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[bookmark: _Toc511805708]Bowl-for-a-Cause Team Contract

Team 5, Bowl-for-a-Cause wishes to raise money and bring awareness to Reception House Waterloo Region, a charity that helps government-assisted refugees.

Code of Conduct

Each team member is expected to abide by the following:
· Be respectful towards each other
· Attend scheduled meetings on time
· Notify team members in advance if unable to attend meetings
· Meet assigned deadlines on time
· Seek help if needed

Communication

Communications run primarily through Messenger.com. New updates or issues are immediately passed to the rest of the team while deadlines (as outlined in the Workback Schedule) are discussed as needed. Team members are expected to respond within 24 hours and keep up with communications. 

Decision-Making

Decisions are brought to the rest of the team and discussed to determine the best course of action based on a thorough evaluation of that decision. Disagreements over a decision are discussed reasonably until members can determine the best course of action for the entire project.

Performance and Conflict Resolution

Violators of this contract are to attend a team meeting. The necessary apologies and recognition of mistakes are to be made before the team can move forward. 

Signatures and Contact Information
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Robelle
· Organized and completed the budget (see Appendix J 1-3) 
· Organized and kept track of all documents that needed to be submitted
· Secured Canadian Tire oil change certificates, maple syrup, honey and candles for the raffle
Sarah
· Created the “bowling party” idea
· Social media writer
· Created and designed our event website
· Secured lash extensions, YMCA gym membership, one of two hair salon certificates, laundry detergent, and the blanket in the Canadian themed gift basket
Hannah
· Point of contact with Lisa Bucking from Bingemans
· Created and printed the sponsorship packages and the sponsorship thank-you board 
· Secured Waterloo Brewing and Tupperware donation
Leah
· Point of contact with Kathie Must
· Collected ticket sales money via e-transfer
· Designed event logo and poster 
· Secured the Body Shop basket, lottery tickets, one of two hair salon gift certificates, the painting and frame, Norwex package, Scentsy gifts, and the Coffee mug
[bookmark: _Toc511805710]The Planning Phase
At the start of the project, all four of us had some ideas that we thought would work well for our event, including an art gallery display with a silent auction or a masquerade ball. The group decided to not follow through with art gallery idea because we could not think of a reason why artists would give us their art pieces for free and not get paid for each item sold. 
We wanted to get approval for a masquerade ball but it got rejected because there were so many elements that had to go into planning one, and as soon as we heard about Reception House planning a gala in June, we knew it would not be a good idea.
However, after some consideration, Sarah came up with the idea of a bowling event. It was a simple idea that would have secured the possibility to meet the goals set by Kathie, Patricia and Dave. 
Since K-W offered a few different bowling alleys, we decided to compare them to see which one offered best suited our event. We also wanted one that wasn’t overly expensive and had the capacity for a large group of people. We visited iBowl, Towne Bowl and Brunswick Bowl. These venues had some potential, however, there were major concerns about the small parking lots, lack of permits, bringing a third-party caterer, and rental fees. 
The group was having a hard time deciding what the fourth option was until someone said, “too bad we can’t get Bingemans.” Five minutes later we sent an email to Lisa Bucking, the event planner at Bingemans. Within a week’s time we had secured Bingemans as our venue. 
Bingemans was the better choice to go with because not only did it have the ability to hold a large number of people, but also offered a large parking lot, it came with decor, and they offered us 10 per cent of total food costs, ordered by our guests. 
Bingemans has one large room that holds a bar, 20 lanes, a dining area for Boston Pizza, billiard tables, and a room upstairs called the “Strike Zone”. It also has a small private eight-lane room with a small bar where guests can order drinks and food from Boston Pizza. We decided that going with the eight lanes instead of the 20 lanes would be better for our event because it would feel more intimate and exclusive in the smaller room, and it would be easier to fill eight lanes instead of 20. 
We also thought that the smaller room would interfere less with Bingemans’ business. The venue came with its own liquor license and raffle permits. Overall, this venue was the best option and suited our event perfectly. 
[bookmark: _Toc511805711]Critical Path and Risk Assessment
[bookmark: _Toc511805712]Milestones (Work Back Schedule)
		Organization played a huge role in running our event, Bowl-for-a-cause. The use of a work-back schedule kept our group very organized and on track. The group always knew what had been done, what needs to be done, and who is responsible for what. Trello was a great resource for creating our work-back schedule and achieving all the milestones successfully. 
Below is an our work-back schedule in chronological order:
5+ weeks before (Feb. to March 3):
· Confirm venue
· Get website live
· Start posting on social media (Facebook)
· Create sponsorship packages
4 weeks before (March 4 to 10):
· Figure out how to collect funds
· Continue to post on social media (Facebook)
3 weeks before (March 11 to 17):
· Create emergency response plan
· Sign venue contract
· Continue to post on social media (Facebook)
2 weeks before (March 18 to 24):
· Pay venue 25% deposit
· Collect sponsors for lanes
· Continue to post on social media (Facebook)

1 week before (March 25 to 31):
· Collect prizes for raffle
· Continue to post on social media (Facebook)
3 days before (April 1 to 4):
· Create sponsor logos for display
· Register teams (ongoing)
· Finalize number of teams
· Finalize number of volunteers and their roles
· Continue to post on social media (Facebook)
One day before (March 5):
1. Second last social media post (Facebook)
2. Finalize prizes
3. Create Reception House information board
4. Finalize budget
5. Create “thank you to our sponsors” board
6. Finalize number of sponsors
7. Have two floats ready for if guests need change
8. Make sure guests are aware of “no refund” policy
Day of event (April 6):
· Set up at venue
· Set up raffle table
· Set up Reception House info table
· Discuss duties with volunteer
· Last post on social media
· Welcome guests
· Assign lanes to guests
After event:
· Pay difference for venue
· Send food receipts to Boston Pizza’s head office
· Final written report
[bookmark: _Toc511805713]Emergency Response Plan
	As mentioned previously, our group used a work-back schedule to keep everyone on track. In addition to this, we held regular team meetings to make sure everyone was organized and on the same page (see Appendix A 1-10). We were fortunate to have a venue that had all required permits and safety documents on site. We were able to rely on Bingemans to have emergency equipment and/or documentation (see Bingemans contract Appendix B). Organization, teamwork and planning ensured we did not encounter any emergency events. Of course, things didn’t go as planned, which we will explain later in this document.
At the event, one thing that came close to an emergency was our microphone did not work when the time came to use it. This is where our contingency planning came into play. We had already discussed the things that could go wrong weeks before; the day of the event we were prepared.
	We determined that Leah and Robelle have the loudest voices, so they would take the place of our broken microphone and call out the prizes and winners, as well as make any announcements.
	Another part of our contingency plan was “what if it’s too loud for guests to hear us call out the prizes?” For this possible issue, we came up with a couple solutions:
1. Ask the bartenders to turn down the music
2. Close the doors on each end of the event room
3. Use the room available upstairs specifically for the raffle part of the event (spoke with manager prior to event about this)
Inclement snowy weather began late afternoon on the day of our event.
We also had a road closure due to construction. We handled this situation by reminding guests to give themselves some extra time via our Facebook page. Additionally, as guests were leaving, we kept a lookout on weather conditions and ensured that they were aware and prepared to drive home carefully and safely. We also wished them well as they left for the night. 
[bookmark: _Toc511805714]Sponsorships	
	During our search for sponsorships and donations, we approached many different businesses in the KW area. In the beginning stages, it seemed slow as we only had a few confirmed prizes from some family members and friends. Robelle, Sarah and Hannah all had leads with family members or friends that could donate something. Leah posted on a Facebook Buy and Sell page, inquiring about where to look for donations, and the outpour of generosity was incredible. Through that post, Leah was connected with people that ended up donating amazing prizes for the raffle. 
	We were unsuccessful with a few leads; sometimes the business was not able to donate or they simply didn’t respond. We reached out to McDonald’s, Toyota and GNC, and we did not receive anything from them. However, the donations we did receive were fantastic.
We were donated:
· Large gift basket from the Body Shop in Fairview Park Mall
·  Beer taster/beer glass gift from Waterloo Brewing Company
· 3-month family gym membership to the YMCA in Kitchener
· Full set of eyelash extensions from a local stylist at Always Lashed
· Coffee mug with a handmade “Canadian, eh?” design 
· Body wash and bath bomb from a local Scentsy representative 
· Tupperware gift set from a local Tupperware consultant
· Homemade maple syrup from Robelle’s boyfriend’s family
· Wash, cut, and blow-dry from Lainy’s Locks, a local stylist
· Cut and style from UpTown Beauty Lounge in Waterloo
· Homemade honey and beeswax candles from Robelle’s friends 
· $100 worth of lottery tickets from the Catholic Charities Lottery
· Norwex cleaning supplies bag from Julie Hause
· 2 oil change certificates and a tub of laundry detergent from Canadian Tire
· Handmade watercolour painting from an old neighboor of Leah’s
	Our correspondent channels varied, depending on who we were connecting with. For example, a simple text, phone call or in person conversation was made if we knew the person personally, otherwise conversations usually happened via email or Facebook messenger. In total, we raised $986.50 and after paying the expenses, we donated a total of $575.52 to Reception House Waterloo Region (see Appendix J 1-3). 
[bookmark: _GoBack][bookmark: _Toc511805715]Event Promotions
	We began promoting our event more than five weeks prior. We created an event website using weebly.com; as well as posts on Facebook. Sarah was responsible for posting on Facebook, but the other team members shared the event posts to their Facebook friends, which created more awareness about the event (see Appendix C 1-9).
	The group updated the website and Facebook page frequently/as needed. We included photos and persuasive language to entice people to attend. We encouraged all guests to register their team on our website, and gave guests the option of prepaying through e-transfer to Leah, or paying at the door upon arrival. We informed guests that the admission fee was raised if they paid at the door.
	We worked as a team to gather participants, but because each team member did not know every guest, Bingemans kindly provided us with wristbands for each guest, so we could keep track of who paid to be at our event.
	We created attractive sponsorship packages, which were given to all potential sponsors (see Appendix D). In return, we had one lane sponsored; raised close to $1000; and received more than 20 donated raffle prizes. We created a Thank You to Our Sponsors board, which included all the logos of the companies that sponsored a lane or donated money or a prize (see Appendix E). This helped us express our gratitude, while also raising awareness and promoting each company. We also wrote and delivered thank-you cards with our own personal cards and a thank-you card given to us by Reception House. For the people that we only connected with through email or Facebook, a digital thank-you card was created and sent to them (see Appendix F). 
[bookmark: _Toc511805716]Execution Phase
[bookmark: _Toc511805717]Agenda	
	On the day of the event, the Bowl-for-a-Cause team arrived at Bingemans roughly two hours before the event to set up. The event ran from 7 p.m. to 10:30 p.m. We started by doing a walk-through of the event room and positioned each table so that guests had enough space to walk around without feeling crowded. 
	We started with the entrance. This is the area where the bar was located and the area with the most amount of space. We decided this would be the best area for the raffles. Bingemans gave us access to three buffet size tables with table cloths, and two easels to position our sponsorship board and our painting raffle prize (see Bingemans contract Appendix B). 
	With the raffles positioned at the entrance, the prizes, bows and ribbons immediately caught the eyes of each guest, as well as those passing by. We wanted our guests to participate in the raffles so that we could raise as much money as possible. We felt that having the raffles positioned as the first thing guests saw when they walked in was the best way to do so. 
	We also felt that if other visitors who were not participating in our event walked by and saw the raffles, it would create curiosity and they would also want to participate in the raffles, which meant more monies raised. 
	Next, we assigned each team mate and our volunteer, Phoebe, with duties. Leah was in charge of the gumball contest, as well as the Reception House information table. Sarah was in charge of the raffle table, with help from our volunteer (see Appendix G 1-2). Hannah and Robelle were in charge of checking guests in as they arrive, taking payments, guiding visitors in the right direction to the event, and assigning lanes. Once all the guests had arrived and were checked in, we all helped each other in our roles so that each member could walk around and interact with guests (see Appendix H 1-5). 
[bookmark: _Toc511805718]Evaluation Phase
[bookmark: _Toc511805719]What Was Done Well?
	Since the beginning, the stress was high. Throughout the planning process, we kept our heads together, communicated, remembered all the little things early and we met more often in the early stages and made sure everyone had a part in the planning stages and during the event. We each had our roles to play, however if help was needed, we did not have to look far for it. We were very flexible and understanding with how different everyone’s schedules were. When there was criticism, we listened and used it to better our strategy and way of thinking. Since we kept on top of things like; signage, stationary, bags, first aid etc, we did not have to worry about forgetting things on event day. We were early enough to arrive at the venue to make any late minute trips to pick stuff up, aim lights, and meet with our volunteer. Since the beginning, we had the means to be prepared with every scenario we could think of and in the end the event went as smooth as possible. 
[bookmark: _Toc511805720]Unexpected Situations
1. Microphone
Since our event took place in a noisy atmosphere, our group required a microphone to announce the raffle winners. Sarah brought a mini stereo and mic from home, but when the time came to use it, it decided not to work. Thanks to our contingency planning, we avoided a major problem. As previously mentioned, we decided that Leah and Robelle were able to speak the loudest, so they would take the place of our broken microphone and call out the prizes and winners, as well as make any announcements. We asked the bartenders to turn the music down so that guests could hear them yell a bit better.
2. Guests who couldn’t make it
           	The next unexpected situation was when guests who previously paid for a lane, couldn’t make it. This was only an issue for one lane. A team of five prepaid for their lane, but the night of the event they were unable to make it. We considered posting on social media that we had a lane open, but we decided to keep the lane available for any guests walking through the event that wanted to participate. 
           	The team that prepaid knew there were no refunds, which ensured we did not lose any money.
3. Guests not knowing where event room was 
           The venue was very large. We noticed some of our guests were getting confused as to which room the event was taking place. A few guests wondered off into the main bowling area. We then decided that since there were two team members checking each guest in, that one of them could escort the guests to the event room. In addition, we decided to change the positioning of our event signs/directional signs (see Appendix I 1-5). The signs had areas and our event name on it, and once we repositioned them, guests were no longer getting confused.
4. Needed another prize sign
          		During set-up, we realized we were short a few name tags for the prizes. Robelle kindly offered to run back out to the dollar store to grab more, and since we were two hours early, this did not cause an issue for the start of the event.

5. Dark room
          		Also during set-up, we noticed the lighting in the room was not very bright. It was difficult to see the raffle table prizes, and the Reception House information board. As a team, we first agreed on the positioning of each table, and then brainstormed a way to make it brighter. We spoke with the very helpful staff at Bingemans, and they kindly agreed to turn the lights facing each table. Crisis avoided.
[bookmark: _Toc511805721]What We’d Do Differently
		We initially booked the 8-lane private room because we were unsure of our capabilities as event planners. We underestimated our friends and family, and we ended up selling out all the lanes and having to turn down anybody else that wanted to participate. If we would have known that, we either could have booked 10-20 lanes in the main bowling alley of Bingemans, or we could have split a bigger group of teams into two sections and booked each section at a different time in the 8-lane room. 
		If we had done that, we would have made the event longer (to accommodate more people playing) and we would have had to move our raffle tables in the spare room available to us, so transitions between sections would not be crowded. 
		Also, in that situation, we would have had to expand our social media postings to beyond our own personal friends. We were fortunate that we knew every person attending the event, whether through friends or family however if we expanded the event and filled more lanes, we might have had some people we didn’t know. We would reach outsiders by using Twitter and Instagram as well as Facebook, and we would post on public forums rather than just in our own friend groups. 
		The last thing we would do differently is to take more photos of people having fun. We took lots of photos of our raffle table, and teams posing for the camera, but not really any action shots. Having a variety of photos is not only beneficial for compiling in a presentation or report, but also to commemorate our hard work.  
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Event Planning and Promotion Team Minutes

Bowil-for-a-Cause

Please post minutes of atIsast one formal face-{o-face meeting each time your team is assigned a task.
Minutes must be posted to your team forum by Saturday at midnight (o allow time for instructor and
team members review. Each team member must take and post minuites at east once.

‘Summary Information

Team name: DATE of meeting:

Bowl-for-a-cause January 29, 2018

Team members present: Task] project discussed:

Hannah, Leah, Sarah, Robelle Brainstorming Event structurefideas
Meeting times that work best for team
members

Assign roles for first planning stages

Team members absent: Team members approving these
minutes:
Robelle

Minute-taker's name:
Robelle Meereboer

Meeting goals:
Event structure/ideas
Assign roles

Meeting agenda items:
Event structure/ideas
Venue suggestions
Assign roles

‘Summary of Meeting (High-level issues & accomplishments)

Team members brainstormed event ideas involving most proftable, fun and meaningful for th
uests that would best align with the values and goals of the Client, During this meeting, several

Fuggestons wers mads, bt bowkng appeared fo be e most vible

Atthe dlose of the meeting, team member roles for the beginning stages of the event planning

process were assigned. Venue suggestions and venue assignments for site-inspection were

distributed to team members.

All agenda items were tended to. Further steps pending proposal approval

Status of Past Tasks Assigned
(List task and a brief update from team member with respon:

ity for the task)

NA

(List task and identify team member with responsibility for the task)

Team members assigned roles:
Leah — Communication Contact
Sarah G ~ Communications Manager (media)

Event Planning and Promotion (P. Uribe)
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Event Planning and Promotion Team Minutes

Robelle & Hannah — Door-to-doors.

Ste Inspection assignments:
Leah ~ Frederick Bowling
Sarah G ~ Towne Bowl
Hannah - Victoria Bowling
Robelle — iBowl

n & De

Discus: ns.

Event suggestions/ideas:
- Att exhibit featuring post-t art with Home theme from local schools (snacks and silent
auction included)
- Charity Ball with art exhibit, slent auction, and meals included
- Charity Ball with silent auction, meals included and crowned Prince & Princess
Above ideas tabled due to lack of feasibilty.
- Bowl-for-a-cause with raffle ~family fun and team prizes
Proposal submitted. Approval pending

Venue suggestions
- Frederick Bowling
- Victoria Bowling
- iBowl
- Towne Bowl
Venue selection pending Site Inspection reports

Assign roles:
- Leah suggested as communication contact
- Sarah G, due to background in journalism, as communications manager
- Robelle & Hannah, are assigned with door-to-doors as this is just the beginning stages
of event organization/planning

NOTE: Keep your minutes brief and to the point. The minutes of a meefing should be a
snapshot of discussions and decisions. Effective minute taking does not mean you are
recording every word.

Event Planning and Promotion (P. Uribe)
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Event Planning and Promotion Team Minutes

Bowil-for-a-Cause

Please post minutes of atIsast one formal face-{o-face meeting each time your team is assigned a task.
Minutes must be posted to your team forum by Saturday at midnight (o allow time for instructor and
team members review. Each team member must take and post minuites at east once.

‘Summary Information

Team name: DATE of meeting:

Bowl-for-a-Cause Feb 112018

Team members present: Task] project discussed:

Hannah, Leah, Sarah G., Robelle ~overview of what Bingemans will offer us

for our event

~discussed briefly other alley options
explored for the site inspection
~discussed roles for the site inspection, i.e.
who will do what part, how to format it

Team members absent: Team members approving these
NIA minutes:
Leah

Minute-taker's name:
Leah Ross

Meeting goals:
~decide on a venue (chose Bingemans)
-assign roles for site inspection
~schedule next meeting

Meeting agenda items:
talk about what each of our sites offer, compare them, weigh pros and cons
fill out group calendar, schedule next meeting and meeting with Lisa from Bingemans

‘Summary of Meeting (High-level

sues & accomplishments)

~decided on Bingemans for our venue, the price, location, reputation, and other amenities were
allbetter than our other options

~group calendar was created, 5o we can all input our availability, making it easier to schedule
meetings and group deadiines

Status of Past Tasks Assigned
(List task and a brief update from team member with responsit

lity for the task)

all previous tasks were tended to, we all wrote our inspectionsivisited the assigned alley.

New Tasks Assigned
(List task and identify team member with responsibility for the task)

Team members assigned roles:
Leah — Communication Contact
Sarah G ~ Communications Manager (media)

Event Planning and Promotion (P. Uribe)
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Event Planning and Promotion Team Minutes

Robelle & Hannah — Door-to-doors
Sarah G - starting the website for guests to register their team
Leah - designed a fiyer sample

iscussion & Decisions

-iBowl vs. Frederick Lanes vs. Towne Bowl vs. Bingemans Kingpin...decided on Bingemans

~discussed how many lanes we expect to fl,the decision on what lane room to book pending
on registration (20 lanes or 8 lanes)

~decided to fil out calendar so the group knows who is doing what and when, and when
members have other commitments.

NOTE: Keep your minutes brief and to the point. The minutes of a meefing should be a
snapshot of discussions and decisions. Effective minute taking does not mean you are
recording every word.
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Event Planning and Promotion Team Minutes

Bowil-for-a-Cause

Please post minutes of atIsast one formal face-{o-face meeting each time your team is assigned a task.
Minutes must be posted to your team forum by Saturday at midnight (o allow time for instructor and
team members review. Each team member must take and post minuites at east once.

‘Summary Information

Team name: DATE of meeting:

Bowl-for-a-cause January 29, 2018

Team members present: Task] project discussed:

Hannah, Leah, Sarah, Robelle Brainstorming Event structurefideas
Meeting times that work best for team
members

Assign roles for first planning stages

Team members absent: Team members approving these
minutes:
Robelle

Minute-taker's name:
Robelle Meereboer

Meeting goals:
Event structure/ideas
Assign roles

Meeting agenda items:
Event structure/ideas
Venue suggestions
Assign roles

‘Summary of Meeting (High-level issues & accomplishments)

‘Team members brainstormed event ideas involving most proftable, fun and meaningful for the
guests that would best align with the values and goals of the Client, During this meeting, several
suggestions were made, but bowling appeared to be the most viable.

Atthe dlose of the meeting, team member roles for the beginning stages of the event planning
process were assigned. Venue suggestions and venue assignments for site-inspection were
distributed to team members.

All agenda items were tended to. Further steps pending proposal approval

‘Status of Past Tasks Assigned

(List task and a brief update from team member with responsibility for the task)
NiA

New Tasks Assigned

(List task and identify team member with responsibility for the task)

Team members assigned roles:
Leah — Communication Contact
Sarah G ~ Communications Manager (media)

Event Planning and Promotion (P. Uribe)
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Event Planning and Promotion Team Minutes

Robelle & Hannah — Door-to-doors.

Ste Inspection assignments:
Leah ~ Frederick Bowling
Sarah G ~ Towne Bowl
Hannah - Bingemen's
Robelle — iBowl

Event suggestions/ideas:

- Att exhibit featuring post-t art with Home theme from local schools (snacks and silent

auction included)

- Charity Ball with art exhibit, slent auction, and meals included

- Charity Ball with silent auction, meals included and crowned Prince & Princess
Above ideas tabled due to lack of feasibilty.

- Bowl-for-a-cause with raffle ~family fun and team prizes
Proposal submitted. Approval pending

Venue suggestions
- Frederick Bowling
- Victoria Bowling
- iBowl
- Towne Bowl
Venue selection pending Site Inspection reports

Assign roles:
- Leah suggested as communication contact
- Sarah G, due to background in journalism, as communications manager
- Robelle & Hannah, are assigned with door-to-doors as this is just the beginning stages
of event organization/planning

NOTE: Keep your minutes brief and to the point. The minutes of a meefing should be a
snapshot of discussions and decisions. Effective minute taking does not mean you are
recording every word.
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Event Planning and Promotion Team Minutes

Powi-for-a-Cause

Please post minutes of atIsast one formal face-{o-face meeting each time your team is assigned a task.
Minutes must be posted to your team forum by Saturday at midnight (o allow time for instructor and
team members review. Each team member must take and post minuites at east once.

‘Summary Information

Team name: DATE of meeting:
Bowl-for-a-cause February 16, 2018
Team members present: Task] project discussed:
Hannah, Leah, Robelle Brainstorming Event structurefideas
WBS and Work Package Schedule
Workback schedule
Team members absent: Team members approving these
Sarah minutes:
Robelle

Minute-taker's name:
Robelle Meereboer

Meeting goals:
Event W8S
Work Package Schedule

Meeting agenda items:
Event W8S
Work Package Schedule

‘Summary of Meeting (High-level issues & accomplishments)

‘Team members reviewed WBS tasks and revised it for the event (adjusted details and conferred
with professor to determine correct course of action is being taken)

Workback scheduled started on Padlet.com (available to all members)

Meeting with Lisa document created for team to update until meeting with Lisa

Status of Past Tasks Assigned
(List task and a brief update from team member with responsibility for the task)

Facebook Event Page Created - Robelle. Event Page created, requires theme/content

Email Lisa for confirmed meeting scheduled to discuss details about venue booking/contract -
Hannah, meeting has been confirmed

Flyer concept design - Leah, fiyer concept design approved by team. Logo design modified

ity for the task)

Team members assigned roles:

Leah — Communication Contact with Kathie

Sarah G ~ Communications Manager (Social media) - website
Hannah — Contact for Lisa, Bingemans

Robelle & Hannah ~ Door-to-doors (sponsorsidonars/prizes)

All members to update WBS/Workback schedule as needed

Event Planning and Promotion (P. Uribe)
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Event Planning and Promotion Team Minutes

‘All members actively seek sponsorsidonors/attendees for event
Sarah — confirmed attendees, YMCA raffle prize

Robelle — made contact, pending costs for venue and finalized details (to be
confimed/determined)

Discussion & Decisions

Everyone actively seek sponsors/donors/attendees
Raffle prize containers - painted and labelled with thanks to sponsorsidonors

NOTE: Keep your minutes brief and to the point. The minutes of a meefing should be a
snapshot of discussions and decisions. Effective minute taking does not mean you are
recording every word.
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Event Planning and Promotion Team Minutes

Powi-for-a-Cause

Please post minutes of atIsast one formal face-{o-face meeting each time your team is assigned a task.
Minutes must be posted to your team forum by Saturday at midnight (o allow time for instructor and
team members review. Each team member must take and post minuites at east once.

‘Summary Information

Team name: DATE of meeting:
Bowl-for-a-cause February 16, 2018

Team members present: Task] project discussed:
Hannah, Leah, Robelle & Sarah Venue booking & contract

Team members absent: Team members approving these

Minute-taker's name:
Robelle Meereboer

Meeting goals:
Confirm venue details
Confirm contract details

Meeting agenda items:
Establish venue booking preferences

‘Summary of Meeting (High-level issues & accomplishments)

Met with Lisa at Kingpin Bowling at Bingemans to confirm venue booking methods/preferences
for our event. Contract details were discussed and the issuance of said contract and venue
depositlfinal cost due dates established.

Status of Past Tasks Assigned
(List task and a brief update from team member wi

responsibility for the task)

Robelle - ticket prizes added
Team - Sponsorship package details finalized
Hannah - Sponsorship package sent for printing

New Tasks Assigned
(List task and identify team member with respons

ity for the task)

Team members assigned roles:
Leah — Communication Contact with Kathie

Sarah G ~ Communications Manager (Social media) - website
Hannah — Contact for Lisa, Bingemans

Team — door-to-door sponsorship collection

All members to update WBS/Workback schedule as needed
Raffle prizes in process of being confirmed and/or collected by each team member

Discussion & Decisions

Everyone actively seek sponsors/donors/attendees
Raffle prize containers - brown bags

Event Planning and Promotion (P. Uribe)
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Event Planning and Promotion Team Minutes

Powi-for-a-Cause

Please post minutes of atIsast one formal face-{o-face meeting each time your team is assigned a task.
Minutes must be posted to your team forum by Saturday at midnight (o allow time for instructor and
team members review. Each team member must take and post minuites at east once.

‘Summary Information

Team name: DATE of meeting:
Feb 27, 2018
Bowl-for-a-Cause

Team members present: Task] project discussed:
Hannah Charlton, Leah Ross, Robelle Meereboer | Promotion

Team members absent: Team members approving these minutes:

Sarah Grandh

Minute-taker’s name:
Hannah Chariton

Meeting goals:
Finalize a promotion plan

Meeting agenda items:
Create a Sponsorship package
Create a Trello board

Look into laws for donations

‘Summary of Meeting (High-level issues & accomplishments)

« Team worked on wording of the sponsorship package
«_Received contract from Lisa (Bingaman’s)

‘Status of Past Tasks Assigned
(List task and a brief update from team member with responsibility for the task)

Need Kathy's approval before website and Facebook page go live.
Meeting with Lisa was planned and attended for Feb

New Tasks Assigned
(List task and identify team member with responsil

ity for the task)

Write a litle blurb about each team member so it can go into the website and sponsorship package
—everybody

Print out packages at Staples — Hannah

Get Kathy to approve package ~ Leah

Get Trello board finished and shared with group members and Dave - Hannah

Discussion & Decisions

Donation tax for donation of prizes and receipts
How to price tickets and what kind of options to give sponsors/donors when approached

Event Planning and Promotion (P. Uribe)
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Event Planning and Promotion Team Minutes

Bowil-for-a-Cause

Please post minutes of atIsast one formal face-{o-face meeting each time your team is assigned a task.
Minutes must be posted to your team forum by Saturday at midnight (o allow time for instructor and
team members review. Each team member must take and post minuites at east once.

Summary Inform:

Team name: DATE of meeting:
Feb 27, 2018

Bowl-for-a-Cause

Team members present: Task] project discussed:
Hannah Charlton, Leah Ross, Robelle Meereboer | Promotion

Team members absent: Team members approving these minutes:

Sarah Grandh

Minute-taker’s name:
Hannah Chariton

Meeting goals:
Finalize a promotion plan

Meeting agenda items:
Create a Sponsorship package
Create a Trello board

Look into laws for donations

‘Summary of Meeting (High-level issues & accomplishments)

« Team worked on wording of the sponsorship package
«_Received contract from Lisa (Bingaman’s)

‘Status of Past Tasks Assigned
(List task and a brief update from team member with responsit

ity for the task)

Need Kathy's approval before website and Facebook page go live.
Meeting with Lisa was planned and attended for Feb

New Tasks Assigned
(List task and identify team member with responsil

ity for the task)

Write a litle blurb about each team member so it can go into the website and sponsorship package
—everybody

Print out packages at Staples — Hannah

Get Kathy to approve package ~ Leah

Get Trello board finished and shared with group members and Dave - Hannah

Discussion & Decisions

Donation tax for donation of prizes and receipts
How to price tickets and what kind of options to give sponsors/donors when approached

Event Planning and Promotion (P. Uribe)
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Event Planning and Promotion Team Minutes

Bowil-for-a-Cause

Please post minutes of atIsast one formal face-{o-face meeting each time your team is assigned a task.
Minutes must be posted to your team forum by Saturday at midnight (o allow time for instructor and
team members review. Each team member must take and post minuites at east once.

‘Summary Information

Team name: DATE of meeting:
Bowl-for-a-Cause March 9, 2018
Team members present: Task] project discussed:

Hannah, Leah, Sarah, Robelle

Team members absent: Team members approving these
minutes:
Leah

Minute-taker's name:
Leah Ross

Meeting goals:
~Update Trello
~Sign Bingemans contract (send back to Lisa from Bingemans)

Meeting agenda items:
~Update Trello board
-Discuss potential donors and sponsors

‘Summary of Meeting (High-level issues & accomplishments)

~Discussed more about social media promotion
~Signed Bingemans contract and sent it to Lisa
-Brainstormed some businesses to approach for sponsorships and donations

Status of Past Tasks Assigned
(List task and a brief update from team member with respons

ity for the task)

- Facebook and website went live after Kathie's approval
- Sponsorship Package printed at Staples

New Tasks Assigned
(List task and ident

- Gooutand try to find sponsors and donations (all members)

- Invite friends to event on Facebook event page (all members)

- Start pushing people to pre-egister through the website to get a rough number of
attendees (all members, Leah collect money via etransfer)

Discussion & Decisions

-Who should we approach to donate?
~Should we go as a group or individually?
~Can we emaillphone call inguiries, or in-person only?

Event Planning and Promotion (P. Uribe)
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Event Planning and Promotion Team Minutes

Powi-for-a-Cause

Please post minutes of atIsast one formal face-{o-face meeting each time your team is assigned a task.
Minutes must be posted to your team forum by Saturday at midnight (o allow time for instructor and
team members review. Each team member must take and post minuites at east once.

‘Summary Information

Team name: DATE of meeting:
Bowl-for-a-cause March 14, 2018

Team members present: Task] project discussed:
Hannah, Leah, Robelle, Sarah Emergency Response Plan

Event checkist review
Review event progress

Team members absent:

Team members approving these
minutes:
Robelle

ute-taker’s name:
Robelle Meereboer

Meeting goals:
Complete Emergency Response Plan
Confirm checkist progress

Ticket pricing evaluated and updated

Meeting agenda items;
Emergency Response Plan

Event Checkiist progress & updates
Ticket pricing evaluated

‘Summary of Meeting (High-level issues & accomplishments)

Emergency Response Plan analyzed for Bowling event
Checkist progress updated & next steps considered
Ticket prices

Status of Past Tasks Assigned
(List task and a brief update from team member with responsit

Contract with venue - completed and ready for signing

Facebook Event Page - updated and promotions have begun

Flyer - confirmed and promotions have begun

Website - completed and promotions have begun

Ticket prices - finalized and reevaluated with third-party contact (Patricia)

New Tasks Assigned
(List task and identify team member with responsibility for the task)

Al members - collect sponsors & affie prizes
- Hannah (contact with Toyota, The Aud, Waterloo Brewery, Staples, Dave Fm)
- Robelle (secure Syrup & crochet blanket)
- Sarah (collecting & holding raffle items)
- Leah (make contact with potential raffle donatees)

Event Planning and Promotion (P. Uribe)
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Event Planning and Promotion Team

utes

‘All members - promotion
Robelle - Communicate with CS! about fiyer postage throughout school
Leah - fiyer postage on City community boards in KW area

iscussion & Decisions

Everyone actively seek sponsors/donors/attendees
Raffle prize containers - painted and labelled with thanks to sponsorsidonors

Guest check-in attendance sheet (relation to Emergency Response Plan in the event of
evacuation)

NOTE: Keep your minutes brief and to the point. The minutes of a meefing should be a
snapshot of discussions and decisions. Effective minute taking does not mean you are
recording every word.
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Event Planning and Promotion Team Minutes

March 21, 2018

Please post minutes of atIsast one formal face-{o-face meeting each time your team is assigned a task.
Minutes must be posted to your team forum by Saturday at midnight (o allow time for instructor and
team members review. Each team member must take and post minuites at east once.

Summary Inform:

Team name: DATE of meeting

in Pushers March 21
Team members present: Task] project discussed:
Sarah, Hannah, Leah Ticket prices
Team members absent: Team members approving these
Robelle Sarah

Minute-taker's name:
Sarah

Meeting goals:

Set firm ticket prices, discuss sponsors and raffle prizes

Meeting agenda items:
Ticket prices, sign contract, promotion details, sponsors and raffle prizes

‘Summary of Meeting (High-level issues & accomplishments)

- Finalized ticket prices for adults and children
- Signed venue contract
- Made a solid plan for fiyers, where to hang them and to meet with CSI
- Discussed current sponsors and prizes
Discussed set-up for day-of

Sitatus of Past Tasks Assigned
(List task and a brief update from team member with responsit

ity for the task)

Contract with venue - signed
Facebook Event Page ~ discussed new promotion ideas
Pay venue deposit

New Tasks Assigned
(List task and identify team member with responsi

ity for the task)

- Create fiyers and post them on campus
- Continue to collect rafe prizes, sponsors and teams

Discussion & Decisions

- Ticket prices

- Who will speak to CSI about hanging up flyers on campus
- Raffle prizes and sponsors

- Ticketideas for raffles

- Trello

Event Planning and Promotion (P. Uribe)
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Sales Contract

NOOOR PLAYLAND

Booking Contact Event Date Booking Tel Booking Cell Event #
Hannah Charlton 4/6/2018 (Fri) (555) 555-5555 E05546
Booking Full Address Booking Contact Guests

299 Doon Valley Dr., Kitchener, ON N2G 4M4 Hannah Charlton 64 (PIn)

Party Name Account Manager
Conestoga Fundraiser Lisa Bucking

Description Setup Style Start Bowling Sarts  Bowling Ends End

Bowling 7:30 pm NA NA 10:30 pm
Food/Service ltems Price Qty Tot
Customized Bowling Price 10.00 64 640.00

$10 per person. 2 hours, shoe rentals included

COMMENTS
Any media must be approved by your event planner at least 3 days in advance of the event.

Special Set Up:

Table in lobby for registration and 50/50 sales with table cloth and 3 chairs
3 Prize tables along 8 lane back wall

2 x Tripod required

100 wristbands required for registered players

Guests will be bringing a cake. Table, plates, napkins and cutlery required

Time Timeline ftem Category

Friday, April 06, 2018

7:30 pm Guest Arrival
8:30 pm Bowling Starts
10:30 pm  Bowling Ends

Deposit Schedule
Due Amount Comment
0 100.00 Deposit due to book

Subtotal: 640.00
Facility Fee: 0.00

2/27/2018 - 3:13:07 PM Page 10f2

425 Bingemans Centre Drive, Kitchener, ON N2B 3X7
Telephone: 519-744-1555
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E05546 - Conestoga College

HST: 83.20
Total: 723.20
Deposit Received: 0.00

Please note that all prices are subject to 13% HST, and all food and beverage orders are also subject to a 18%
facility fee. Upon booking, a non-refundable deposit equal to 25% of the estimated bowling lane

reservation. Three (3) business days prior to the event date, the remainder of the bowling lane reservation
amount is due. Any reduction to lane requirements must be done at this time, if they are reduced after the 3
business day cut off, there would be no refund for the lane component of the contract. Any remaining balance
(i.e. food and beverage, additional attractions, etc) will be invoiced after the event.

There is no outside food permitted

Robpelle Meereboer O316/LE
et et -

Dacon  Giran
Azuﬂ(};y@g? Ma~ch 6, 2018

Horrah Chorlfon MO\F(/)’\ & Q014

Moaln (6, 2013

2/27/2018 - 3:13:07 PM Page 2 Of 2

425 Bingemans Centre Drive, Kitchener, ON N2B 3X7
Telephone: 519-744-1555
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Sarah Grandy b
March 21 at 4:18pm - @

Hey everyone! Just wanted to let you know you can pay at the door when
you arrive at the event on April 6, but don't forget to register in advance so
we can reserve a lane for you and your team! Spots are filling quickly!

oY Like (D comment &> Share

a Write a comment... @ O @ @
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Sarah Grandy shared a link

PLAY. DONATE. FEEL GOOD.

N o
Like Comment @ Share
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"o Sarah Grandy

March 28 at 3:12pm - @

Plan ahead to avoid the construction
at the Wellington exit!

[ﬂ) Like O Comment ﬁ Share
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Sarah Grandy Laad
April 6 st 8:20sm - @
Good morning all' Today is event day! For those of you paying at the door,

there will be an ATM available. Unfortunately, we can't accept debit or credit.
Cash only. Sorry for the inconvenience. Can't wait to see everyone tonight!

oY Like (D comment 72> Share

© Josh McKee, Hannah Chsriton and 2 others

a Write a comment... 0B @ P
Sarah Grandy b

Hey everyone! Just a reminder the event is this Friday! All the lanes have
been secured! Wahoo! Thank you for all your donations and support. Can't
wait to see you all on Friday! &

oY Like (D comment 72> Share
O:

a Write a comment... 0B @ P
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Sarah Grandy Laad

There may be some road closures heading towards Bingemans, and some
areas have snowy weather. Be careful and give yourself enough time! See
you in a couple hours! 3

oY Like () comment /2> Share




image28.png
BOWL-FOR-A-CAUSE

Kingpin Bowlounge, 425 Bingemans Centre Drive, Kitchener

Friday April 6,2018

7PM-10:30PM

PLAY DONATE FEEL GOOD Home About Register Become a Sponsor Contact
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Bowl-for-a-Cause Fundraiser

Where: 425 Bingemans Centre Dr., Kitchener, Ont.
When: April 6, 2018, from 7 to 10:30 p.m.

Reception House Waterloo Region is a charity that assists
refugees during their first year in Canada. On April 6, join us
at Bingemans Kingpin Bowlounge to raise funds to help
Reception House with their cause. Bingemans will be hosting
our Bowl-for-a-Cause Fundraiser in their private bowling
room, in which every ticket purchase provides you with
exclusive access to Boston Pizza’s full bar, amazing prizes and
raffles, as well as full menu service directly to your lane.

Sponsorship Options Include:
Sponsor aLane

$18/person
$12/child aged 12 and under

Min. 4 people per lane
Max. 8 people per lane

Donate a Raffle Prize
Gift cards, gift baskets, event/service passes or coupons, etc.
Donate Money to Support the Event/Charity

Your donation can be used to support the event or be collected separately for Reception
House Waterloo Region.

Note: Al remaining funds to support the event will be collected for Reception House

*Your company’s logo will be displayed at the event along with other sponsors, in order to
show appreciation.*

‘Thank you!




image31.png
TOGETHER, WE CREATE HOME

February 16, 2018

Dear Potential Sponsor,

We want to express our gratitude to Conestoga College ~ and the outstanding group of
students meeting with you ~ for their support of our organization.

Every day more and more families around the world are compelled to seek refuge from conflict
and persecution. 65.6 million people around the world have been forced from home,

nearly 22.5 million are refugees. We are heartened by our government’s contirued
commitment to re-settlement. This past year Reception House Waterloo Region was the first
home in Canada for nearly 600 government assisted refugees. More than half of them are
children and youth. We expect as many this coming year.

At Reception House we welcome these families, help them find a place to live, access services
such as health care and language classes and support them as they search for work or further
education. But we know that creating a true sense of belonging requires opportunities for
active participation in the community. That has been the inspiration behind programs such as
the Homework Club for newcomer youth, English Outreach for Women and the Family
Partnership Program, matching local families with newcomer families to build social
connections and eross-cultural friendships

The Conéstoga College Students Fundraising projects are helping build awareness and funds for
these initiatives. Your support helps these students meet their class goals and helps our newest
neighbours integrate and thrive. Thank you for your consideration|

With gratit

/ ) \
CMM% Ve Dirgctor
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Bachelor of Public Relations at Conestoga College

This degree program prepares students with the critical thinking skills and practical experience
required to manage reputation, responses and relationships between an organization and its
public. Students use a case-based approach to consider and address the problems faced by
public relations professionals. Students develop the knowledge needed to manage issues, plan
events, develop campaigns and lead communication projects in areas such as employee
communication, media relations, investor relations, marketing communication and other
specialized communication functions in corporate, not-for-profit and agency environments.

Meet the Team

Leah Ross hopes to obtain a job in the not-for-profit sector upon graduation in 2020. She’s,
passionate about social justice and ideally would love to work for a local organization in the
Kitchener/Waterloo area.

Robelle Meereboer primarily wants to hone her skills in media and communications to work for
environmentally and socially conscientious organizations after graduation. She wants to use
these opportunities to practice her leadership and writing skill for a brighter future for all.

Sarah Grandy is currently a second-year student in the Bachelor of Public Relations program at
Conestoga College. Before entering the Public Relations program, she graduated from the
Journalism-Print program at Niagara College, and spent the last seven years working for several
publications throughout Southern Ontario.

Hannah Chariton hopes to trave the world and follow the rock music festival circuit as a tour
manager for the world’s best punk/rock bands. She would also love to work in the nightlife
industry, where she can promote the hottest bars in town and listen to her favourite bands
perform.

www.bowlforacause2018.weebly.com
bowlforacause2018@gmail.com
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WE WOULD LIKE TO SAY

FOR YOURSUPPORT FORBOWL-FOR-A-CAUSE AND RECEPTION HOUSE

. WATERLOO . \V

BREWINGZ®®

IT’S NOT JUST CRAFT
s YMCA

CRA FTED strong gii?iﬁ?i?foﬁ?cﬁiﬁnmiﬁes.

[% Lice Clinics

)J8 OF CANADA
Once and For All.

Tracy Brenner - Tupperware
Consultant The Parson’s Family at Rolling Rock Stables

The McNabb Family
Lainy's Locks Kitchener
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FOR YOUR SUPPORT FOR BOWL-FOR-A-CAUSE AND RECEPTION HOUSE

Tracy Brenner - Tupperware 

Consultant

The Parson’s Family at Rolling Rock Stables

The McNabb Family

Lainy's Locks Kitchener
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ON BEHALF OF THE BOWL-FOR-A-CAUSE
TEAM FROM CONESTOGA COLLEGE, WE
ARE DELIGHTED TO GIVE YOU OUR
DEEPEST THANKS FOR DONATING TO OUR
EVENT. WE KNOW IT WOULD NOT HAVE
BEEN AS GREAT ASUCCESS WITHOUT
YOUR GENEROSITY.

SINCERELY,

Kobelle, Sunats, Havnaly oo, Lok
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Event Budget for Bowl-for-a-Cause

Estimated Actual

Total income $924.00 $986.50
Total expenses $843.00 $410.98

Total profit

(or loss) $81.00 $575.52

PROFIT

Loss Summary

@ Total income W Total expenses

Estimated $843.00

Actual

$0.00 $0.25 $0.50 $0.75
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|Eveni Budget for Bowl-for-a-Cause INCOME

TOTAL EXPENSES

ADMISSIONS
.S S == S
Adults (Pre-reg) $18.00 $576.00 $414.00
1 ‘Adults (at door) 52000 5000 522000
4 2 Children (pre-reg) $12.00 $48.00 524.00
2 Children (at door) $15.00 5000 53000
Total $624.00 $688.00

ADS IN PROGRAM

Covers @ 5000 5000
0 0 Half-pages @ 5000 5000
0 0 Quarter-pages @ 5000 5000
Total 5000 5000

EXHIBITORS/VENDORS

Large booths @ 5000 5000
0 0 Med. booths @ 5000 5000
0 0 ‘Small booths @ 5000 5000
Total 5000 5000

Raffle Ticket Sales

Tickets. $300.00 529850
5000 5000
Total $300.00 529850
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Event Budget for Bowl-for-a-Cause

TOTAL EXPENSES

Venue fees $696.00
site staff 50.00
Equipment 50.00
Tables and chairs 50.00
Total $696.00

531364
50.00
50.00
50.00

531364

5000
Drinks 5000
Linens 5000
Staff and gratuities 5000
Total 5000

EXPENSES

50,00
50,00
50,00
50,00
50,00

Flowers 5000
Candles 5000
Lighting 5000
Balloons 5000
Paper supplies 50,00
Total 5000

5000
5000
5000
5000
50,00
5000

Performers. 50,00
Speakers 5000
RHWR Info Booth $15.00
‘Sponsorship Board 52500
Thank-you Cards $15.00
Total $55.00

50,00
50,00
$1356
$9.49
8451
52756

Sponsorship Package 52500
Photocopying/Printing 5000
Postage 5000
Total 525.00

Telephone 5000
Transportation $12.00
Stationery supplies $15.00
Fax services 5000
Total 527.00

52352
50,00
50,00

52352

50,00
50,00
5332
50,00
$3.32

Raffle Prizes $50.00
Ribbons/Tissue/Cello 53000
Ticket collection/lbels 510.00
Total 540.00

$9.32
$2571
$7.91
542,94





image1.emf
Bowl-for-a-Canse

Final Report

Sarah Grandy 5550785
Robelle Meereboer 7561608

Hannah Charlton 7503303
leah Ross 7525868
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