Atlanta Parrot Head Club 

Event Owner’s Handbook

The Atlanta Parrot Head Club strives to provide rewarding and fun social and service events for our members and for the benefit of our community.  One of the ways we ensure that events will be successful is to appoint an event owner for every social and service event.  This document is intended to provide guidelines, expectations and suggestions for people who volunteer to be an event owner.

General guidelines for all events
· Rule #1: Being the event owner does not mean you do all of the work.  The job of the event owner is to make sure that everything gets done - and gets done correctly.  This means making sure that you get the help you need, and that everyone knows what they need to do.

· Work closely with the APHC Board of Directors and Trustees to plan the event, communicate with the club and to solicit the volunteers you will need.

· Board approval must be provided in advance before spending club money or making commitments on behalf of the club, for example, before signing any contracts.

· Event owners should develop a budget and track the accounting of all money collected and spent.  Event owners should work with the board and the Director of Finance (Ann Gotthelf) on financial related matters

· Coordinate with the vendors and venues on behalf of the club to make sure all of the materials and accommodations are arranged as needed.

· Be the point of contact for questions for all club members. 

· You may compose emails to send to the club, and work with the club Communications Director (listed on the News page of the club website) to have the email sent to the club mailing list. 
· After the event, provide a summary of the event to the board and the newsletter editor (boardandtrustees@atlantaparrotheadclub.org and newsletter@atlantaparrotheadclub.org) This may be published in the newsletter, on the website and by email to the club.  This is your chance to tell everyone about the event, what was accomplished and how much fun was had.  It’s also a chance to recognize the participants and the people who volunteered to make the event happen.  Photos of the event should be sent to photos@atlantaparrotheadclub.org
· Be creative and have fun!
Guidelines for social events

· Board approval must be provided in advance for all events where alcohol is served.  This will require the purchase of event liability insurance and will be evaluated on a case-by-case basis.  Due to the relatively high cost of this coverage, providing alcohol will be cost-prohibitive in many cases

· For events where an entry fee is charged to club members and/or guests, the event coordinator is responsible for the collection of this fee either in advance or at the door.  For advance payments, event owners are encouraged to coordinate with the Board to arrange for the acceptance of checks or PayPal

 

Guidelines for community service events

· The qualification to earn a community service point will vary from event to event.  The event owner is responsible for maintaining the list of club members who qualify for a community service point for the event.  Usually this is accomplished by having a sign-in sheet and making sure that everyone signs in as appropriate. 

· You must provide a report to the Community Service Coordinator within two weeks of the end of the event.  This report must contain a list of people who earned a community service point, the amount of money raised, the total number of volunteer hours expended, and a quantified impact if possible (for example, the amount of food or toys collected, or the number of units of blood donated).  This will be used for the club’s required reports to PHiP on our philanthropic efforts.  Send the report to service@atlantaparrotheadclub.org
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On behalf of all of the Atlanta Parrot Head Club
Thank You for volunteering to be an event owner!

