
Planning ECURFA Socials

Times and Location: Socials have been held in the Willis Building (Regional Development) in September and March of each year on a Tuesday evening from 5:00-6:30 pm.  Room reservations should be made as early as possible, many months in advance.  The reservation number is 328-6650, ext. 243.

Invitations:  We have been sending out about 260 + invitations to members .  The cards (“Avery”, 4x6) are sold at Office Depot or Staples in packages of 200.  The current university liaison is Karen Clough, 328-0610.Her office is in the Taylor-Slaughter Alumni Center on East Fifth St., opposite Spilman Building.  Call for an appointment to get help with the invitation format, printing and mailing of the invitation.  Ms.Clough or the previous Social Chairperson hold unused cards and stamps from previous socials, so you can also ask how many cards/stamps she/he has, so you can judge your purchase. Bring the cards and enough $0.23 stamps to your appointment. 

Send receipts for these purchases and others listed below to the treasurer for reimbursement. 

The invitation needs to be mailed two-three weeks prior to the event.  The return address on the card is generally the association president’s address but could be institutional development, since if an address has changed, they can try to correct this and send another invitation or at least they will know which retired faculty we can no longer reach.

Party Supplies:  Tablecloths (four, paper on one side, plastic on the other, for the current room configuration in Willis Bldg.), plates, cups, plastic cutlery and napkins can be purchased at Cash and Carry or the Dollar Store.  We also keep on hand aluminum foil, plastic wrap, plastic bags which can be purchased from many vendors.  We have been planning on 125 people, but since we have gone to the potluck format the attendance has dropped.  At the March 2005 social there were 65 people present.  

Name badges and black markers for registration were purchased at Office Depot.  Index cards are on hand to label food.

All party supplies are in boxes and the contents should be inventoried after each social.

Send receipts for purchases to the treasurer for reimbursement.

Assignment of Tasks to be Done During the Social:  

Registrars: Two sets of two registrars should be assigned.  One set is assigned to work from 5-5:30 pm and the other from 5:30 –6:00 pm at the social.  Reminders can be sent to by mail if you wish. A tally of people registered should be kept and reported to the social chairman. 

Serving and Preparing Punch:  We generally serve an alcoholic punch, a non-alcoholic punch and a pitcher of ice water.  There is no kitchen in the Willis Building. The association does not own punch bowls or a pitcher.  Ice must be brought in as well.  Someone is assigned the preparation of the alcoholic punch and someone the non-alcoholic. The punches should be labeled.  There are old labels in the party box.

Two people serve the non-alcoholic punch and two the alcoholic punch. 

One person is assigned at each punch station to work from 5-5:30 pm and another from 5:30 –6:00 pm.  Reminders can be sent by mail if you wish.  There are probably more efficient ways to do any of this.

Bringing food:  Since the potluck format was adopted in 2004, the members whose last name begins with A-K bring either an appetizer or dessert to the fall social; those whose last name begins with L-Z do likewise in the spring.  

Should the association decide to go back to assigning various people to bring food, a detailed set of instructions on the types of food to assign and who may have done this in the past as well as many other party tips is on a disk in the manila envelope in the party box.
Setup/Clean up: Board members or other association members are generally assigned or volunteer to come about 4:15 pm the day of the social to set up the room.  Sometime the tables and chairs have to be moved from the lobby into the larger party area and back again for a duplicate bridge group that meets at 7:00 pm.   The large serving tables should be set up.  The large cans for trash disposal are in the outside halls behind the stage.  Individuals or couples will be needed to clean up as well.


