce with hoop and slide (usually a big hit).

· Contact whichever venue you are going to use at least 4 to 6 weeks ahead of time.
· Ask neighbors to purchase drinks, plates, napkins, and a craft.

· Food is taken care of by the neighborhood, i.e. A-L brings an appetizer or snack and M- Z brings a dessert.

· Ask a neighbor to make a sign to put in front of the neighborhood as a reminder.

· Contact the venue 1 to 2 days prior to confirm the day and time (you will get a contract.)
7.2 Event Day

· Weather can be an issue, consider a rain date. 
· Set up 2-3 tables for food and drinks. Also, set up a number of little kid tables.

· Event usually lasts two hours.

· Have at least one adult monitor the moon bounce; it may be necessary to limit the number of kids, and, separate the age groups.

7.3 Other Ideas / Tips

· For two years, we have used Astro Jump for the moon bounce, cotton candy machine and a hoops shoot set up – both very successful. They are wonderful to work with.
· Two years ago, we rented the spin art machine. He kids created art work, but did not take the art work home.

· Consider letting middle school girls help with colored hair spray, nail-painting, etc.

· For a craft, try Michael’s, Ben Franklin, Oriental Trading.

· Consider a clown and/or face-painting.
8.0 Luminaries

The luminaries are normally coordinated with FoxHall and the Colonies. Key details are as follows: 
· Kathy Lawrence, who lives in Colonies (phone 360-5192), buys the bags and candles and sells them to Milhaven. She normally takes the order as early as June. Delivery in the Fall.
· You will need to order sand. Try Pleasants Hardware. Contact Lawrence Reilly at 359-9381. Pleasants will deliver. Order 15 bags. They will place the sand in the in median. Put out a tarp – they will place on ground and cover. Ask for delivery a few days in advance of the event.

· Put out a flyer. Coordinate the date with Colonies and FoxHall. Include a rain date on the flyer. Ask people who don’t want to participate to let you know. There are a few families who do not participate – they will notify you. 

· Make sure the date does not conflict with the Holiday party.

· 67 houses get 10 bags and candles. Corner houses get 20; there are 16 corner houses. 

· Buy some large plastic food storage bags – place the candles and bags in the plastic bags and deliver to each house. The plastic bags will allow you to leave the bags on the porch – even if the weather is wet or windy.
· Consider organizing caroling for that night. 

· Consider organizing hot chocolate.

· Put out a reminder at the entrance of the neighborhood.

9.0 Yard Sale

· Chairman sets the date. Usually held in September or October.

· Send out a notice as soon as a date is set.

· Place small ad in the Richmond Times Dispatch.

23233 – Annual Milhaven Neighborhood – off Causeway – 8:00 – 12:00.  Raindate - ____.

· Try to run the ad on Friday.
· Put a sign at entrance to neighborhood.

· Put up signs at some of the main intersections near the neighborhood. 

· Be sure to remove all signs after the sale. 

· Consider arranging for the Salvation Army or some other charitable group to pick-up leftover items. 















