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Start
Gather data to select big tailgates
· Full Football schedule
· Homecoming date

· BWW date

· Possible away games

· Commitments of planners (business travel, vacations, hunting season, etc)
· Interference of games with Holidays (Labor day, Columbus Day, Thanksgiving: RV lot may be closed)

· Games after October may be too cold to use water in the RVs.

Schedule a planning meeting to discuss next season’s big tailgates
Is there consensus among the planners?
· No = Poll everyone (include an end date for voting) and then update the web
· Yes = update web with dates
Email group after a decision as been made with tailgate schedule
Coordinate year-wide activities
· Beer-run (update equipment list)

· Ice-run (update equipment list)
· Propane refills (Mainly RV drivers and kitchen people)
· Yuengling Letter

· Toys for Tots

· Print out blank guest book pages

Away Games

· Are we taking RVs?

· Where to park?

· When do lots open? Can we say Saturday night? If so, is there an additional cost?

· Dogs allowed?

· Generator policy

· Alcohol policy

· Do all RVs in our group have to arrive at the same time to park together?

· Is there a separate charge for tow vehicles?

· If others are joining us with cars, can they also park overnight and where?

· Who's going?

· How to get there?

· RV dump station?

· Tickets?

· Print out Maps, Find Cab company phone numbers, police number and hospital number JIC.

BWW

More than a month prior

· Schedule a Planners meeting via Conference Call, if there’s stuff to discuss.

· Decide on location for parking (overnight or pavement)

· Coordinate RV and drivers meet up and location (Google Maps)
· Update equipment list with new food ideas and new gear

· Use left-over tip money from last tailgate and document

· Develop Evite with Imported guest list from last tailgate

· Send Evite 30 days prior to tailgate

After sending Evite

· Delete names of emails who bounce from the guest list (on evite).
· Post and print Tailgating cards ( Rob or Chad

· Send Beer-run email (with cut off date)
· Send reminder emails about signing up for stuff

· Send reminder email to people who haven’t RSVPed.

During the weekend

· Take a group picture.

· Remind people to sign the guest book

· Check the tip jar

Post game

· Write a draft of the newsletter (Rob) and send to Janelle for completion
· Count tips

· Post photos

· Lost and found email
· Export Evite guest list, then 

· Roll it over to the next tailgate and add guestbook sign-ups

· Download equipment list from Google and save it.  Update equipment list template based on leftovers and experience

Coordinate regular season updates

· Ticket sale date (update tickets page)

· Overnight RV/parking info (RV and map pages)

· Propane refills

Big Regular season game 1
More than a month prior

· Schedule a Planners meeting via Conference Call, if needed.

· Coordinate RV Meet up time and location (Google Maps)
· Update equipment list with new food ideas and new gear

· Use left-over tip money from last tailgate and document

· Develop Evite with Imported guest list from last tailgate

· Send Evite 30 days prior to tailgate (send FB invite too?)
After sending Evite

· Delete names of emails who bounce from the guest list

· Post and print Tailgating cards ( Chad

· Send Beer-run email (with cut off date)

· Update guestbook, print and hole punch

· Send reminder emails about signing up for stuff

· Send reminder email to people who haven’t RSVPed.

Post game

· Write a draft of the newsletter (Rob) and send to Janelle for completion

· Count tips

· Post photos

· Lost and found

· Export Evite guest list and add guestbook sign-ups

· Update equipment list based on leftovers and experience

Next Regular Season Game 
Repeat above for 2nd tailgate

Except Send Evite 30 days prior to tailgate (or after last tailgate, which ever is later)

End of season Wrap-up
Delete names from guest list who haven’t responded during last 3 games. 
Use or document any leftover tip money.
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