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As A Leader: 
▪	What I do reflects those I serve.  What does that mean to me? ______________
   ______________________________________________________________
	_______________________________________________________________
▪	I do NOT cheat, lie or steal. People must be able to count on me and my word as being reliable and trustworthy.  What does that mean to me? _________________
 	_______________________________________________________________
   _______________________________________________________________
▪	I set the positive example for others to follow.  What does that mean to me? _____
	_______________________________________________________________
▪	I am tolerant of those who may not share the same level of commitment.  What does that mean to me? __________________________________________________
	_______________________________________________________________
▪	I hold great expectations. I will focus only on my accomplishments and learn from my disappointments.  What does that mean to me? ____________________________
	_______________________________________________________________
▪I realize that I represent the AHS Leadership class both in and out of school. I will hold myself to a higher standard than before.  What does that mean to me? ______
	_______________________________________________________________
▪	I will remember that part of my responsibilities include having to help train and encourage my replacement for this Leadership position.   What does that mean to me? ____________________________________________________________
	_______________________________________________________________
▪	I will strive to be the positive voice and a role model for this class and my school.   What does that mean to me? _________________________________________ 
	_______________________________________________________________
▪	I will always strive to be worthy of the responsibilities I have been given and to promote the goals, objectives and membership of this class to the best of my ability.  What does that mean to me?  ________________________________________
	_______________________________________________________________ 
____________________     ____________________  ____________
Name				       Signature				Date
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Leadership Grading
	Category
	Percentage

	Attendance/Adequate Participation
	10% (Calendar, Grams Balloons, Leadership Meeting Minutes, etc.)

	Building Maintenance
	15% (Windows, Signs, Marketing forms, announcements, Facebook posting, Instagram posting, etc.)

	Class Meetings
	5% (Must attend a minimum of 3 out of 4 meetings per month, meeting minutes, class worksheet updated with events)

	Fundraising
	10% (grams, tickets, etc.)

	Major Events
	15% (See dates below)

	Quarter Reflections
	5% (Must include pictures, and leadership reflections)

	Rally Set –Up/ Poster Making
	20%  (See dates below)

	Student Store Service
	20% (3 shifts per week + 1 cleaning shift per quarter)


Poster Making 				          Rally Set-Ups
Oct. 10, 7:30 am -5pm 		Sept. 17 5-8pm/Sept. 18 6:30 am    	Mar. 3 5-8 pm/Mar. 4 6:30am
Dec. 5, 7:30 am -5pm		Oct. 15 5-8pm/Oct. 16 6:30am	  	June 2 3-5 pm/June 4 6:30am
Feb. 20, 7:30 am -5pm		Jan 7 3-5pm/Jan 8 6:30am
	      	 		 Leadership Sponsored Major Events
June 22-July 24 Summer School ASBO Service (2 shifts per week, 2 meetings, total of 22 hours)
August 11-14 Leadership Camp (total of 40 hours)
August 18-21, 25 Registration (5 shifts) August 20 Freshmen Orientation (total 26 hours)
October 16 Homecoming Game and Dance (Free for all leadership students)
TBA - Leadership Mixer @ ______________ High School 
October 6 Day of Senior Training (Seniors Only)
December 12 Holiday Party (Wrapping week of or attend event) 
January 29 Winter Formal (All Leadership students, ASB students only must attend)
February 23 Joe Pioneer
March 12 Sadie’s (Sophomores & Freshmen must attend)
April 21 Talent Show (Class Acts)			May 20 College Dinner (3 hours)
June 4 Prom (Seniors & Juniors must attend)		June 6 Leadership Banquet
Leadership Weekly Schedule
	Day
	Activity

	Monday
	Building Maintenance 

	Tuesday
	Meeting Day/ Team Building

	Wednesday
	Work Day/Officer Meeting

	Thursday
	Work Day/Team Building

	Friday
	Work Day/Event set up
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The following are stamp sheets that you will use to keep track of your leadership contributions. It is your responsibility to bring your leadership handbook with you to EVERY leadership activity and get it stamped by a leadership secretary in order to receive credit towards your grade. Stamps will ONLY be given at the time that you are working a shift, unless otherwise instructed. If you lose this sheet, there will be no other record of your service to leadership. 
Must be completed in INK to be valid!              NAME __________________________
	Date
	Event
	Time In & Stamp
	Time Out & Stamp
	Total 
Hours

	6/22-7/24
	Summer School ASBO Service (2 shifts per week)    (Add up total hours)
	

	
-
	

	8/11-8/14
	Leadership Camp
	

	

	

	8/17-8/20,24
	Registration Shift 1
Date:
	
	
	

	8/17-8/20,24
	Registration Shift 2
Date:
	
	
	

	8/17-8/20,24
	Registration Shift 3
Date:
	
	
	

	8/17-8/20,24
	Registration Shift 4
Date: 
	
	
	

	8/17-8/20,24
	Registration Shift 5
Date:
	
	
	

	8/19
	Freshmen Orientation

	
	
	

	10/6
	Day of the Senior Training (Seniors Only)
	
	
	

	10/16
	Homecoming Game

	
	
	

	10/16

	Homecoming Dance

	
	
	

	
	ASB Mixer

	
	
	

	12/12

	Holiday Toy Party or Prep Week 

	
	
	

	1/29
	Winter Formal ASB Only

	
	
	

	2/23

	Joe Pioneer
	
	
	

	4/21
	Talent Show

	
	
	

	5/18

	College Dinner

	
	
	

	6/6

	Leadership Banquet

	
	
	



Poster Making Days				Name: ________________________
	Date
	Time In
	Time Out
	Total HRS
	Stamp

	10/10 Homecoming float making day (All Clubs)
	
	
	
	


	12/5 Winter Sports Rally Toy Wrapping
	
	
	
	


	2/20 Spring Sports Rally

	
	
	
	





Rally Set-Ups					Name: __________________________
	Date
	Time In
	Time Out
	Total HRS
	Stamp

	9/17  Fall Sports Rally PM (5 pm at ASBO to 8 PM)

	

	
	
	


	9/18 Fall Sports Rally AM (6:30 am; This includes cleaning during 3rd Period)
	
	
	
	



	10/15 Homecoming Rally  PM (5 pm at ASBO to 8 PM)

	
	
	
	


	10/16 Homecoming Rally AM (6:30 am; This includes cleaning during 3rd Period)
	
	
	
	


	1/7  Winter Sports Rally PM (3 pm at ASBO to 8 PM Slit session dinner included)
	
	
	
	



	1/8 Winter Sports Rally AM (6:30 am; This includes cleaning during 3rd Period)
	
	
	
	


	3/3 Spring Sports Rally PM (5 pm at ASBO to 8 PM)
	
	
	
	



	3/4 Spring Sports Rally
AM (6:30 am; This includes cleaning during 3rd Period)
	
	
	
	


	6/2  AAA Awards PM
(3 pm at ASBO to 6 PM)
	
	
	
	


	6/3 AAA Awards AM
(6:30 am; This includes cleaning during 3rd Period)
	
	
	
	


	Halloween Grams 
6:30 am to 7:45 am
	
	
	
	

	Holiday Grams
6:30 am to 7:45 am
	
	
	
	

	Valentine Grams
6:30 am to 7:45 am
	
	
	
	

	Sophomore Grams
6:30 am to 7:45 am
	
	
	
	

	Talent Show Practice
	
	
	
	

	Joe Pioneer Practice
	
	
	
	

	Prom Juniors & Seniors must attend, EC others
	
	
	
	

	Sadie’s Sophomores & Freshmen , EC others
	
	
	
	

	
	
	
	
	

	
Event Time Card				Name: ______________________________

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc298763733]Fundraising Log					Name: __________________________
	Item
	Ticket Numbers
	Amount
	Amount Sold
	Treasurer Signature

	Sophomore Grams (5)
	
	
	
	

	Halloween Grams (10)
	
	
	
	

	Can Food Items (5)
	
	
	
	

	Joe Pioneer Tickets (5)
	
	
	
	

	Fall Play (4)
	
	
	
	

	Holiday Grams (10)
	
	
	
	

	Toy Drive (1 toy)
	
	
	
	

	Valentine Grams (10)
	
	
	
	

	Talent Show Tickets (5)
	
	
	
	

	Spring Musical (4)
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Student Store
Purpose:  The student store is important for the following reasons:
1. It helps raise money for student body activities and projects.  The revenue from the student store paid for the stage to be raised and painted.  It help pay for the homecoming activities and dances to reduce cost to students.
2. It trains students to work in a real store environment.  Retail sales are one of the largest industries in the United States.  When students look for a job they can list their time the invested in working the student store.
3. Help students meet all the students of school and not just their friends.
4. Teaches students to work with others and be responsible.

Expectations:  Every member of Leadership must work in the student store or student Union.  You must work one snack shift and one lunch shift at either the student union or student store.  You must also work one shift before or after school shift in the student union.  You must also clean the slushie machine once a quarter.
1. It is our major fund raiser and we need the money.  
2. It is expected that everyone work snack, lunch, afterschool, and before school when assigned.
3.  It is also expected that you are careful with the money and make change correctly.  If you need help ask.  There no shame in asking.  
4. You need to be honest.  When you steal you steal from yourself, your friends, and other students.  You are the only one who can take your honesty away.  We also have surveillance cameras.
5. You should report any student who you see stealing to Mrs. Pollock right away so it can be handled.
6. You need to be a cheerful worker.  No yelling out the window.
7. You cannot eat while working.  Please leave your class 5 minutes early to get your food and eat before your assigned time.
8. If you are a cashier you must not leave the register.  You will be responsible for any overages or shortages.

[bookmark: _Toc297842011][bookmark: _Toc298751268][bookmark: _Toc298763770][bookmark: _Toc330895632][bookmark: _Toc424761413][bookmark: _Toc424761935]Job Descriptions:  The Student Store Manager, Student Union Manager and the Commissioner of Music will have a calendar of workers for each day. 
· If you cannot work that specific that you were assigned, it is your responsibility to find a replacement and then notify the managers who your replacement is.
· If you are scheduled to work that day see if you can leave your 5th period 10 minutes before the bell to get ready for sales.
· Workers scheduled to work MUST work or you leave the store shorthanded. 
· You will receive a zero for the day if you fail to show up.
· Student Store Workers
· General Sales: 4 workers (2 workers each window)
· Slushy Sales: 2 workers
· Balloon sales: 2-3 workers
· Sound: 1 workers
· ASB Sales: 2 workers


· Student Union Workers
· Cashier and helper: 2 workers
· Inventory control: 2 workers
· Door Monitors: 2 workers
· Printer Control: 2 workers
[bookmark: _Toc297842012][bookmark: _Toc298751269][bookmark: _Toc298763771][bookmark: _Toc330895633][bookmark: _Toc424761414][bookmark: _Toc424761936]Student Store Sale Items Handled From Front Windows:  New items can be added just ask.  There are new guidelines about food items based on the state nutrition rules.
1. School supplies which include paper, spiral notebooks, graph paper, pens, pencils, erasers, glue sticks, lead for pencils, protractors, etc.
2. Snacks which include chex mix, crackers, low calorie cookies, pretzels, etc.
3. Slushy’s in four different flavors.
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1. ASB cards
2. Text book lockers
3. PE Clothes and lock.  The gray PE lock is given in PE.  Give correct size clothes.
4. Yearbooks
5. Senior Packets, Senior t-shirts, Senior Sweatshirts
6. Sweat shirts and pants, hats, beanies, and t-shirts
7. Dance Tickets
8. Birthday on the Marquee messages
9. Grad night
10. PSAT test and AP test

Student Union Items
1. Print Cards and printing
2. Snacks which include chex mix, crackers, low calorie cookies, pretzels, etc.
3. Drinks after school only


[bookmark: _Toc297842014][bookmark: _Toc298751271][bookmark: _Toc298763773]
[bookmark: _Toc393707106][bookmark: _Toc424761416][bookmark: _Toc424761938][bookmark: _Toc424762199]
Student Store Time Card  Name: _________________
1. Write the dates for you weekly shifts
2. Get a stamp for your shift when you work it.  You cannot make up a shift you will get a zero for missed shifts.  YOU MUST BRING YOUR HANDBOOK.
3. Each shift must be stamped by an official student store manager at the time of your shift.  
4. You must work 3 shifts every week:  one snack, one lunch and one before or after school,  (Before 7-7:45 am Afterschool is 2:45-3:30 pm or 3:30-4:15 pm, 4:15 pm-5:00 pm on Early Out Wednesday 2-2:45 pm, 2:45-3:30 pm, 3:30-4:15 pm, 4:15-5:00 pm)
	Week
	Snack Date
	Snack Work
	Lunch Date
	Lunch Work
	B/A school Date
	B/A school Work

	8/31
	
	
	
	
	
	

	9/8
	
	
	
	
	
	

	9/14
	
	
	
	
	
	

	9/21
	
	
	
	
	
	

	9/28
	
	
	
	
	
	

	10/5
	
	
	
	
	
	

	10/12
	
	
	
	
	
	

	10/19
	
	
	
	
	
	

	10/26
	
	
	
	
	
	


You must clean slushy machines or refrigerator once a quarter: 
	Date:
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1. Write the dates for you weekly shifts
2. Get a stamp for your shift when you work it.  You cannot make up a shift you will get a zero for missed shifts.  YOU MUST BRING YOUR HANDBOOK
3. Each shift must be stamped by an official student store manager at the time of your shift
4. You must work 3 shifts every week:  one snack, one lunch and one before or after school,  (Before 7-7:45 am Afterschool is 2:45-3:30 pm or 3:30-4:15 pm, 4:15 pm-5:00 pm on Early Out Wednesday 2-2:45 pm, 2:45-3:30 pm, 3:30-4:15 pm, 4:15-5:00 pm)
	Week
	Snack Date
	Snack Work
	Lunch Date
	Lunch Work
	B/A school Date
	B/A school Work

	11/2
	
	
	
	
	
	

	11/9
	
	
	
	
	
	

	11/16
	
	
	
	
	
	

	11/30
	
	
	
	
	
	

	12/7
	
	
	
	
	
	

	12/14
	
	
	
	
	
	

	1/4
	
	
	
	
	
	

	1/11
	
	
	
	
	
	

	1/18
	
	
	
	
	
	

	1/25
	
	
	
	
	
	


You must clean slushy machines or refrigerator once a quarter: 
	Date:
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1. Write the dates for you weekly shifts
2. Get a stamp for your shift when you work it.  You cannot make up a shift you will get a zero for missed shifts.  YOU MUST BRING YOUR HANDBOOK
3. Each shift must be stamped by an official student store manager at the time of your shift
4. You must work 3 shifts every week:  one snack, one lunch and one before or after school,  (Before 7-7:45 am Afterschool is 2:45-3:30 pm or 3:30-4:15 pm, 4:15 pm-5:00 pm on Early Out Wednesday 2-2:45 pm, 2:45-3:30 pm, 3:30-4:15 pm, 4:15-5:00 pm)
	Week
	Snack Date
	Snack Work
	Lunch Date
	Lunch Work
	B/A school Date
	B/A school Work

	2/1
	
	
	
	
	
	

	2/8
	
	
	
	
	
	

	2/15
	
	
	
	
	
	

	2/22
	
	
	
	
	
	

	2/29
	
	
	
	
	
	

	3/7
	
	
	
	
	
	

	3/14
	
	
	
	
	
	

	3/21
	
	
	
	
	
	

	4/4
	
	
	
	
	
	


You must clean slushy machines or refrigerator once a quarter: 
	Date:
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1. Write the dates for you weekly shifts
2. Get a stamp for your shift when you work it.  You cannot make up a shift you will get a zero for missed shifts.  YOU MUST BRING YOUR HANDBOOK
3. Each shift must be stamped by an official student store manager at the time of your shift
4. You must work 3 shifts every week:  one snack, one lunch and one before or after school,  (Before 7-7:45 am Afterschool is 2:45-3:30 pm or 3:30-4:15 pm, 4:15 pm-5:00 pm on Early Out Wednesday 2-2:45 pm, 2:45-3:30 pm, 3:30-4:15 pm, 4:15-5:00 pm)
	Week
	Snack Date
	Snack Work
	Lunch Date
	Lunch Work
	B/A school Date
	B/A school Work

	4/11
	
	
	
	
	
	

	4/18
	
	
	
	
	
	

	4/25
	
	
	
	
	
	

	5/2
	
	
	
	
	
	

	5/9
	
	
	
	
	
	

	5/16
	
	
	
	
	
	

	5/23
	
	
	
	
	
	

	5/30
	
	
	
	
	
	

	6/6
	
	
	
	
	
	

	6/13
	
	
	
	
	
	


You must clean slushy machines or refrigerator once a quarter: 
	Date:
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	Time
	Tuesday 
Aug. 11
	Wednesday 
Aug. 12
	Thursday
Aug. 13
	Friday 
Aug. 14

	8:30 AM
	 
	Breakfast
	Breakfast
	Breakfast

	9:00 AM
	Take Pictures for Camp

Bus Leaves for camp
	Introduction of Leadership Academy Staff and Icebreakers
Goals & Ground rules
	Project Planning and Marketing: Rallies and Dances
	Bags must be out of room. Leadership Meeting

	10:00 AM
	 
	
	ASB: Mrs. Pollock
Renaissance: Rodriguez Meeting
	Am I Ready To Sign: Page 1

	11:00 AM
	Lunch at the Mall
	
	Team Building: Ms. Durley
	Awards and slide show

	12:30 PM
	 
	Lunch
	Lunch
	Lunch

	1:00 PM
	Arrive at Camp Unload Bus, Name tags, Camp Meeting, Fill out Page 15
	
	Class Skit Practice: Class Advisors
	Leave for home.

	2:00 PM
	Swimming or other activities  
	
	Swimming or other activities
	 

	3:30 PM
	Team Building – Ms. Durley and camp counselors at pool.
	
	Marketing and Video Production Time
	 

	4:30 PM
	Get to Know my Cabin Mates
Room Skit Practice: Camp Counselors
	

Closing
	Room Skit Practice: Camp Counselors 
	 

	5:30 PM 
	Check Out the Cabins Make bags,
Room Skit Practice: Camp Counselors
	How to have an effective meeting:
ASB/Renaissance Meetings
	Team Building Activities
	

	6:30PM
	Dinner
	Dinner
	Dinner
	 

	7:15 PM
	Video Project
Lex  and camp counselors
	Class Meetings: Planning for Registration, HR rally
	Class Skit Practice: Class Advisors
	 

	8:15PM
	Night Hike.  Wear closed toe shoes Bring flashlight
Hike
	Class meeting and skits
	Class Skit Practice: Class Advisors
	 

	9:15 PM
	
	Fire Ring and s’mores
	Putting on the Show Camp Counselors
	 

	10:30 PM
	Showers and relaxation (Cell phone and game time)
	Showers and relaxation (Cell phone and game time)
	Showers and relaxation (Cell phone and game time)
	 

	11:30 PM
	Lights Out
	Lights Out
	Lights Out
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My Personal Goals for Camp

1. My strengths are (list at least 3):
2. My weak points are (list at least 3):
3. I want to improve the following activities at school (list at least 3):
4. I want to work on the following activities for this year (list 3):
5. I need training in the following areas (ex. Leadership position): 
6. I want to learn the following at camp this year:
7. I am going to do the following 3 things to meet new leadership students at this camp:
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Camp Notes and Activities Worksheet 2015
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Camp Notes and Activities Worksheet 2015
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 Senior Class Activities
Class T-shirts – Design your class shirts during the summer and have them ready to sell during registration.
Painting the Parking Lot – Date: _________________________ Supplies: Black Outdoor paint to cover the old stuff, rollers, handles, tape, paint brushes, 1 quart cans of various colors, bowls, buckets of water to wash brushes, music, cardboard to kneel on.
Registration Week – Date: ___________________.  Class Officers will set up a booth with a sign in sheet of those students that want to help with Senior activities during the year, sell class t-shirts and any other fund raising items that would want to do. The Officers can find other seniors to help with orientation week. 
First Day of School – Date: __________________. Make posters to welcome seniors to school.  Work table at homeroom and give out stuff.  Seniors are giving out: ___________________________
Homecoming Parade Float– Theme: ______________________. Person In Charge: ___________
Float Workers meet on Oct. 10th at 8 am in FAC.  Materials needed: ___________________________
_______________________________________________________________________________
Senior Gram Sales– Valentines grams.  Be ready to sell January 22nd.  Designed by: _____________.  Balloons picked up by: ________________. Candy Flowers Ordered by: ________________________.  Sort Grams afterschool Feb. 11th.  Meet at ASBO Feb. 12th at 6:30 to start balloons.
Rally Poster Making – Seniors will make 4 large posters (40 ft.) based on the theme.  Posters Making Days.  Designs should be completed at least one week before poster making days.
Summer Theme: ________________________. Person in Charge: ____________________________
Oct. 20th Theme: _______________________. Person in Charge: ____________________________
Dec. 4th Theme: ________________________. Person in Charge: ____________________________
Feb. 20th Theme: _______________________. Person in Charge: ____________________________
Class Sweat-shirts – Person in Charge of Design: ___________________ Person in charge of taking orders: _______________________. Person in charge of distribution: ________________________ 
Day of the Senior – Oct. Oct. 7th.  Held in the Gym all day.  All seniors are in attendance.  50 seniors needed for training.  Person in charge of sign-ups at registration: ____________________.  Students from all aspects of the class need to be included.  Person in charge of Dinner and drinks to be provided for the training session: ______________________.  Person in charge of snack will for all the seniors for the Day of the Senior: _______________________.  Person in charge of supplies for this will include magazines’:______________________.  Person in charge of posters: ___________________. Person in charge of events which include: senior panoramic picture to be taken at by Classic Image at the location decided by the class, sweatshirt design voting, and other activities.  _____________________. Class Officers will speak to class regarding activities, goals and expectations that they have for them.  Urge seniors to get involved in school activities – rallies, fundraising, Graduation, Senior Week Activities, Awards Night, etc.  Person in charge of getting counselors talk about applying to colleges: ___________. Person in charge of making a senior calendar of all senior important dates: _______________________. Your speaker will need three hours and you need to be complete by lunch.

Senior Ring Ceremony-– Date: _____________ Purpose: _____________________________
MCs:_________________________________ Back Drop: _______________________________
Decorations/Red Carpet: ____________________ Program _______________________________
Setup: __________________________________   Clean up: _____________________________
Cap and Gown –Person in charge: __________________________.  Make list for SoCalGrad from senior packet List: SoCalGrad will be coming on campus to help with this.  They will also be selling class rings and helping with graduation announcements.  SoCalGrad distributes the cap and gowns at AAA.
Gradnight – June 10th at Disneyland: 9 am to 3 am. Cost $120. Include bus and ticket.  Order 5 buses by September 30tH ______. Guest Paperwork: ________. Disneyland and Bus Forms: ________.   Read and complete 35 page Disneyland guide book.  Ticket Sellers: _________________________________
 Person to Organize paperwork by bus.  ____________________________________Make copies of all papers.  ___________________ Chaperones (6):_________________________________________
______________________________________________________________________________
AAA Awards and Meeting  –June 3rd.  The seniors will pick-up their cap and gowns during 1st period.  
I’m Going to College Dinner – May 18th.  The junior honor guard will be the servers.  The senior class advisor will be the master of ceremonies along with the College and Career Counselors. 
Senior Awards: June 1st held in FAC to present seniors with scholarships and honors.  MC is class advisor.  Senior class president and vice president help with pledge.  Honor guard serves dessert.
Banquet – June 6th held in FAC to celebrate all events of the year.  Cost Free to leadership students.  Make sure you have a gift for your advisor.  Collect pictures all year long to be included in the video.
Senior Gift – Your class should decide on gift for the school that represents you class.  You can fund raiser for this or use the balance of your account. 
Graduation – June 15th @ ____________ PM. Mr. Garcia along with _______________ plans the graduation ceremony.  The senior class needs to meet with them to review the details and determine if the Senior class would like any additional things (ie. Fireworks, Confetti, extra flowers, etc.)  The ASB president will lead the pledge; the speakers will be the valvictorian and salutatorians.  The music for graduation will be chosen by Mr. Garcia along with the Music department.  The honor guard will be juniors with a 3.5 GPA or higher.
Senior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Senior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________
Senior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Senior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Senior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Senior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Senior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Senior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Senior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________
[bookmark: _Toc297841986][bookmark: _Toc298751243][bookmark: _Toc298763745][bookmark: _Toc393707116][bookmark: _Toc424761426][bookmark: _Toc424761948][bookmark: _Toc424762209]
Junior Class Activities
Class T-shirts – Design your class shirts during the summer and have them ready to sell during registration.
Registration Week – Date: ___________________.  Class Officers will set up a booth with a sign in sheet of those students that want to help with Junior activities during the year, sell class t-shirts and any other fund raising items that would want to do. The Officers can find other juniors to help with orientation week. 
First Day of School – Date: __________________. Make posters to welcome juniors to school.  Work table at homeroom and give out stuff.  Juniors are giving out: ___________________________
Homecoming Parade Float– Theme: ______________________. Person In Charge: ___________
Float Workers meet on Oct. 10th at 8 am in FAC.  Materials needed: ___________________________
_______________________________________________________________________________
Junior Gram Sales –Holiday grams.  Be ready to sell December 1st Designed by: _____________.  Balloons picked up by: ______________________. Prizes Ordered by: ________________________.  Sort Grams afterschool December 17th.  Meet at ASBO Dec. 18th at 6:30 to start balloons.
Rally Poster Making – Juniors will make 1 large posters (44 ft.) based on the theme.  Posters Making Days.  Designs should be completed at least one week before poster making days.
Summer Theme: ________________________. Person in Charge: ____________________________
Oct. 20th Theme: _______________________. Person in Charge: ____________________________
Dec. 4th Theme: ________________________. Person in Charge: ____________________________
Feb. 20th Theme: _______________________. Person in Charge: ____________________________
Joe Pioneer Contest – February 23rd  @ FAC 7 PM.  Senior boys compete in a spoof beauty contest that includes talent, formal wear, luau wear, and question and answer period.  Judges are generally girls from other schools so as not to be biased.  It is a fund raiser for prom and 1st prize is generally a Prom bid.   See separate worksheet in handbook. 
Prom– June 4th. Cost $90 to $120.  When you plan ahead this can be a great fund raiser.  Remember that you are looking toward a goal for moneys for Senior Activities.  The preparations for the Prom are varied and demand close cooperation by all concerned.  See separate worksheet in handbook.
Banquet – June 6th held in FAC to celebrate all events of the year.  Cost Free to leadership students.  Make sure you have a gift for your advisor to present at the banquet.  Collect pictures all year long to be included in the video.
Graduation – June 15th @ ________PM.  Juniors will sell flowers and mugs for fundraiser.  Person in
charge of order form: _____________________ Person in Charge of sorting flowers: _____________ 
Person in charge of Deliveries to the Gym : ______________________ Person in charge of home side 
sells: ____________________  Person in charge of Visitor side sells: _________________________


Junior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Junior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Junior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Junior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________  Clean up: _____________________________

Junior Homeroom Rally – Date: _____________ Purpose: ____________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________  Clean up: _____________________________
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Sophomore Class Activities
Class T-shirts – Design your class shirts during the summer and have them ready to sell during registration.
Registration Week – Date: ___________________.  Class Officers will set up a booth with a sign in sheet of those students that want to help with Sophomore activities during the year, sell class t-shirts and any other fund raising items that would want to do. The Officers can find other Sophomores to help with orientation week. 
First Day of School – Date: __________________. Make posters to welcome juniors to school.  Work table at homeroom and give out stuff.  Sophomores are giving out: _________________________
Homecoming Parade Float– Theme: ______________________. Person In Charge: ___________
Float Workers meet on Oct. 10th at 8 am in FAC.  Materials needed: ___________________________
_______________________________________________________________________________
Sophomore Gram Sales –Holiday grams.  Be ready to sell ________ Designed by: _____________.  Balloons picked up by: ______________________. Prizes Ordered by: ________________________.  Sort Grams afterschool ______________.  Meet at ASBO _______________ at 6:30 to start balloons.
Rally Poster Making – Sophomores will make 1 large posters (44 ft.) based on the theme.  Posters Making Days.  Designs should be completed at least one week before poster making days.
Summer Theme: ________________________. Person in Charge: ____________________________
Oct. 20th Theme: _______________________. Person in Charge: ____________________________
Dec. 4th Theme: ________________________. Person in Charge: ____________________________
Feb. 20th Theme: _______________________. Person in Charge: ____________________________
Sadies Dance– March 11th or 12th.  The sophomore class will plan and sponsor the Sadie’s dance.  The dance should be held off campus and include a DJ, theme, and simple refreshments.  This is a fund raiser for the sophomore class.  You need to have students work in the ASBO when tickets are being sold to handle the paperwork and money.  See separate form in handbook.  
Banquet – June 6th held in FAC to celebrate all events of the year.  Cost Free to leadership students.  Make sure you have a thank you gift or card for your class advisor.  Collect pictures all year long to be included in the video.
Sophomore Homeroom Rally – Date: _____________ Purpose: _________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Sophomore Homeroom Rally – Date: _____________ Purpose: _________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________
Sophomore Homeroom Rally – Date: _____________ Purpose: _________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Sophomore Homeroom Rally – Date: _____________ Purpose: _________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Sophomore Homeroom Rally – Date: _____________ Purpose: _________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Sophomore Homeroom Rally – Date: _____________ Purpose: _________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________
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Freshmen Class Activities
Class T-shirts – Design your class shirts during the summer and have them ready to sell during registration.
9th Grade Orientation – August 19th 6 PM.  This is when the incoming 9th graders and their parents come for registration information. Person in charge of games: ________________________________. Person in charge of food: ________________________ Person in charge of Signs: _______________
Person in charge of Set-up: ______________________  Person in charge of Music: _______________
Registration Week – Date: ___________________.  Class Officers will set up a booth with a sign in sheet of those students that want to help with Freshmen activities during the year, sell class t-shirts and any other fund raising items that would want to do. The Officers can find other Freshmen to help with orientation week. 
First Day of School – Date: __________________. Make posters to welcome juniors to school.  Work table at homeroom and give out stuff.  Freshmen  are giving out: _________________________
Homecoming Parade Float– Theme: ______________________. Person In Charge: ___________
Float Workers meet on Oct. 10th at 8 am in FAC.  Materials needed: ___________________________
_______________________________________________________________________________
Freshmen Gram Sales –Halloween grams.  Be ready to sell ________ Designed by: ____________.  Balloons picked up by: ______________________. Prizes Ordered by: ________________________.  Sort Grams afterschool ______________.  Meet at ASBO _______________ at 6:30 to start balloons.
Rally Poster Making – Freshmen will make 2 posters; One large (77 ft.) and one small (17ft.) based on the theme.  Posters Making Days.  Designs should be completed at least one week before poster making days.
Summer Theme: ________________________. Person in Charge: ____________________________
Oct. 20th Theme: _______________________. Person in Charge: ____________________________
Dec. 4th Theme: ________________________. Person in Charge: ____________________________
Feb. 20th Theme: _______________________. Person in Charge: ____________________________
Pennies for Patients: Held in February to raise money for Lukemina patients.  Person in charge of homeroom boxes:  _______________  Person in charge of flyers and advertising: _________________ Person in charge of money counting: _______________ Person in charge of Coinstar: ______________ Person in charge of Prizes for homerooms: Big _________________ Medium ____________________ Small __________________ Person in charge of Total Program _____________________________
Banquet – June 6th held in FAC to celebrate all events of the year.  Cost Free to leadership students.  Make sure you have a thank you gift for your adviser.  Collect pictures all year long to be included in the video.



Freshmen Homeroom Rally – Date: _____________ Purpose: _________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Freshmen Homeroom Rally – Date: _____________ Purpose: _________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Freshmen Homeroom Rally – Date: _____________ Purpose: _________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________

Freshmen Homeroom Rally – Date: _____________ Purpose: _________________________
MCs:_________________________________ Game or Activity: __________________________
Prizes: _______________________________  Decorations: ______________________________
Setup: __________________________________   Clean up: _____________________________
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August 2015
Fill out daily, indicate what you worked on, and be specific.  Wear leadership shirts on Fridays.
[image: ]
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September 2015
Fill out daily, indicate what you worked on, and be specific.  Wear leadership shirts on Fridays.
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October 2015
Fill out daily, indicate what you worked on, and be specific.  Wear leadership shirts on Fridays.
[image: ]
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Meeting: Because We Need Them
[image: meet-1]BELIEFS
· Meeting are an ideal way to an ideal way to imitate  positive change
· Student leaders working together in groups are the key to successful results
· Meetings are an opportunity to create collaborative, safe, receptive environments that bring out the best in students
· There is no single “right way” to create an effective meeting
· Effective processes in meeting produce results that work
· Shared ownership of decisions is a key to getting good results… A “win-win” situation
· Decisions which are supported by all members are reached by making a series of small agreements
· Decision making options
EXPECTATIONS AND DESIRED OUTCOMES
· The goals and desires of outcomes of a small group session need to be clear to group members from the beginnings.
· The correlation of these with the personal goals of the members should be considered
· Steps
1. Facilitators should review expectations (desired outcomes) set prior to meeting
2. Ask students to share their expectations from the small group sessions
3. Record these on chart paper
4. Review student expectations with the group, commenting on which ones will be met and which ones are not feasible.  Explain why something is not possible if appropriate.
5. Save the copy of the expectations for periodic review.  If written on chart paper, post the chart paper listing the desired outcomes.
AGREEMENTS
· Are commitments made by the group that will enable it to work together
· The statements about group behavior that are agreed upon by the individual members of the group.
· Your group will function at a high level of effectiveness if members have “bought into” some key agreements from the beginning of their interaction.
· Merely creating a list of everything which should happen is not sufficient.
· Possible agreements need to be thoroughly discussed to determine which ones are essential for the group to function at a peak level.
· Steps
1. Brainstorm all behaviors which will make the group “work”
2. Refine wording and clarify meaning
3. Reach consensus the ones which each member agrees to do
4. Post it in a visible place (use chart paper and colored marking pens)
Examples of agreements which you might wish to make:
· Be on time
· Listen to each other
· Participate is discussions
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SUPPLIES
· Chart paper (ruled or unreeled); any large sheet of writing paper will do
· Masking tape (to hold chart paper on a flat surface)
· Colored marking pens (at least three dark colors)
· Agenda
FACILITATOR
· Serves as the director of the meeting
· Conducts the meeting and constantly encourages for dialog between constituents
· Focuses the group on a common task
· Keeps everyone on track
· May propose ways to proceed to a consensus
· Ensures everyone has a chance to participate in decision making
RECORDER
· Uses the supplies listed above
· Logs all comments made in outline form (uses bullets, asterisks, etc, but no numbering)
· May ask questions to clarify statements which will be written on the chart paper
· Uses words, of speaker and avoids paraphrasing or editing (unless to condense without losing concept) ask permission of speaker if recording can be phrased differently (shorted)
· Writes clearly and legible and large enough so all can see
· Alternates colors of pens per new idea or comment
GROUP MEMBERS
· Pays attention to meeting
· Gives input
· Does not have side discussions
MEMORY SHEETS
· The chart paper from which the recorder logs discussion points; this is hung so all can see clearly
· The agenda is also posted and an arrow used to indicate placement in the meeting
· All memory sheets are title (Agenda, Desired Outcomes, Agreements, Action Items, When next meeting will be held, etc.)
· Recorder will eventually take the memory sheets to type the formal Minutes
· Action items can be used for next meeting to check progress
THE BIN
· A place (separate corner of the chart paper or a separate chart paper) to store other topics or concerns that may arise during course of the meeting but are not on the agenda
· If time permits before meeting ends the facilitator may refer to the Bin or follows up on the Bin ideas by adding it to the agenda for the next meeting
ROOM ARRANGEMENT
· Important that the group members can see the facilitator, recorder, and memory sheets as well as each other
· Room arrangement should encourage interaction amongst members 


	
	Advantages
	Disadvantages

	[image: room1]
	· Encourages eye contact; personal contact with others
· Especially appropriate when group is working on interpersonal issues
	· Can encourage interpersonal conflict and confrontation
· No single focus point
· Not conducive to using Group Memory

	[image: room2]
	· Allows group to focus on Group Memory
· Status differential minimized white roles are clear
· Reduces interpersonal conflict
	· Tables can be a barrier
· Participants still unable to see each other

	[image: meet-2b]
	· No barriers between people
· Can accommodate larger groups
· Single focus on task
· Equal status of participants
	· Initial discomfort for people who are used to having tables
· Drinks, writing materials have to be placed on floor
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· Use action planning as an opportunity to identify clearly what is expected
· Assign responsibility to an individual, if a group is responsible, designate a lead person
· Make completion dates realistic
· If action plans are not used to follow through on completion, they become ineffective
· For ongoing projects check status of action items regularly
· When creating an action plan, it is important to identify how issues not resolved at meetings will be handled.
· Acknowledgement of completed assignments rewards and motivates people as well as reaffirms the usefulness of the meeting

	Action Items for _____________________________________

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.
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· Brainstorming is ideal to use when discussing ideas, solutions, recommendations for a project
· Rules
1. Think Positively
2. Write Down all Ideas
3. Get as Many Ideas as Possible
4. Don’t Discuss the Ideas
· Steps
1. Form a smaller and a Recorder
2. Use newsprint of the wall to record ideas
3. Brainstorm for 10-15 minutes
4. Follow the Rules
5. Combine and improve the ideas after you finish brainstorming
6. Eliminate ideas that won’t work
· Narrowing Tools
1. Rank Order (N/3)
2. Make sure the wording is clear
3. No duplicates
4. Count items and divide by 3
5. Hand vote, opinions are determined and then tallied
· Closing Tools
1. Build Up/Eliminate
· Ask the group what could be added to an option or taken away to make it more acceptable
2. Both/And
· Ask the group if they can use both or all of three top options instead of choosing one
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· At close of the meeting
· Remove group memory from walls, put in order
· Review each page to check titles and section headings, make sure writing is legible and sentences make sense
· Roll up group memory.  Label outside with group name and date
· Deliver to person responsible for producing minutes
· Meeting Minutes must include the following:
1. Cover Page: include the group name, date and place of meeting, names of attendees
2. Agenda: include the desired outcomes and agenda
3. Key Decisions: include a summary of key decisions
4. Background Information: include notes from discussions, brainstormed lists
5. Action Plan: include the action plan showing all next steps agreed on
6. Meeting Debriefing: Include the +/- 
These Samples would appear on large chart paper using different colors
	DESIRED OUTCOMES
· Prom Theme vote
· Prom Decorations ideas
· Prom Favors ideas
· Ticket Sales dates
· Advertising ideas
	
	AGREEMENTS
· Agree to disagree
· Respect other’s opinions and ideas
· Actively contribute
· Be on time for all meetings
· Be prepared for meetings
· Stay focused and on task



	PROM PLANNING AGENDA
· Call To Order                                  Sammy                          1: 20 pm
· Roll Call (sign in on sheet)                Gabby                           1: 22 pm
· Review Theme ideas and Vote         Sammy                           1:25 pm
· Decoration ideas                             Gabby                            1:30 pm
· Prom  favors ideas                          Danielle                          1:34 pm
· Advertising ideas                            Paul                                1:38 pm
· Ticket Sale Dates                           Jane                               1:42 pm
· Meeting Adjourned                         Sammy                           1:44 pm


Leadership Students must attend 3 Meetings per month.
Meeting Minutes Example

[bookmark: _Toc393707124][bookmark: _Toc424761437][bookmark: _Toc424761959][bookmark: _Toc424762217]Class Meeting Notes for Junior Class                    Date: Sept. 10, 2015,  Stamp:             MP  
Agenda Items and Discussion: 1st homeroom rally of the year will be on Tuesday Sept. 16th,  Rally set up this Thursday and we need to set-up,  Junior balloons for the first rally of the year.  Homecoming float ideas need to be brought to the next meeting.   ___________________________________________
	My Action Items

	What
	When
	Where

	1. Homeroom Rally Set-up
	1. Tuesday Sept. 16th during 2nd period
	1.  Meet in the quad during 2nd period.

	2. Homeroom Rally Supplies that I will buy shaving cream, plates, and trash  bags, candy for prizes

	2.  Monday Sept. 15th bring them to the meeting
	2.  Purchase at Wal-Mart and don't spend more than $10

	
	
	


Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.




[bookmark: _Toc393707125]Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.




[bookmark: _Toc424761438][bookmark: _Toc424761960][bookmark: _Toc424762218]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393650702][bookmark: _Toc393707126][bookmark: _Toc424761439][bookmark: _Toc424761961][bookmark: _Toc424762219]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.
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ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393650704][bookmark: _Toc393707128][bookmark: _Toc424761441][bookmark: _Toc424761963][bookmark: _Toc424762221]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393650705][bookmark: _Toc393707129][bookmark: _Toc424761442][bookmark: _Toc424761964][bookmark: _Toc424762222][bookmark: _Toc297842015][bookmark: _Toc298751272][bookmark: _Toc298763774]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393650706][bookmark: _Toc393707130][bookmark: _Toc424761443][bookmark: _Toc424761965][bookmark: _Toc424762223]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393650707][bookmark: _Toc393707131][bookmark: _Toc424761444][bookmark: _Toc424761966][bookmark: _Toc424762224]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393650708][bookmark: _Toc393707132][bookmark: _Toc424761445][bookmark: _Toc424761967][bookmark: _Toc424762225]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



Rallies: Planning the Big Event
PROJECT MANGEMENT
· It is essential to know the direction in which you are going or you may end up some place you would rather not be.
· 1st step in project planning is setting up your goals and know where you are heading
MANAGEMENT VS.LEADERSHIP
· Management is doing things right
· Leadership is doing the right things
· Having goals and objectives will insure that you do the right things
· Management is efficiency in climbing the ladder of success
· Leadership determines whether the ladder is leaning against the right wall
· Efficient management without effective leadership is like straightening deck chairs on the Titanic
RALLIES
· Why do we have them?
· Show off student groups      -  Sports    - Clubs        - Cheer    - Band   
· Tool to learn project management and leadership
· 56 minutes that take 2 months to plan
· Everyone is ASB and Renaissance has a part in the rally
· Getting more students involved
· Updated sound and video options
THEME
· Brainstorm to come up with ideas
· Theme needs to be fun
· Visual			-    Popular stuff	-   Class sections need ideas
· Games for sports and classes		-   Music/Video options
· Decorations that will work

COMMITTEES
· Divide and Conquer
	· Class Posters	
· Sport Posters
· Theme Posters
· Music
· Video
· Floor Plan
	· Sports teams
· Advertising 
· Communication with teachers
· MC Script
· List for school business

	· Decorations and Balloons
· Games and Prizes
· Seating Assignments
· Job Assignments
· Materials/Orders
· Set-up and Take-down



ASSIGNING RESPONSIBLILITES			DOING YOUR PART		
· Define a leader for each area				-  Everyone needs to take ownership of their
· Determine tasks to be done				   part of the rally
· Set deadlines for each task				-  Keep to deadlines
· Report back to Rally Commissioner			-  Setting up/taking down takes less time 
· Keep to deadlines 					    when everyone helps

[bookmark: _Toc297842016][bookmark: _Toc298751273][bookmark: _Toc298763775][bookmark: _Toc393707133][bookmark: _Toc424761446][bookmark: _Toc424761968][bookmark: _Toc424762226]
Freshmen Orientation Plan
Date of Rally: August 19, 2015            	Rally Chair Person: ____________________________________
Theme of Rally: ___________________________________________________________________
Approximate budget for rally: ________________________________________________________
Decoration and Game Supplies Needed: (balloons, confetti, games supplies, etc.)
___________________________________	     ____________________________________
___________________________________	     ____________________________________
___________________________________	     ____________________________________
___________________________________	     ____________________________________
Teams:  Fedde, Haskell, Tetzloff,  Other: _______________________________________________
Publicity Plans: ___________________________________________________________________
Signs and posters up by: ________________ Person Responsible: _____________________________
Custodial Request due by: _______________  Person Responsible: ____________________________
Music due by: ________________________  Person Responsible: ____________________________
Rally Games due by: ___________________  Person Responsible: _____________________________
Theme Poster due by: _________________   Person Responsible: _____________________________
MC Script due by: ____________________  Person Responsible: _____________________________
Job Assignments due by: _______________  Person Responsible: _____________________________
Facebook Advertisement: ________________ Person Responsible: ____________________________
List of Games (keeping theme in mind)
	Competition Description
	Music
	Number of Participants
	Supplies
	Responsible Person

	1.
	
	
	
	

	2.
	
	
	
	

	3.

	
	
	
	


My Rally Assignments
	Time
	My Job
	Needed Supplies
	Completed

	Set-up
	
	
	

	During 
	
	
	

	Clean-up
	
	
	



Rally Agenda
Be as comprehensive as possible All time to be accounted for during the rally.

Theme: ________________________________  Rally Begins:_________ Rally Ends: ___________
Who is Responsible for the following groups?
Competitions: ______________________	Cheer: ___________________________
Band: ____________________________	Dance: ___________________________
Music: ___________________________	Clean-up: ________________________	
_____________________________________________________________________
Agenda
 Time:	Activity
 









[bookmark: _Toc424761447][bookmark: _Toc424761969]Rally Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
Music 	  		1	2	3	4	5	_____________________________
Activities		1	2	3	4	5	_____________________________
Games			1	2	3	4	5	_____________________________
Decorations		1	2	3	4	5	_____________________________
MC			1	2	3	4	5	_____________________________
Set-up			1	2	3	4	5	_____________________________
Clean-up		1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________
	Things that Worked:
	Things that didn't

	


	


[bookmark: _Toc393707134][bookmark: _Toc424761448][bookmark: _Toc424761970][bookmark: _Toc424762227]
Fall Rally Pre-Plan
Date of Rally: September 18, 2015      	   Rally Chair Person: __________________________________
Theme of Rally: ___________________________________________________________________
Purpose of Rally: __________________________________________________________________
Approximate budget for rally: ________________________________________________________
Decoration and Game Supplies Needed: (balloons, confetti, games supplies, etc.)
___________________________________	     ____________________________________
___________________________________	     ____________________________________
___________________________________	     ____________________________________
___________________________________	     ____________________________________
Teams:  Football, Girls Volleyball, Girls Tennis, Cross Country, Waterpolo Other: __________________
Publicity Plans: ___________________________________________________________________
_______________________________________________________________________________
Signs and posters up by: ________________ Person Responsible: _____________________________
Custodial Request due by: _______________  Person Responsible: ____________________________
Class Posters due by: __________________  Person Responsible: _____________________________
Sports Posters due by: _________________  Person Responsible: ____________________________
Music due by: ________________________  Person Responsible: ____________________________
Video due by: ________________________  Person Responsible: ____________________________
Rally Games due by: ___________________  Person Responsible: _____________________________
Theme Poster due by: _________________   Person Responsible: _____________________________
MC Script due by: ____________________  Person Responsible: _____________________________
Job Assignments due by: _______________  Person Responsible: _____________________________
Sports Break Through by: _______________ Person Responsible: ____________________________
Confetti Selected by:  __________________ Person Responsible: ____________________________
Facebook Advertisement: ________________ Person Responsible: ____________________________
Seating arrangement for teacher notification.  Person Responsible: _____________________________ (In staff mailboxes 5 days prior to rally and again one day before rally)
Groups Performing: ________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

List of Games (keeping theme in mind)
	Competition Description
	Music
	Names of Participants
	Supplies
	Responsible Person

	1.












	
	
	
	

	2.












	
	
	
	

	3.












	
	
	
	



Rally Agenda
Be as comprehensive as possible All time to be accounted for during the rally.

Theme: ________________________________  Rally Begins:_________ Rally Ends: ___________

Who is Responsible for the following groups?
Athletes: _________________________	Cheer: ___________________________
Band: ____________________________	Dance: ___________________________
Music: ___________________________	Video: ___________________________
Breakthroughs: _____________________	Confetti: _________________________
Competitions: ______________________	Clean-up: _________________________
_____________________________________________________________________
Agenda
 Time:	Activity
 


















My Rally Assignments
	Time
	My Job
	Needed Supplies
	Completed

	Set-up 



	
	
	

	During 



	
	
	

	Clean-up


	
	
	



[bookmark: _Toc330895651][bookmark: _Toc424761449][bookmark: _Toc424761971]Rally Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
Music 	  		1	2	3	4	5	_____________________________
Activities		1	2	3	4	5	_____________________________
Game 1			1	2	3	4	5	_____________________________
Game 2			1	2	3	4	5	_____________________________
Game 3			1	2	3	4	5	_____________________________
Decorations		1	2	3	4	5	_____________________________
Video Productions	1	2	3	4	5	_____________________________
Confetti		1	2	3	4	5	_____________________________
MC			1	2	3	4	5	_____________________________
Set-up			1	2	3	4	5	_____________________________
Clean-up		1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________

	Things that Worked:
	Things that didn't

	




	


[bookmark: _Toc297842017][bookmark: _Toc298751274][bookmark: _Toc298763776][bookmark: _Toc393707135][bookmark: _Toc424761450][bookmark: _Toc424761972][bookmark: _Toc424762228]
Homecoming Rally Pre-Plan
Date of Rally: Oct. 16, 2015      Rally Chair Person: ________________________________________
Theme of Rally: ___________________________________________________________________
Purpose of Rally: __________________________________________________________________
Approximate budget for rally: ________________________________________________________
Decoration and Game Supplies Needed: (balloons, confetti, games supplies, etc.)
___________________________________	     ____________________________________
___________________________________	     ____________________________________
___________________________________	     ____________________________________
___________________________________	     ____________________________________
Publicity Plans: ___________________________________________________________________
_______________________________________________________________________________
Signs and posters up by: ________________ Person Responsible: _____________________________
Custodial Request due by: _______________  Person Responsible: ____________________________
Class Posters due by: __________________  Person Responsible: _____________________________
Club Order due by: ____________________  Person Responsible: ____________________________
Music due by: ________________________  Person Responsible: ____________________________
Video due by: ________________________  Person Responsible: ____________________________
Rally Games due by: ___________________  Person Responsible: _____________________________
Theme Poster due by: _________________   Person Responsible: _____________________________
MC Script due by: ____________________  Person Responsible: _____________________________
Job Assignments due by: _______________  Person Responsible: _____________________________
HC Court List: ________________________ Person Responsible: ____________________________
Confetti Selected by:  __________________ Person Responsible: ____________________________
Facebook Advertisement: ________________ Person Responsible: ____________________________
Seating arrangement for teacher notification.  Person Responsible: _____________________________ (In staff mailboxes 5 days prior to rally and again one day before rally)
Groups Performing: ________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

List of Games (keeping theme in mind)
	Competition Description
	Music
	Names of Participants
	Supplies
	Responsible Person

	1.












	
	
	
	

	2.












	
	
	
	

	3.












	
	
	
	



Rally Agenda
Theme: ________________________________  Rally Begins:_________ Rally Ends: ___________

Who is Responsible for the following groups?
Clubs: _________________________	Cheer: ___________________________
Band: ____________________________	Dance: ___________________________
Music: ___________________________	Video: ___________________________
HC Court:____ _____________________	Confetti: _________________________
Competitions: ______________________	Clean-up: _________________________
Be as comprehensive as possible All time to be accounted for during the rally. (9:28 am -10:24 am)
Agenda
 Time:	Activity
 


















My Rally Assignments
	Time
	My Job
	Needed Supplies
	Completed

	Set-up 



	
	
	

	During 



	
	
	

	Clean-up


	
	
	



[bookmark: _Toc424761451][bookmark: _Toc424761973]Rally Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
Music 	  		1	2	3	4	5	_____________________________
Activities		1	2	3	4	5	_____________________________
Game 1			1	2	3	4	5	_____________________________
Game 2			1	2	3	4	5	_____________________________
Parade			1	2	3	4	5	_____________________________
Decorations		1	2	3	4	5	_____________________________
Video Productions	1	2	3	4	5	_____________________________
Confetti		1	2	3	4	5	_____________________________
MC			1	2	3	4	5	_____________________________
Set-up			1	2	3	4	5	_____________________________
Clean-up		1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________

	Things that Worked:
	Things that didn't

	




	


[bookmark: _Toc393707138][bookmark: _Toc424761452][bookmark: _Toc424761974][bookmark: _Toc424762229]Renaissance Friday
It is the Renaissance Friday Commissioner’s job to ensure that the following tasks are assigned and completed for each HR Renaissance rally. The cleanup and set up is the responsibility of all leadership members.
Set up:
· Tape				 Highlighters (Kept in your classroom box) 	
· Tables				 Name Lists (Tape to table)
· Distribute giveaways evenly	 Game/ competition set up on stage
· Raffle boxes and tickets
Clean up:
· Renaissance Friday Commissioner collects any lists and materials
· Each person must put away his/her own table in the FAC
· Put any extra giveaways in the appropriate place. 
· Put away game/competition materials
· DO NOT DUMP ANYTHING IN THE ASBO!!!
**If you fail to set up or clean up as indicated above, you will be docked 10 participation points from your attendance/participation grade for each incidence. 
[bookmark: _Toc361953469][bookmark: _Toc393707139][bookmark: _Toc424761453][bookmark: _Toc424761975][bookmark: _Toc424762230][bookmark: _Toc393707140]Renaissance Friday Planning Sheet
Renaissance Friday Date: 9/11/15	Location:	         Points:     /25 Initials:
	Task
	Person Responsible
	Date Task Completed

	Brainstorm game/activity ideas and prizes
	
	

	Send reminder to administrators to supervise event
	
	

	Prepare alpha signs if needed
	
	

	Prepare Renaissance names lists for tables
	
	

	Assign Renaissance members to specific tables
	
	

	Game MC, Set-up, & Clean-up
	
	

	Giveaway/ Raffle Set-up, Serving, and Clean-up
	
	


Important Details:  To participate, students need to have Renaissance card and current school ID on a lanyard
Other: _________________________________________________________________________
Game/Competition description:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Game Supplies Needed:
______________________	_____________________	_______________________________
______________________  _____________________   _______________________________
	9/11/15 Renaissance Card Pick-up:
HR#
	9/11/15 Renaissance Card return/delivery complete:
HR#


Provide a picture (no drawings) of you working during Renaissance Friday:






Renaissance Friday Date: 10/23/15	Location:	         Points:     /25 Initials:
	Task
	Person Responsible
	Date Task Completed

	Brainstorm game/activity ideas and prizes
	
	

	Send reminder to administrators to supervise event
	
	

	Prepare alpha signs if needed
	
	

	Prepare Renaissance names lists for tables
	
	

	Assign Renaissance members to specific tables
	
	

	Game MC, Set-up, & Clean-up
	
	

	Giveaway/ Raffle Set-up, Serving, and Clean-up
	
	


Important Details: To participate, students need to have Renaissance card and current school ID on a  lanyard
Other: _________________________________________________________________________
Game/Competition description:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Game Supplies Needed:
______________________	_____________________	_______________________________
______________________  _____________________   _______________________________
	[bookmark: _Toc424761454][bookmark: _Toc424761976][bookmark: _Toc424762231]10/23/15 Sign in: 
	[bookmark: _Toc424761455][bookmark: _Toc424761977][bookmark: _Toc424762232]10/23/15 Sign out:


[bookmark: _Toc424761456][bookmark: _Toc424761978][bookmark: _Toc424762233]Provide a picture (no drawings) of you working during Renaissance Friday:
Planning With the End in Mind
“People don’t plan to fail, they just fail to plan”
Why do we have to Plan
· To ensure success of the activity
· To minimize negative impact on the school
· To ensure all school and district policies are followed
· To ensure a safe event
· To ensure financial responsibility
“The mightiest rivers lose their force when split up into several streams”
How do we Plan
· Determine an activity
· Determine the purpose and need
· Brainstorm all the tasks
· Develop a timeline
· Delegate responsibilities
· Turn your plans into actions
· Evaluate your results
Project Management
· It is important to know where you are going or you might end up in the wrong place
· All things created, are created twice
· When a house is built it is first created on paper, Every detail is in the blue print before the earth is ever touch
· Each detail needs o be planned on PAPER before any work is done
· Plan comes before Work in the dictionary for a good reason
· 
[bookmark: _Toc297841996][bookmark: _Toc298751253][bookmark: _Toc298763755][bookmark: _Toc424761457][bookmark: _Toc424761979]How to do a project in 12 easy steps!
1. Make sure this project support your goals.
2. Review last year’s project records and files.  Question others who use project or who have worked on it before.
3. Develop written, measurable goals for THIS project.
4. Write a detailed description of the entire project, list tasks in order of priority, develop a timeline, and assign tasks to the people involved with specific completion date (do a pre-plan.)
5. Seek permission: principal, advisor, faculty, parent, board, or other involved groups.
6. Follow your timeline schedule the facilities, people materials, events, and strategies.
7. Get contracts signed and agreements secured.
8. Follow up on people involved.  Are responsibilities accomplished deadlines met?  Follow the time frame you determined in the pre-plan.
9. DO It!  Get the project accomplished!
10. Send thank you notes and use every unique way for expressing appreciation sincerely.
11. Evaluate the entire project by measuring the degree of success achieved in reaching the goals listed in number two above.
12. File all pre-plans, lists, notes, copies, of memos letters, etc. for the use of next year’s officers.
[bookmark: _Toc297842005][bookmark: _Toc298751262][bookmark: _Toc298763764][bookmark: _Toc393707141][bookmark: _Toc424761458][bookmark: _Toc424761980][bookmark: _Toc424762234]Homecoming Dance Worksheet
Person/s in Charge: ___________________________________________________
Dance Name: _______________________________________ Date: __________  
Theme: ____________________________Colors: _________________________
Exact Location:______________________ Time: __________________________ 
Cost per Person: __________________ Minimum No. _______ Maximum No. ______
Ticket Prices_________________________ Date of Sales:___________________
	   _________________________ Date of Sales:___________________
	   _________________________ Date of Sales:___________________
	   _________________________ Date of Sales:___________________
DJ Company: ________________________________ Phone: _________________
Photographer Contact: _________________________ Phone: _________________
Background: ___________________________ Prices: _________________
Other Forms of Entertainment: _________________________________________
	Name of Company: _____________________ Phone: ___________________
Purchase Orders Completed: ___________	Responsible Person: ________________
Flyers Completed: __________________	Responsible Person: ________________
Sashes/Crowns Ordered: ______________	Responsible Person: ________________
Centerpieces Ordered: ______________	Responsible Person: ________________
Party Favors Ordered: ______________	Responsible Person: ________________
Guest Paperwork: __________________	Responsible Person: ________________
Contracts: ________________________	Responsible Person: ________________
Ballots/Voting Completed _____________	Responsible Person: ________________
Advertising Campaign Dates: __________	Responsible Person: ________________
Music List: _______________________ 	Responsible Person: ________________
Check in List: _____________________ 	Responsible Person: ________________
Set-Up:_________________________ 	Responsible Person: ________________
Door Sales: ______________________ 	Responsible Person: ________________
Refreshments: ____________________ 	Responsible Person: ________________
King/Queen Crowning: _______________ 	Responsible Person: ________________
[bookmark: _Toc297842006][bookmark: _Toc298751263][bookmark: _Toc298763765][bookmark: _Toc424761459][bookmark: _Toc424761981]Advertising Timeline
Theme: _______________________________ Colors: ______________________
Building Ideas: _____________________________________________________
Month of __________________
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


This calendar should include dates and times of publicity, set-up, cleanup, etc.
My Assignments
	Time
	My Job
	Needed Supplies
	Completed

	Set-up 




	
	
	

	During 




	
	
	

	Clean-up




	
	
	




A Picture of Me at the Dance

















Dance Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
DJ/Music 	  	1	2	3	4	5	_____________________________
Activities		1	2	3	4	5	_____________________________
Refreshments		1	2	3	4	5	_____________________________
Decorations		1	2	3	4	5	_____________________________
Student Reactions	1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________

	Things that Worked:
	Things that didn't

	




	


[bookmark: _Toc393707142][bookmark: _Toc424761460][bookmark: _Toc424761982][bookmark: _Toc424762235]
 Marketing
[bookmark: _Toc330931822][bookmark: _Toc361951426][bookmark: _Toc361953475][bookmark: _Toc362682102][bookmark: _Toc393650719][bookmark: _Toc393707143][bookmark: _Toc424761461][bookmark: _Toc424761983][bookmark: _Toc424762236](Facebook, Instagram, Twitter, Windows and Posters)
Public Relations
· Why
· To promote the purpose of the group
· To gain support
· To involve students, parents, staff, and community
· To help the students understand the information (Cost, Date, Time, Place, How to Buy, etc.)

· How
· Must use variety of techniques to promote program
· Identity the needs of the group
· Provide information

Why Should I Care?  To make friends and earn public approval
· The public is 
· Students
· Teachers
· Parents
· Administration
· Community

Publicity – 80% Communication 
· Communication is the message you want to send, plus who is sending the message plus the person who is the receiver
· Publicity can cause attention to the message so the receiver gets it

You Need a Marketing Plan to be Successful
· Who are you trying to reach
· Decide most effective method or reaching them
· Time the campaign
- Date
- Facilities

Develop a list of your target audiences
· Administration
· Students (ALL students)
· Sport Teams
· Seniors, juniors, etc.
· Asian, Hispanic, White, African American, etc.
· Goths
· Non quad students
· Leadership
· Parents
· Faculty and Staff
· Neighbors to the school and Community leaders

Methods of Delivery
· Printed						-   Large format Media
· “Brag-abouts” or Brochures			o  Signs
· Flyers						o  Posters
· Programs						o  Window Paint
· Electronic 						o Banners
· Web sites					- Word of Mouth
· Emails						o  Need to be positive
· Face Book, Twitter, Instagram, 			o  Talk about it
· PA announcements
· Remind 101

Plan your work and Work your plan
· Use Visuals
· A picture is worth a thousand words
· One of the most important forms of communication
· Ensure complete information is available
· Allow ample time to ensure quality

Posters: First thing is a margin
· Keeps work on the page
· Provides a place to tape the poster up
· Makes things appear to be even and balanced

Something to put it on
· Poster paper – different sizes and colors
· Windows -  Last longer
· Mirrored surfaces – attracts an audience
· Food -  label snacks or slushy cups

Vary Design Styles - Make it Stand Out
· Glued add-ons 			-  Get ideas from internet
· Three dimensional			-  Use Shadows and Outlines
· Easy to assemble			-  Add paint drops
· Change Fonts and Cap Styles 	-  Spray paint
· Make a Splash 

Putting it on the wall
- Where the target audiences are		- Check spelling
- You need two people to hang a poster	- Push tape into bricks 
- Frame the poster completely			- No tape wad behind a corner
- Each side is held with one long length of tape

An effective poster or marketing piece should have the following basic components:
1. Grabber
2. WSIC
3. Content
4. Involvement Statement or Question
5. Quick Recap

1.  Grabber - are brightly colored or emphasized with splashes of color. They are usually large letters or illustrations and they are phrases that capture the reader’s attention. Words like: "Never Again!," "So Cool!" "Configure this," "Go Figure," "Members Only," "Free." or "Exclusively" - to name just a few. They need to be placed above the center line of the  piece to trigger a stronger eye line routing (the eye line is the route most eyes follow when viewing a graphic display - it runs from just above the center line, straight down then veers to the upper right and finally falls diagonally to the lower right, exiting the lower right hand corner).

2.  WSIC - The WSIC answers the question “Why Should I Care?” for the reader. This is the targeted statement which will draw the reader further into the piece. It takes some thought to tie the reader’s concerns into the concerns answered by the (advertised) activity or event, i.e.. if your reader is concerned about the environment, the WSIC could be: "Here is your chance to really do something for the planet!”

3.  Content - This is the basic information delivered quickly and succinctly - what, who, who is invited, when, where, how, how much it costs and why. Often the “why” of the event is different than the “why” of the WSIC. The event may well be to raise money for the Senior project but it involves planting trees for the local park system for which the school is being paid. Therefore, the WSIC for the environmental club is the chance to make a difference while the WSIC for some other group might be: "Ever wanted to play in the mud?" or for the jocks: "Need a good morning workout?"

4.   Involvement Statement or Questions Asks the reader to get involved with the activity. It is one thing to simply tell someone what is happening but it is stronger to ask them to get involved. Again, the involvement statement should be tied to the WSIC, i.e.. Environmental - "Please, come plant a tree” For the athletic-minded - "Join us for the workout and contribute to the team" and finally to the player - " All your friends will be there so all we need to make it really fun is - you! Be there!"

5.  Quick Recap The recap is that graphic or sound bit or tag line that wraps all this together and becomes a quick reminder for the event. In this case consider an illustration of a tree holding a shovel, wearing the garb of the mascot, with a big smile and dollar signs all around. You can have this drawn by someone who can draw and copy it on a copier and paste it on each of the different pieces and/or you can modify it to fit each WSIC. Perhaps the tree flexing muscles for the athlete.


WSIC Ideas

When designing your poster or other marketing piece, it is important to answer the WSIC the “Why should I Care?” question for the reader.  Here are some WSIC suggestions:

	Because you count
Make your voice heard
Be seen at
Do the Right thing
This IS the right thing
Bring a Friend
Do yourself a favor
Life is too short
We need you there
	We need you to care
Because you count
A chance to learn
A chance to participate
A chance to make a difference
A chance to see
Help make history
Be a part of history
Everyone will be there



GRABBER Ideas

Brainstorm for more ideas that fit your activity or event.  It’s OK to mix up seasonal slogans (i.e. Christmas in July, etc.)

	HOLIDAY!
WARNING!
CAUTION!
ATTENTION PLEASE!
GRRR+8
LAST CHANCE!
SH-H-H-H!
IT’S COMING
SMILE
NEVER AGAIN
COOL
MEMBERS ONLY
EXCLUSIVE
OOPS

	WOW
TRICK OR TREAT
EXPOSED
NEEDED
HEY
$$$
GUARANTEED
DON’T FORGET
SALE
IMAGINE
FUN
WHY NOT?
LOOK
LOOK OUT




[bookmark: _Toc361953476][bookmark: _Toc393707144][bookmark: _Toc424761462][bookmark: _Toc424761984][bookmark: _Toc424762237]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393650721][bookmark: _Toc393707145][bookmark: _Toc424761463][bookmark: _Toc424761985][bookmark: _Toc424762238][bookmark: _Toc330895669][bookmark: _Toc330897657][bookmark: _Toc330931825]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393650722][bookmark: _Toc393707146][bookmark: _Toc424761464][bookmark: _Toc424761986][bookmark: _Toc424762239][bookmark: _Toc330895671][bookmark: _Toc330897659][bookmark: _Toc330931827]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393650723][bookmark: _Toc393707147][bookmark: _Toc424761465][bookmark: _Toc424761987][bookmark: _Toc424762240]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393650724][bookmark: _Toc393707148][bookmark: _Toc424761466][bookmark: _Toc424761988][bookmark: _Toc424762241][bookmark: _Toc330895673][bookmark: _Toc330897661][bookmark: _Toc330931829]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393650725][bookmark: _Toc393707149][bookmark: _Toc424761467][bookmark: _Toc424761989][bookmark: _Toc424762242]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393650726][bookmark: _Toc393707150][bookmark: _Toc424761468][bookmark: _Toc424761990][bookmark: _Toc424762243][bookmark: _Toc361951433]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393650727][bookmark: _Toc393707151][bookmark: _Toc424761469][bookmark: _Toc424761991][bookmark: _Toc424762244]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393650728][bookmark: _Toc393707152][bookmark: _Toc424761470][bookmark: _Toc424761992][bookmark: _Toc424762245]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393650729][bookmark: _Toc393707153][bookmark: _Toc424761471][bookmark: _Toc424761993][bookmark: _Toc424762246]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
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Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393707155][bookmark: _Toc424761473][bookmark: _Toc424761995][bookmark: _Toc424762248]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
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[bookmark: _Toc393707156][bookmark: _Toc424761475][bookmark: _Toc424761997][bookmark: _Toc424762250]My “QR” 
First Quarter:  Due October 30th

Reflection:________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
Images and Words that Reflect the Quarter. All pictures need to have thorough captions explaining the image. (Fill out both sides)



[bookmark: _Toc393707157][bookmark: _Toc424761476][bookmark: _Toc424761998][bookmark: _Toc424762251]
November 2015
Fill out daily, indicate what you worked on, and be specific.  Wear leadership shirts on Fridays.
[bookmark: _Toc298763738][image: ]
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December 2015
Fill out daily, indicate what you worked on, and be specific.  Wear leadership shirts on Fridays.
[bookmark: _Toc424761478][bookmark: _Toc424762000][bookmark: _Toc424762253][bookmark: _Toc393707159][image: ]
January 2016
Fill out daily, indicate what you worked on, and be specific.  Wear leadership shirts on Fridays.
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Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.



[bookmark: _Toc297841995][bookmark: _Toc298751252][bookmark: _Toc298763754]
Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.



 
[bookmark: _Toc393707160][bookmark: _Toc424761479][bookmark: _Toc424762001][bookmark: _Toc424762254][bookmark: _Toc298763739]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707161][bookmark: _Toc424761480][bookmark: _Toc424762002][bookmark: _Toc424762255]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393707162][bookmark: _Toc424761481][bookmark: _Toc424762003][bookmark: _Toc424762256]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707163][bookmark: _Toc424761482][bookmark: _Toc424762004][bookmark: _Toc424762257]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393707164][bookmark: _Toc424761483][bookmark: _Toc424762005][bookmark: _Toc424762258]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707165][bookmark: _Toc424761484][bookmark: _Toc424762006][bookmark: _Toc424762259]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393707166][bookmark: _Toc424761485][bookmark: _Toc424762007][bookmark: _Toc424762260]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707167][bookmark: _Toc424761486][bookmark: _Toc424762008][bookmark: _Toc424762261]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393707168][bookmark: _Toc424761487][bookmark: _Toc424762009][bookmark: _Toc424762262][bookmark: _Toc297842007][bookmark: _Toc298751264][bookmark: _Toc298763766]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707169][bookmark: _Toc424761488][bookmark: _Toc424762010][bookmark: _Toc424762263]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393707170][bookmark: _Toc424761489][bookmark: _Toc424762011][bookmark: _Toc424762264]
Winter Rally Pre-Plan
Date of Rally: January 8, 2016      	   Rally Chair Person: __________________________________
Theme of Rally: ___________________________________________________________________
Purpose of Rally: __________________________________________________________________
Approximate budget for rally: ________________________________________________________
Decoration and Game Supplies Needed: (balloons, confetti, games supplies, etc.)
___________________________________	     ____________________________________
___________________________________	     ____________________________________
___________________________________	     ____________________________________
___________________________________	     ____________________________________
Teams:  Boys Soccer, Girls Soccer, Boys Basketball, Girls Basketball, Wrestling, Other: _____________
Publicity Plans: ___________________________________________________________________
_______________________________________________________________________________
Signs and posters up by: ________________ Person Responsible: _____________________________
Custodial Request due by: _______________  Person Responsible: ____________________________
Class Posters due by: __________________  Person Responsible: _____________________________
Sports Posters due by: _________________  Person Responsible: ____________________________
Music due by: ________________________  Person Responsible: ____________________________
Video due by: ________________________  Person Responsible: ____________________________
Rally Games due by: ___________________  Person Responsible: _____________________________
Theme Poster due by: _________________   Person Responsible: _____________________________
MC Script due by: ____________________  Person Responsible: _____________________________
Job Assignments due by: _______________  Person Responsible: _____________________________
Sports Break Through by: _______________ Person Responsible: ____________________________
Confetti Selected by:  __________________ Person Responsible: ____________________________
Facebook Advertisement: ________________ Person Responsible: ____________________________
Seating arrangement for teacher notification.  Person Responsible: _____________________________ (In staff mailboxes 5 days prior to rally and again one day before rally)
Groups Performing: ________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

List of Games (keeping theme in mind)
	Competition Description
	Music
	Names of Participants
	Supplies
	Responsible Person

	1.












	
	
	
	

	2.












	
	
	
	

	3.











	
	
	
	



Rally Agenda
Theme: ________________________________  Rally Begins:_________ Rally Ends: ___________

Who is Responsible for the following groups?
Athletes: _________________________	Cheer: ___________________________
Band: ____________________________	Dance: ___________________________
Music: ___________________________	Video: ___________________________
Breakthroughs: _____________________	Confetti: _________________________
Competitions: ______________________	Clean-up: _________________________
Be as comprehensive as possible All time to be accounted for during the rally. (9:28 am -10:24 am)
Agenda
 Time:	Activity
 


















My Rally Assignments
	Time
	My Job
	Needed Supplies
	Completed

	Set-up 



	
	
	

	During 



	
	
	

	Clean-up


	
	
	



[bookmark: _Toc424761490][bookmark: _Toc424762012]Rally Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
Music 	  		1	2	3	4	5	_____________________________
Activities		1	2	3	4	5	_____________________________
Game 1			1	2	3	4	5	_____________________________
Game 2			1	2	3	4	5	_____________________________
Game 3			1	2	3	4	5	_____________________________
Decorations		1	2	3	4	5	_____________________________
Video Productions	1	2	3	4	5	_____________________________
Confetti		1	2	3	4	5	_____________________________
MC			1	2	3	4	5	_____________________________
Set-up			1	2	3	4	5	_____________________________
Clean-up		1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________

	Things that Worked:
	Things that didn't

	



	


[bookmark: _Toc393707171][bookmark: _Toc424761491][bookmark: _Toc424762013][bookmark: _Toc424762265][bookmark: _Toc393707172]
Renaissance Friday Planning Sheet
Renaissance Friday Date: 11/13/15	Location:	         Points:     /25 Initials:
	Task
	Person Responsible
	Date Task Completed

	Brainstorm game/activity ideas and prizes
	
	

	Send reminder to administrators to supervise event
	
	

	Prepare alpha signs if needed
	
	

	Prepare Renaissance names lists for tables
	
	

	Assign Renaissance members to specific tables
	
	

	Game MC, Set-up, & Clean-up
	
	

	Giveaway/ Raffle Set-up, Serving, and Clean-up
	
	


Important Details:  To participate, students need to have Renaissance card and current school ID on a lanyard
Other: _________________________________________________________________________
Game/Competition description:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Game Supplies Needed:
______________________	_____________________	_______________________________
______________________  _____________________   _______________________________
	11/13/15 Sign in: 
	11/13/15 Sign out:


 
Provide a picture (no drawings) of you working during Renaissance Friday:

Renaissance Friday Date: 1/15/16	Location:	         Points:     /25 Initials:
	Task
	Person Responsible
	Date Task Completed

	Brainstorm game/activity ideas and prizes
	
	

	Send reminder to administrators to supervise event
	
	

	Prepare alpha signs if needed
	
	

	Prepare Renaissance names lists for tables
	
	

	Assign Renaissance members to specific tables
	
	

	Game MC, Set-up, & Clean-up
	
	

	Giveaway/ Raffle Set-up, Serving, and Clean-up
	
	


Important Details:  To participate, students need to have Renaissance card and current school ID on a lanyard
Other: _________________________________________________________________________


Game/Competition description:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Game Supplies Needed:
______________________	_____________________	_______________________________
______________________  _____________________   _______________________________
	1/15/16 Sign in: 
	1/15/16 Sign out:



Provide a picture (no drawings) of you working during Renaissance Friday:

Toy Party Worksheet

Date of Event: Dec. 12, 2015     Event Board: ________________________________________
Approximate budget for event: _______________________________________________________
Decoration and Game Supplies Needed: (balloons, confetti, games supplies, etc.)
___________________________________	     ____________________________________
___________________________________	     ____________________________________
___________________________________	     ____________________________________
___________________________________	     ____________________________________
Decoration Ideas:  
_______________________      _______________________      _______________________      _______________________      _______________________      _______________________      _______________________      _______________________      _______________________      
Publicity Plans (toy donations): ______________________________________________________________________________________________________________________________________________________________
Signs and posters up by: ________________ Person Responsible: _____________________________
Custodial Request due by: _______________ Person Responsible: ____________________________
Music due by: ________________________ Person Responsible: ____________________________
Games due by: _______________________ Person Responsible: _____________________________
Theme Poster due by: _________________   Person Responsible: _____________________________
MC Script due by: ____________________ Person Responsible: _____________________________
Job Assignments due by: _______________ Person Responsible: _____________________________
Food Baskets due by:___________________ Person Responsible: ____________________________
Set-Up Sign-ups: (8am-12noon)
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1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
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Toy Party Assignments (12-3pm)

 
Music: 
1.
2. 

MCs: 
1.
2. 

Raffle Table: 
1.
2.
3.
4.

Costumes: (must be in performance) 
1.
2.
3.
4.
5.
6.
7.
8. 
9.
10.

Greeters: 
1.
2.
3.
4.
5.

Servers: 
1.
2.
3.
4.
5.


Toy/Basket Distributors: 
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Toy Transport: 
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

6. 

*Everyone working this shift must help with clean-up and Toy Transport*




[bookmark: _Toc424761492][bookmark: _Toc424762014][bookmark: _Toc424762266]Winter Formal Dance Worksheet
Person/s in Charge: _________________________________________________
Dance Name: _______________________________________ Date: __________  
Theme: ____________________________Colors: _________________________
Exact Location:______________________ Time: __________________________ 
Cost per Person: __________________ Minimum No. _______ Maximum No. ______
Ticket Prices_________________________ Date of Sales:___________________
	   _________________________ Date of Sales:___________________
	   _________________________ Date of Sales:___________________
	   _________________________ Date of Sales:___________________
DJ Company: ________________________________ Phone: _________________
Photographer Contact: _________________________ Phone: _________________
Background: ___________________________ Prices: _________________
Other Forms of Entertainment: _________________________________________
	Name of Company: _____________________ Phone: ___________________
Purchase Orders Completed: ___________	Responsible Person: ________________
Flyers Completed: ___________________ Responsible Person: ________________
Sashes/Crowns Ordered: ______________	Responsible Person: ________________
Centerpieces Ordered: ______________	Responsible Person: ________________
Party Favors Ordered: ______________	Responsible Person: ________________
Guest Paperwork: __________________	Responsible Person: ________________
Contracts: ________________________	Responsible Person: ________________
Ballots/Voting Completed _____________	Responsible Person: ________________
Advertising Campaign Dates: __________	Responsible Person: ________________
Music List: _______________________ 	Responsible Person: ________________
Check in List: _____________________ 	Responsible Person: ________________
Set-Up:_________________________ 	Responsible Person: ________________
Refreshments: ____________________ 	Responsible Person: ________________
King/Queen Crowning: _______________ 	Responsible Person: ________________
[bookmark: _Toc330895683][bookmark: _Toc424761493][bookmark: _Toc424762015]Advertising Timeline
Theme: _______________________________ Colors: ______________________
Building Ideas: _____________________________________________________
Month of __________________
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


This calendar should include dates and times of publicity, set-up, cleanup, etc.
My Assignments
	Time
	My Job
	Needed Supplies
	Completed

	Set-up 




	
	
	

	During 





	
	
	

	Clean-up





	
	
	




A Picture of Me at the Dance

















Dance Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
DJ/Music 	  	1	2	3	4	5	_____________________________
Activities		1	2	3	4	5	_____________________________
Refreshments		1	2	3	4	5	_____________________________
Decorations		1	2	3	4	5	_____________________________
Student Reactions	1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________

	Things that Worked:
	Things that didn't
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[bookmark: _Toc393707174][bookmark: _Toc424761494][bookmark: _Toc424762016][bookmark: _Toc424762267][bookmark: _Toc330895691][bookmark: _Toc330897672][bookmark: _Toc330931845]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707175][bookmark: _Toc424761495][bookmark: _Toc424762017][bookmark: _Toc424762268]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707176][bookmark: _Toc424761496][bookmark: _Toc424762018][bookmark: _Toc424762269][bookmark: _Toc330895693][bookmark: _Toc330897674][bookmark: _Toc330931847]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707177][bookmark: _Toc424761497][bookmark: _Toc424762019][bookmark: _Toc424762270]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707178][bookmark: _Toc424761498][bookmark: _Toc424762020][bookmark: _Toc424762271][bookmark: _Toc330895695][bookmark: _Toc330931849]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707179][bookmark: _Toc424761499][bookmark: _Toc424762021][bookmark: _Toc424762272]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707180][bookmark: _Toc424761500][bookmark: _Toc424762022][bookmark: _Toc424762273]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707181][bookmark: _Toc424761501][bookmark: _Toc424762023][bookmark: _Toc424762274]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707182][bookmark: _Toc424761502][bookmark: _Toc424762024][bookmark: _Toc424762275][bookmark: _Toc361951456]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707183][bookmark: _Toc424761503][bookmark: _Toc424762025][bookmark: _Toc424762276]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707184][bookmark: _Toc424761504][bookmark: _Toc424762026][bookmark: _Toc424762277][bookmark: _Toc361953509]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707185][bookmark: _Toc424761505][bookmark: _Toc424762027][bookmark: _Toc424762278]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
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[bookmark: _Toc424761507][bookmark: _Toc424762029][bookmark: _Toc424762280][image: ]


[bookmark: _Toc393707187][bookmark: _Toc424761508][bookmark: _Toc424762030][bookmark: _Toc424762281]My “QR” 
Second Quarter:  Due January 25, 2015

Reflection:________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
Images and Words that Reflect the Quarter. All pictures need to have thorough captions explaining the image. (Fill out both sides)


[bookmark: _Toc393707188][bookmark: _Toc424761509][bookmark: _Toc424762031][bookmark: _Toc424762282]

February 2016
Fill out daily, indicate what you worked on, and be specific.  Wear leadership shirts on Fridays.
[image: ]
[bookmark: _Toc298763740][bookmark: _Toc393707189][bookmark: _Toc424761510][bookmark: _Toc424762032][bookmark: _Toc424762283]
March 2016
Fill out daily, indicate what you worked on, and be specific.  Wear leadership shirts on Fridays.
[bookmark: _Toc424761511][bookmark: _Toc424762033][bookmark: _Toc424762284][bookmark: _Toc298763741][bookmark: _Toc298763742][image: ]
 
Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.


Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.



 
[bookmark: _Toc393707191][bookmark: _Toc424761512][bookmark: _Toc424762034][bookmark: _Toc424762285]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707192][bookmark: _Toc424761513][bookmark: _Toc424762035][bookmark: _Toc424762286]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393707193][bookmark: _Toc424761514][bookmark: _Toc424762036][bookmark: _Toc424762287]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707194][bookmark: _Toc424761515][bookmark: _Toc424762037][bookmark: _Toc424762288]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393707195][bookmark: _Toc424761516][bookmark: _Toc424762038][bookmark: _Toc424762289]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707196][bookmark: _Toc424761517][bookmark: _Toc424762039][bookmark: _Toc424762290]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393707197][bookmark: _Toc424761518][bookmark: _Toc424762040][bookmark: _Toc424762291]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707198][bookmark: _Toc424761519][bookmark: _Toc424762041][bookmark: _Toc424762292]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393707199][bookmark: _Toc424761520][bookmark: _Toc424762042][bookmark: _Toc424762293]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707200][bookmark: _Toc424761521][bookmark: _Toc424762043][bookmark: _Toc424762294]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc297842001][bookmark: _Toc298751258][bookmark: _Toc298763760][bookmark: _Toc393707136][bookmark: _Toc424761522][bookmark: _Toc424762044][bookmark: _Toc424762295][bookmark: _Toc297842004]
Joe Pioneer Plan
Date: Feb 23, 2016_______   	Location: FAC_	Time (including duration): _________________________
Theme: ____________________________________________ Purpose of Activity: Prom fundraiser
Group:  Junior Class	Chairmen:  __________________________ Vice Chairmen: _______________
Approximate Cost of Event: ____________ 	  Expected Profit: ______________

Detailed Description of Event:

· Tickets
· Design and sell for $______ presale with ASB, $_______without, $_______ at the door
· Each leadership student should get _________ to sell; numbers need to be recorded
· Junior class members need to set up tables to sell, go to homerooms
· 10 Contestants, each needs a female escort
· Both students need to be in good standing in order to participate
· Paperwork (located on ASB computer) needs to be signed and turned in for both
· _________________________________    _____________________________
· _________________________________    _____________________________
· _________________________________    _____________________________
· _________________________________    _____________________________
· _________________________________    _____________________________
· _________________________________    _____________________________

· Rehearse both (2) days BEFORE Joe Pioneer in FAC on _____________________________
· Start rehearsals immediately after school
· Reserve FAC for rehearsals and event (3 days) on the school calendar 
· Acts and outfits (for both contestant and the female escort) MUST be shown to admin for approval
· Remind admin a week in advance to come approve acts, outfits, etc.
· Do one quick final run-through the day of Joe Pioneer
· Remind contestants that they should show personality, but understand that certain things are NOT okay (inappropriate dancing, motions, etc)
· Categories:
· Intro with Theme Costume
· Swim Wear or Beach Wear
· Talent
· Question and Answer in tuxes
· Judges:  5 female student from other schools – try to get from more than one school
· voting ballot + person in charge of calculating scores
· thank you cards + small gifts for each judge
· _______________________  ____________________  ____________________
· _______________________  ____________________
· Script
· Script should include a strict timeline (approx. 2 hours)  _______________________
· Each MC should have the basic bullet points of what they should talk about, when they should repeatedly promote prom and vendors  _______________________________
· MC’s need to attend all rehearsals and run-throughs
· Program  Person in Charge: ______________________________________________
· agenda (order of events, including filler acts)
· picture and bio of each contestant
· name of female escorts
· thank you’s (organizers, etc.)
· Prizes  Person in Charge: ________________________________________________
· 3 crowns for winner, 1st runner up and 2nd runner up (Alin Party Supply)
· free ticket to prom, free tux rental, corsage (mention multiple times by MCs to plug)
· Filler acts  Person in Charge: _____________________________________________
· Use the winners from the talent show if possible
· Contact at least a month in advance
· At least 4 acts:  once after contestant introductions, after beach wear, after talent portion, and to tally points.
· Decorations  Person in Charge: ____________________________________________
· Twinkly lights along stage
· Backdrop, this takes 2 weeks to make
· Chaperones  Person in Charge: ____________________________________________
· One male/ female to guard dressing rooms for contestants and escorts
· Get list of chaperones prior to event and let them know at the beginning of the week where their station is and what duties they are responsible for
· Music Person in Charge: _________________________________________________
· Playlist for introduction, catwalks, etc.
· If contestants need music, they need to let the music coordinator know at least one week in advance so that we can get the “clean” version/ get the songs approved
· If they need equipment, it needs to be known in advance so it will be acquired and available for run-throughs
· Tuxedos  Person in Charge:  _______________________________________________
· About a month before a student should contact tux shops for 11 donated tuxes
· 10 contestants + 1 prize (should the MC get one?)
· Optional:  contact David’s Bridal for dresses for female escorts

Sketch of Event Set-Up  (Copy to Facilities and Night Crew)






[bookmark: _Toc297842002][bookmark: _Toc298751259][bookmark: _Toc298763761][bookmark: _Toc330895708][bookmark: _Toc424761523][bookmark: _Toc424762045]
Joe Pioneer Timeline
Month of __________________
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


This calendar should include dates and times of publicity, set-up, cleanup, etc.
[bookmark: _Toc297842003][bookmark: _Toc298751260][bookmark: _Toc298763762][bookmark: _Toc330895709][bookmark: _Toc424761524][bookmark: _Toc424762046]Joe Pioneer Tasks

Persons In Charge: __________________________		Date: _______________________
	What
	Who
	By When
	Notes
	Done

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



My Assignments
	Time
	My Job
	Needed Supplies
	Completed

	Set-up 



	
	
	

	During 



	
	
	

	Clean-up


	
	
	


[bookmark: _Toc298751261][bookmark: _Toc298763763][bookmark: _Toc330895710][bookmark: _Toc330931863][bookmark: _Toc361951416][bookmark: _Toc362682092][bookmark: _Toc393650713][bookmark: _Toc393707137][bookmark: _Toc424761525][bookmark: _Toc424762047][bookmark: _Toc424762296]Joe Pioneer Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
Activity Plan 	  	1	2	3	4	5	_____________________________
Set-up/Clean-up	1	2	3	4	5	_____________________________
Student
Involvement		1	2	3	4	5	_____________________________
Student
Reaction		1	2	3	4	5	_____________________________
Staff Reaction		1	2	3	4	5	_____________________________
Tasks Completion	1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________

	Things that Worked:
	Things that didn't

	








	



Spring Rally Pre-Plan
Date of Rally: March 4, 2016__  	   Rally Chair Person: __________________________________
Theme of Rally: ___________________________________________________________________
Purpose of Rally: __________________________________________________________________
Approximate budget for rally: ________________________________________________________
Decoration and Game Supplies Needed: (balloons, confetti, games supplies, etc.)
___________________________________	     ____________________________________
___________________________________	     ____________________________________
___________________________________	     ____________________________________
___________________________________	     ____________________________________
Teams:  Baseball, Softball, Boys Tennis, Boys Volleyball, Track, Swim, Golf Other: __________________
Publicity Plans: ___________________________________________________________________
_______________________________________________________________________________
Signs and posters up by: ________________ Person Responsible: _____________________________
Custodial Request due by: _______________  Person Responsible: ____________________________
Class Posters due by: __________________  Person Responsible: _____________________________
Sports Posters due by: _________________  Person Responsible: ____________________________
Music due by: ________________________  Person Responsible: ____________________________
Video due by: ________________________  Person Responsible: ____________________________
Rally Games due by: ___________________  Person Responsible: _____________________________
Theme Poster due by: _________________   Person Responsible: _____________________________
MC Script due by: ____________________  Person Responsible: _____________________________
Job Assignments due by: _______________  Person Responsible: _____________________________
Sports Break Through by: _______________ Person Responsible: ____________________________
Confetti Selected by:  __________________ Person Responsible: ____________________________
Facebook Advertisement: ________________ Person Responsible: ____________________________
Seating arrangement for teacher notification.  Person Responsible: _____________________________ (In staff mailboxes 5 days prior to rally and again one day before rally)
Groups Performing: ________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

List of Games (keeping theme in mind)
	Competition Description
	Music
	Names of Participants
	Supplies
	Responsible Person

	1.












	
	
	
	

	2.












	
	
	
	

	3.












	
	
	
	



Rally Agenda
Theme: ________________________________  Rally Begins:_________ Rally Ends: ___________

Who is Responsible for the following groups?
Athletes: _________________________	Cheer: ___________________________
Band: ____________________________	Dance: ___________________________
Music: ___________________________	Video: ___________________________
Breakthroughs: _____________________	Confetti: _________________________
Competitions: ______________________	Clean-up: _________________________
Be as comprehensive as possible All time to be accounted for during the rally. (9:28 am -10:24 am)
Agenda
 Time:	Activity
 


















My Rally Assignments
	Time
	My Job
	Needed Supplies
	Completed

	Set-up 



	
	
	

	During 



	
	
	

	Clean-up


	
	
	



[bookmark: _Toc424761526][bookmark: _Toc424762048]Rally Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
Music 	  		1	2	3	4	5	_____________________________
Activities		1	2	3	4	5	_____________________________
Game 1			1	2	3	4	5	_____________________________
Game 2			1	2	3	4	5	_____________________________
Game 3			1	2	3	4	5	_____________________________
Decorations		1	2	3	4	5	_____________________________
Video Productions	1	2	3	4	5	_____________________________
Confetti		1	2	3	4	5	_____________________________
MC			1	2	3	4	5	_____________________________
Set-up			1	2	3	4	5	_____________________________
Clean-up		1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________

	Things that Worked:
	Things that didn't

	




	



Renaissance Friday Date: 2/19/16	Location:	         Points:     /25 Initials:
	Task
	Person Responsible
	Date Task Completed

	Brainstorm game/activity ideas and prizes
	
	

	Send reminder to administrators to supervise event
	
	

	Prepare alpha signs if needed
	
	

	Prepare Renaissance names lists for tables
	
	

	Assign Renaissance members to specific tables
	
	

	Game MC, Set-up, & Clean-up
	
	

	Giveaway/ Raffle Set-up, Serving, and Clean-up
	
	


Important Details:	
To participate, students need to have Renaissance card and current school ID on a lanyard
Other: _________________________________________________________________________
Game/Competition description:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Game Supplies Needed:
______________________	_____________________	_______________________________
______________________  _____________________   _______________________________
______________________  _____________________   _______________________________

	[bookmark: _Toc424761527][bookmark: _Toc424762049][bookmark: _Toc424762297]2/19/16 Renaissance Card Pick-up:
HR#
	[bookmark: _Toc424761528][bookmark: _Toc424762050][bookmark: _Toc424762298]2/19/16 Renaissance Card Return/delivery completed: 
HR#



Provide a picture (no drawings) of you working during Renaissance Friday: 


Renaissance Friday Date: 3/11/16	Location:	         Points:     /25 Initials:
	Task
	Person Responsible
	Date Task Completed

	Brainstorm game/activity ideas and prizes
	
	

	Send reminder to administrators to supervise event
	
	

	Prepare alpha signs if needed
	
	

	Prepare Renaissance names lists for tables
	
	

	Assign Renaissance members to specific tables
	
	

	Game MC, Set-up, & Clean-up
	
	

	Giveaway/ Raffle Set-up, Serving, and Clean-up
	
	


Important Details:	
To participate, students need to have Renaissance card and current school ID on a lanyard
Other: _________________________________________________________________________
Game/Competition description:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Game Supplies Needed:
______________________	_____________________	_______________________________
______________________  _____________________   _______________________________
______________________  _____________________   _______________________________

	[bookmark: _Toc424761529][bookmark: _Toc424762051][bookmark: _Toc424762299]3/11/16 Sign in: 
	[bookmark: _Toc424761530][bookmark: _Toc424762052][bookmark: _Toc424762300]3/11/16 Sign out: 


Provide a picture (no drawings) of you working during Renaissance Friday: 



[bookmark: _Toc393707202][bookmark: _Toc424761531][bookmark: _Toc424762053][bookmark: _Toc424762301]Sadie’s Dance Worksheet
Person/s in Charge: ___________________________________________________
Dance Name: _______________________________________ Date: __________  
Theme: ____________________________Colors: _________________________
Exact Location:______________________ Time: __________________________ 
Cost per Person: __________________ Minimum No. _______ Maximum No. ______
Ticket Prices_________________________ Date of Sales:___________________
	   _________________________ Date of Sales:___________________
	   _________________________ Date of Sales:___________________
	   _________________________ Date of Sales:___________________
DJ Company: ________________________________ Phone: _________________
Photographer Contact: _________________________ Phone: _________________
Background: ___________________________ Prices: _________________
Other Forms of Entertainment: _________________________________________
	Name of Company: _____________________ Phone: ___________________
Purchase Orders Completed: ____________Responsible Person: ________________
Flyers Completed: ___________________ Responsible Person: ________________
Sashes/Crowns Ordered: ______________	Responsible Person: ________________
Centerpieces Ordered: ______________	Responsible Person: ________________
Party Favors Ordered: ______________	Responsible Person: ________________
Guest Paperwork: __________________	Responsible Person: ________________
Contracts: ________________________	Responsible Person: ________________
Ballots/Voting Completed _____________	Responsible Person: ________________
Advertising Campaign Dates: __________	Responsible Person: ________________
Music List: _______________________ 	Responsible Person: ________________
Check in List: _____________________ 	Responsible Person: ________________
Set-Up:_________________________ 	Responsible Person: ________________
Door Sales: ______________________ 	Responsible Person: ________________
Refreshments: ____________________ 	Responsible Person: ________________
Costume Judging: __________________ 	Responsible Person: ________________
[bookmark: _Toc424761532][bookmark: _Toc424762054]Advertising Timeline
Theme: _______________________________ Colors: ______________________
Building Ideas: _____________________________________________________
Month of __________________
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


This calendar should include dates and times of publicity, set-up, cleanup, etc.
[bookmark: _Toc424761533][bookmark: _Toc424762055]Dance Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
DJ/Music 	  	1	2	3	4	5	_____________________________
Activities		1	2	3	4	5	_____________________________
Refreshments		1	2	3	4	5	_____________________________
Decorations		1	2	3	4	5	_____________________________
Student Reactions	1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________

	Things that Worked:
	Things that didn't

	




	


 
2014-2015 Leadership Workbook Page 152
[bookmark: _Toc393707203][bookmark: _Toc424761534][bookmark: _Toc424762056][bookmark: _Toc424762302][bookmark: _Toc330897692][bookmark: _Toc330931869]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393707204][bookmark: _Toc424761535][bookmark: _Toc424762057][bookmark: _Toc424762303]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393707205][bookmark: _Toc424761536][bookmark: _Toc424762058][bookmark: _Toc424762304][bookmark: _Toc330897694][bookmark: _Toc330931871]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393707206][bookmark: _Toc424761537][bookmark: _Toc424762059][bookmark: _Toc424762305]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393707207][bookmark: _Toc424761538][bookmark: _Toc424762060][bookmark: _Toc424762306][bookmark: _Toc330897696][bookmark: _Toc330931873]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393707208][bookmark: _Toc424761539][bookmark: _Toc424762061][bookmark: _Toc424762307]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393707209][bookmark: _Toc424761540][bookmark: _Toc424762062][bookmark: _Toc424762308][bookmark: _Toc361951476][bookmark: _Toc361953529]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393707210][bookmark: _Toc424761541][bookmark: _Toc424762063][bookmark: _Toc424762309]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc424761542][bookmark: _Toc424762064][bookmark: _Toc424762310][bookmark: _Toc393707211][bookmark: _Toc362682195]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc424761543][bookmark: _Toc424762065][bookmark: _Toc424762311]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product

















[bookmark: _Toc424761544][bookmark: _Toc424762066][bookmark: _Toc424762312]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393707212][bookmark: _Toc424761545][bookmark: _Toc424762067][bookmark: _Toc424762313]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product

















[bookmark: _Toc424761546][bookmark: _Toc424762068][bookmark: _Toc424762314][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]

[image: ]
[bookmark: _Toc393707213][bookmark: _Toc424761547][bookmark: _Toc424762069][bookmark: _Toc424762315]My “QR” 
Third Quarter:  Due April 5, 2016

Reflection:________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
Images and Words that Reflect the Quarter. All pictures need to have thorough captions explaining the image. (Fill out both sides)

[bookmark: _Toc393707190][bookmark: _Toc424761548][bookmark: _Toc424762070][bookmark: _Toc424762316][bookmark: _Toc393707214]

April 2016
Fill out daily, indicate what you worked on, and be specific.  Wear leadership shirts on Fridays.
[bookmark: _Toc424761549][bookmark: _Toc424762071][bookmark: _Toc424762317][image: ]
May 2016
Fill out daily, indicate what you worked on, and be specific.  Wear leadership shirts on Fridays.
[bookmark: _Toc298763743][bookmark: _Toc424761550][bookmark: _Toc424762072][bookmark: _Toc424762318][bookmark: _Toc297841984][bookmark: _Toc393707215][image: ]
June 2016
Fill out daily, indicate what you worked on, and be specific.  Wear leadership shirts on Fridays.
[image: ]

Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.



[bookmark: _Toc393707216]
Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.



Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.


	2.
	2.




Class Meeting Notes for _______________________Date: ________________ Stamp:_________
Agenda Items and Discussion: _______________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
	My Action Items

	What
	When
	Where

	1.
	1.
	1.

	
	
	

	2.

	2.
	2.



[bookmark: _Toc424761551][bookmark: _Toc424762073][bookmark: _Toc424762319]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707217][bookmark: _Toc424761552][bookmark: _Toc424762074][bookmark: _Toc424762320]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393707218][bookmark: _Toc424761553][bookmark: _Toc424762075][bookmark: _Toc424762321]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707219][bookmark: _Toc424761554][bookmark: _Toc424762076][bookmark: _Toc424762322]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393707220][bookmark: _Toc424761555][bookmark: _Toc424762077][bookmark: _Toc424762323]
ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.



[bookmark: _Toc393707221][bookmark: _Toc424761556][bookmark: _Toc424762078][bookmark: _Toc424762324]ASB Meeting Notes Date: __________________ 	Meeting Called By: _______________________
Meeting Started at: ______________________	Meeting Ended at: _______________________
Senior Class Report:  _____________________________________________________________
Junior Class Report: ______________________________________________________________
Sophomore Class Report:  __________________________________________________________
Freshmen Class Report: ____________________________________________________________
Renaissance Report: ______________________________________________________________
_______________________________________________________________________________
Other Items and Discussion: ________________________________________________________
_______________________________________________________________________________
Purchase Orders: _________________________________________________________________
	Action Items

	What
	Who
	When

	1.
	1.
	1.

	
	
	

	2.
	2.
	2.

	3.
	3.
	3.


[bookmark: _Toc393707173][bookmark: _Toc424761557][bookmark: _Toc424762079][bookmark: _Toc424762325][bookmark: _Toc297842022][bookmark: _Toc298751277][bookmark: _Toc298763779]
Talent Class Acts Plan

Theme Name: __________________________	Date: ________________________________
Purpose of Activity: ______________________________________________________________
Group: ________________________________	Advisor: ______________________________
Practice Dates and Times: _________________________________________________________
_____________________________________________________________________________
Location: ______________________________	Time: ________________________________
Tickets Sales Prices: _____________________	Person in Charge: ________________________
Tickets Sales Money Due: _________________	Person in Charge: ________________________

Senior Class Act
Person In Charge: __________________________	Idea:___________________________________
Person in Charge of Music:____________________	Music Due Date: __________________________
Person in Charge of Costumes: _________________	Costumes Due Date: _______________________
Person in Charge of Props: ____________________	Props Due Date: __________________________
Practice Dates: ___________________________________________________________________
Practice Location: _________________________________________________________________
My Job during the act: _____________________________________________________________

Junior Class Act
Person In Charge: __________________________	Idea:___________________________________
Person in Charge of Music:____________________	Music Due Date: __________________________
Person in Charge of Costumes: _________________	Costumes Due Date: _______________________
Person in Charge of Props: ____________________	Props Due Date: __________________________
Practice Dates: ___________________________________________________________________
Practice Location: _________________________________________________________________
My Job during the act: _____________________________________________________________


Sophomore Class Act
Person In Charge: __________________________	Idea:___________________________________
Person in Charge of Music:____________________	Music Due Date: __________________________
Person in Charge of Costumes: _________________	Costumes Due Date: _______________________
Person in Charge of Props: ____________________	Props Due Date: __________________________
Practice Dates: ___________________________________________________________________
Practice Location: _________________________________________________________________
My Job during the act: _____________________________________________________________

Freshman Class Act
Person In Charge: __________________________	Idea:___________________________________
Person in Charge of Music:____________________	Music Due Date: __________________________
Person in Charge of Costumes: _________________	Costumes Due Date: _______________________
Person in Charge of Props: ____________________	Props Due Date: __________________________
Practice Dates: ___________________________________________________________________
[bookmark: _Toc330895686]Practice Location: _________________________________________________________________
My Job during the act: _____________________________________________________________
[bookmark: _Toc424761558][bookmark: _Toc424762080]Talent Show Timeline
Month: ___________________
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


This calendar should include dates and times of publicity, set-up, cleanup, etc.

My Talent Show Assignments
	Time
	My Job
	Needed Supplies
	Completed

	Set-up 

	
	
	

	During 

	
	
	

	Clean-up

	
	
	


Picture of Me at the Talent Show









[bookmark: _Toc330895688][bookmark: _Toc424761559][bookmark: _Toc424762081]Talent Show Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
Activity Plan 	  	1	2	3	4	5	_____________________________
Set-up/Clean-up	1	2	3	4	5	_____________________________
Student
Involvement		1	2	3	4	5	_____________________________
Student
Reaction		1	2	3	4	5	_____________________________
Staff Reaction		1	2	3	4	5	_____________________________
Tasks Completion	1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________

	Things that Worked:
	Things that didn't
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[bookmark: _Toc424761560][bookmark: _Toc424762082][bookmark: _Toc424762326]A-Games Event Plans
	[bookmark: _Toc424761561][bookmark: _Toc424762083][bookmark: _Toc424762327]Kick-Off Event: April 4, 2016  
[bookmark: _Toc424761562][bookmark: _Toc424762084][bookmark: _Toc424762328]Event Idea:______________________________________________________________
[bookmark: _Toc424761563][bookmark: _Toc424762085][bookmark: _Toc424762329]_______________________________________________________________________
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[bookmark: _Toc424761565][bookmark: _Toc424762087][bookmark: _Toc424762331]Supplies Needed:  
[bookmark: _Toc424761566][bookmark: _Toc424762088][bookmark: _Toc424762332]_________________   _________________   _________________   _________________   _________________   _________________   
[bookmark: _Toc424761567][bookmark: _Toc424762089][bookmark: _Toc424762333]Workers: 
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	[bookmark: _Toc424761571][bookmark: _Toc424762093][bookmark: _Toc424762337]Event 1: April 7, 2016 
[bookmark: _Toc424761572][bookmark: _Toc424762094][bookmark: _Toc424762338]Event Idea:______________________________________________________________
[bookmark: _Toc424761573][bookmark: _Toc424762095][bookmark: _Toc424762339]_______________________________________________________________________
[bookmark: _Toc424761574][bookmark: _Toc424762096][bookmark: _Toc424762340]_______________________________________________________________________
[bookmark: _Toc424761575][bookmark: _Toc424762097][bookmark: _Toc424762341]Supplies Needed:  
[bookmark: _Toc424761576][bookmark: _Toc424762098][bookmark: _Toc424762342]_________________   _________________   _________________   _________________   _________________   _________________   
[bookmark: _Toc424761577][bookmark: _Toc424762099][bookmark: _Toc424762343]Workers: 
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[bookmark: _Toc424761579][bookmark: _Toc424762101][bookmark: _Toc424762345]2.	5.
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[bookmark: _Toc424761582][bookmark: _Toc424762104][bookmark: _Toc424762348]Event Idea:______________________________________________________________
[bookmark: _Toc424761583][bookmark: _Toc424762105][bookmark: _Toc424762349]_______________________________________________________________________
[bookmark: _Toc424761584][bookmark: _Toc424762106][bookmark: _Toc424762350]_______________________________________________________________________
[bookmark: _Toc424761585][bookmark: _Toc424762107][bookmark: _Toc424762351]Supplies Needed:  
[bookmark: _Toc424761586][bookmark: _Toc424762108][bookmark: _Toc424762352]_________________   _________________   _________________   _________________   _________________   _________________   
[bookmark: _Toc424761587][bookmark: _Toc424762109][bookmark: _Toc424762353]Workers: 
[bookmark: _Toc424761588][bookmark: _Toc424762110][bookmark: _Toc424762354]1.	4.
[bookmark: _Toc424761589][bookmark: _Toc424762111][bookmark: _Toc424762355]2.	5.
[bookmark: _Toc424761590][bookmark: _Toc424762112][bookmark: _Toc424762356]           3. 	                                                      6.


[bookmark: _Toc424761591][bookmark: _Toc424762113][bookmark: _Toc424762357]A-Games Event Plans
	[bookmark: _Toc424761592][bookmark: _Toc424762114][bookmark: _Toc424762358]Event 3: April 14, 2016
[bookmark: _Toc424761593][bookmark: _Toc424762115][bookmark: _Toc424762359]Event Idea:______________________________________________________________
[bookmark: _Toc424761594][bookmark: _Toc424762116][bookmark: _Toc424762360]_______________________________________________________________________
[bookmark: _Toc424761595][bookmark: _Toc424762117][bookmark: _Toc424762361]_______________________________________________________________________
[bookmark: _Toc424761596][bookmark: _Toc424762118][bookmark: _Toc424762362]Supplies Needed:  
[bookmark: _Toc424761597][bookmark: _Toc424762119][bookmark: _Toc424762363]_________________   _________________   _________________   _________________   _________________   _________________   
[bookmark: _Toc424761598][bookmark: _Toc424762120][bookmark: _Toc424762364]Workers: 
[bookmark: _Toc424761599][bookmark: _Toc424762121][bookmark: _Toc424762365]1.	4.
[bookmark: _Toc424761600][bookmark: _Toc424762122][bookmark: _Toc424762366]2.	5.
[bookmark: _Toc424761601][bookmark: _Toc424762123][bookmark: _Toc424762367]            3. 	                                                      6.

	[bookmark: _Toc424761602][bookmark: _Toc424762124][bookmark: _Toc424762368]Event 4: April 19, 2016
[bookmark: _Toc424761603][bookmark: _Toc424762125][bookmark: _Toc424762369]Event Idea:______________________________________________________________
[bookmark: _Toc424761604][bookmark: _Toc424762126][bookmark: _Toc424762370]_______________________________________________________________________
[bookmark: _Toc424761605][bookmark: _Toc424762127][bookmark: _Toc424762371]_______________________________________________________________________
[bookmark: _Toc424761606][bookmark: _Toc424762128][bookmark: _Toc424762372]Supplies Needed:  
[bookmark: _Toc424761607][bookmark: _Toc424762129][bookmark: _Toc424762373]_________________   _________________   _________________   _________________   _________________   _________________   
[bookmark: _Toc424761608][bookmark: _Toc424762130][bookmark: _Toc424762374]Workers: 
[bookmark: _Toc424761609][bookmark: _Toc424762131][bookmark: _Toc424762375]1.	4.
[bookmark: _Toc424761610][bookmark: _Toc424762132][bookmark: _Toc424762376]2.	5.
[bookmark: _Toc424761611][bookmark: _Toc424762133][bookmark: _Toc424762377]           3. 	                                                      6.

	[bookmark: _Toc424761612][bookmark: _Toc424762134][bookmark: _Toc424762378]Paste a picture of the event.

	[bookmark: _Toc424761613][bookmark: _Toc424762135][bookmark: _Toc424762379]Final Event: April 22, 2016
[bookmark: _Toc424761614][bookmark: _Toc424762136][bookmark: _Toc424762380]Event Idea:______________________________________________________________
[bookmark: _Toc424761615][bookmark: _Toc424762137][bookmark: _Toc424762381]_______________________________________________________________________
[bookmark: _Toc424761616][bookmark: _Toc424762138][bookmark: _Toc424762382]_______________________________________________________________________
[bookmark: _Toc424761617][bookmark: _Toc424762139][bookmark: _Toc424762383]Supplies Needed:  
[bookmark: _Toc424761618][bookmark: _Toc424762140][bookmark: _Toc424762384]_________________   _________________   _________________   _________________   _________________   _________________   
[bookmark: _Toc424761619][bookmark: _Toc424762141][bookmark: _Toc424762385]Workers: 
[bookmark: _Toc424761620][bookmark: _Toc424762142][bookmark: _Toc424762386]1.	4.
[bookmark: _Toc424761621][bookmark: _Toc424762143][bookmark: _Toc424762387]2.	5.
[bookmark: _Toc424761622][bookmark: _Toc424762144][bookmark: _Toc424762388]           3. 	                                                      6.



[bookmark: _Toc424761623][bookmark: _Toc424762145]A-Games Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
Activity Plans 	  	1	2	3	4	5	_____________________________
Set-up/Clean-up	1	2	3	4	5	_____________________________
Student
Involvement		1	2	3	4	5	_____________________________
Student
Reaction		1	2	3	4	5	_____________________________
Staff Reaction		1	2	3	4	5	_____________________________
Tasks Completion	1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________


Renaissance Friday Date: 4/15/16	Location:	         Points:     /25 Initials:
	Task
	Person Responsible
	Date Task Completed

	Brainstorm game/activity ideas and prizes
	
	

	Send reminder to administrators to supervise event
	
	

	Prepare alpha signs if needed
	
	

	Prepare Renaissance names lists for tables
	
	

	Assign Renaissance members to specific tables
	
	

	Game MC, Set-up, & Clean-up
	
	

	Giveaway/ Raffle Set-up, Serving, and Clean-up
	
	


Important Details:	
To participate, students need to have Renaissance card and current school ID on a lanyard
Other: _________________________________________________________________________
Game/Competition description:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Game Supplies Needed:
______________________	_____________________	_______________________________
______________________  _____________________   _______________________________
______________________  _____________________   _______________________________

	[bookmark: _Toc424761624][bookmark: _Toc424762146][bookmark: _Toc424762389]4/15/16 Sign in: 
	[bookmark: _Toc424761625][bookmark: _Toc424762147][bookmark: _Toc424762390]4/15/16 Sign out: 


Paste a picture of the event:


AAA Assembly Pre-Plan

Date of Assembly: Friday June 3, 2015   Assembly Chair Person: ________________________
Committee Members:
________________________________	      _________________________________
________________________________	      _________________________________
________________________________	      _________________________________
________________________________	      _________________________________

Approximate budget for assembly: ______________________________________________
Decorations/supplies needed for assembly & reception: (balloons, confetti, table cloths, etc.)
________________________________	     _________________________________
________________________________	     _________________________________
________________________________	     _________________________________
Teacher seating arrangement__________      Person Responsible: ___________________
(In staff mailboxes 5 days prior to assembly and again one day before rally)
Custodial Request due by: ______________   Person Responsible: ___________________
Decorations due by: __________________    Person Responsible: ___________________
Power Point due by: ___________________  Person Responsible: ___________________
Music due by: ________________________ Person Responsible: ___________________
Invitations made by: ___________________ Person Responsible: ___________________
Program made by: _____________________ Person Responsible: ___________________
Reception tickets made by: ______________ Person Responsible: ___________________
Order reception food by: ______________   Person Responsible: ___________________
Deliver invitations/ tix by: ______________ Person Responsible: ___________________
Medals & Cert. due by: _________________  Person Responsible: ___________________
MC Script due by: ____________________   Person Responsible: ___________________
AAA winner seating arrangement by: _______ Person Responsible: ___________________
Job assignments due by: _______________   Person Responsible: ___________________
Reception materials due by: ______________ Person Responsible: ___________________

List of Performers (Auditioned and selected by Ms. Ramos)
	Performance Group
	Group Leader
	Music
	Time Allowed

	1.





	
	
	

	2.





	
	
	

	3.





	
	
	

	4.





	
	
	

	5.





	
	
	





Schedule due to AAA assembly

Thursday, June 2, 2016 (Adjusted Regular Bell Schedule)
	Period
	Start
	End
	Duration

	1
	7:45
	8:41
	56 min.

	2
	8:46
	9:56
	70 min.

	NO HOMEROOM
	NO HOMEROOM
	NO HOMEROOM
	NO HOMEROOM

	Snack
	9:56
	10:11
	15 min.

	3
	10:16
	11:12
	56 min.

	4
	11:17
	12:13
	56 min.

	5
	12:18
	1:14
	56 min.

	Lunch
	1:14
	1:44
	30 min.

	6
	1:49
	2:45
	56 min.



Friday, June 3, 2016 (Adjusted Assembly Bell Schedule)
	Period
	Start
	End
	Duration

	1
	7:45
	8:34
	49 min.

	2
	8:39
	9:00
	21 min.

	Assembly
	9:00
	10:24
	84 min

	Snack
	10:24
	10:39
	15 min.

	3
	10:44
	11:33
	49 min.

	4
	11:38
	12:27
	49 min.

	Lunch
	12:27
	12:57
	30 min.

	5
	1:02
	1:51
	49 min.

	6
	1:56
	2:45
	49 min.








AAA Agenda

Assembly begins: __________________ 	Assembly ends: ____________________
_____________________________________________________________________
Assembly Line-Up
 Time:	Activity	
Gym Seating (10 Minutes)

Band/ Senior Processional (6 Minutes)

Band National Anthem (2 Minutes)

Fine Arts (5 Minutes)

Performance 1 (3.0 Minutes) : ___________________________________

English/ ELD (6 Minutes)

Performance 2 (3.0 Minutes): ___________________________________

Foreign Language (5 Minutes)

Performance 3 (3.0 Minutes): ___________________________________

Mathematics (6 Minutes)

Performance 4 (3.0 Minutes): ___________________________________

Science (6 Minutes)

Performance 5 (3.0 Minutes): ___________________________________

Social Studies (6 Minutes)

Grand Conestoga Winner (2 Minutes)

Senior Recessional (5 Minutes)



[bookmark: _Toc297842023][bookmark: _Toc298751278][bookmark: _Toc298763780][bookmark: _Toc424761626][bookmark: _Toc424762148]AAA Job List

Check-In Tables					Seat Escorts
1.							1. English Section ________________________
2.							2. Fine Arts Section ______________________
3.							3. Foreign Language Section _________________
4.							4. Mathematics Section ____________________
5.							5. Science Section ________________________
6.							6. Social Studies Section ___________________
7.							7. Multi Award Winners ____________________
							

Behind the Stage Helpers 
1.
2.
3.
4.

On Stage Helpers (Must Dress Up)
1.
2.

Power Point
1.
2.

Music
1.

Live Camera
1.
2.
[bookmark: _Toc330931886][bookmark: _Toc361953539][bookmark: _Toc362682217][bookmark: _Toc393707222][bookmark: _Toc424761627][bookmark: _Toc424762149][bookmark: _Toc424762391][bookmark: _Toc297842009][bookmark: _Toc298751266][bookmark: _Toc298763768]
My Rally Assignments
	Job
	Needed Supplies
	Completed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _Toc424761628][bookmark: _Toc424762150]Rally Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
Music/Audio 	  	1	2	3	4	5	_____________________________
Video			1	2	3	4	5	_____________________________
Seating			1	2	3	4	5	_____________________________
MC’s			1	2	3	4	5	_____________________________
Check-in		1	2	3	4	5	_____________________________
Ushers			1	2	3	4	5	_____________________________
Organization		1	2	3	4	5	_____________________________
Student Engagement	1	2	3	4	5	_____________________________
FAC Reception		1	2	3	4	5	_____________________________
Set-up			1	2	3	4	5	_____________________________
Clean-up		1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________

	Things that Worked:
	Things that didn't

	




	


[bookmark: _Toc424761629][bookmark: _Toc424762151][bookmark: _Toc424762392][bookmark: _Toc330931888][bookmark: _Toc361951488][bookmark: _Toc361953541][bookmark: _Toc362682219][bookmark: _Toc393707223] Prom Reveal
Date: April 27, 2016    			Person(s) in Charge: _____________________
Theme: ____________________________Colors: __________________________	
Background poster: __________________ Responsible person: _________________
Other Forms of Entertainment: _________________________________________
MC:__________________________    MC:_______________________________
Person(s) in charge of the stage layout: ___________________________________
Set up date:______________________   Set Up time: ______________________		
Purchase Orders Completed: ___________	Responsible Person: ________________
Props/Decorations: __________________ Responsible Person:_________________
Crowns Ordered: ____________________	Responsible Person: ________________
Music: ___________________________	Responsible Person: ________________
Giveaways: ________________________ 	Responsible Person: ________________
Guest Paperwork: __________________	Responsible Person: ________________
Contracts: ________________________	Responsible Person: ________________
Skit/Costumes: _____________________	Responsible Person: ________________
APC: _____________________________ Responsible Person: _________________
Advertisement:_____________________ Responsible Person:_________________
					         Stage Layout
	












[bookmark: _Toc424761630][bookmark: _Toc424762152][bookmark: _Toc424762393]Prom Dance Worksheet
Date: June 4, 2016  		Person/s in Charge: __________________________
Dance Name: _______________________________________ Date: __________  
Theme: ____________________________ Colors: _________________________
Exact Location: _________________________________________________________________
_________________________________________________________________

Cost per Person: __________________ Minimum No. _______ Maximum No. ______
Ticket Prices_________________________ Date of Sales:___________________
	_________________________ Date of Sales:___________________
	_________________________ Date of Sales:___________________
	_________________________ Date of Sales:___________________
	
DJ Company: ________________________________ Phone: _________________
Photographer Contact: _________________________ Phone: _________________
Background: ___________________________ Prices: _________________
Other Forms of Entertainment: _________________________________________
	Name of Company: _____________________ Phone: ___________________
Purchase Orders Completed: ____________Responsible Person: ________________
Flyers Completed: ___________________ Responsible Person: ________________
Sashes/Crowns Ordered: ______________	Responsible Person: ________________
Centerpieces Ordered: ______________	Responsible Person: ________________
Party Favors Ordered: ______________	Responsible Person: ________________
Guest Paperwork: __________________	Responsible Person: ________________
Contracts: ________________________	Responsible Person: ________________
Ballots/Voting Completed _____________	Responsible Person: ________________
Advertising Campaign Dates: __________	Responsible Person: ________________

Important Information
· Prior to prom:
· Print out directions for administrators and chaperones
· Create chaperone/ admin responsibility list (where they should be at what time)
· Create ballots:
· For main list
· At prom
· Purchase wristbands (Alin Party Supply)
· Classic Images
· Contact Stephanie at Classic Images (562) 865-3636
· Pre-prom pictures for posters
· Choose appropriate backdrop
· www.dozensofmuslins.com
· Pick up:
· Tickets with envelopes
· Posters
· Directions
· Flyers for photography
· Memory book sample
· Voting
· Three weeks get prom court nominees (must be attending prom, 2.0 GPA)
· At least two weeks in advance, set up voting Voting4Schools.com
· After voting announce winners, give flowers or balloons, and make ballot for final vote
· At prom, designate 1-2 students (take shifts) to watch ballot box and voting
· Necessary Supplies:
· Arrive by 7 PM
· List of students (at least 6 copies) with their guest names
· Paperwork for students (permission slip + obligations list)
· Wristbands, Put on students as they check-in
· At least 2 little scissors
· For dance floor shenanigans (cutting off wristbands)
· 6 pens
· 3 for voting
· 3 for check-in
· 4 highlighters
· check-in
· Crowns/ sashes  (Crowns (4):  Prom King, Prom Queen, Prom Princess, Prom Prince
· Tiaras Co.
410 S Los Angeles Street # 145
Los Angeles, CA 90013-1467
(213) 620-0432
· Sashes on Line find best price (6 weeks in advance)
· Set up Crowns and sashes by DJ booth or voting box
· Have someone in charge of announcing winners
· Prom favors 
· Order between 250-300 6 weeks in advance
· $2 to $3 dollars at most
· Put out at check-in table around 11 as students are leaving they should grab one
[bookmark: _Toc424761631][bookmark: _Toc424762153]Advertising Timeline
Theme: _______________________________ Colors: ______________________
Building Ideas: _____________________________________________________
Month of __________________
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


This calendar should include dates and times of publicity, set-up, cleanup, etc.
[bookmark: _Toc424761632][bookmark: _Toc424762154]Dance Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
DJ/Music 	  	1	2	3	4	5	_____________________________
Activities		1	2	3	4	5	_____________________________
Refreshments		1	2	3	4	5	_____________________________
Decorations		1	2	3	4	5	_____________________________
Student Reactions	1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________

	Things that Worked:
	Things that didn't

	




	


 
[bookmark: _Toc393707224][bookmark: _Toc424761633][bookmark: _Toc424762155][bookmark: _Toc424762394]Leadership Banquet Worksheet
Person/s in Charge: ______________________________ Date: Monday June 6, 2016 
Theme: ____________________________Colors: _________________________
Exact Location:______________________ Time: __________________________ 
Cost per Person: __________________ Minimum No. _______ Maximum No. ______
Banquet Prices________________________ Date of Sales:___________________
Food Company : _______________________________ Phone: _________________
Purchase Orders Completed: ___________	Responsible Person: ________________
Invitations  Completed: _______________	Responsible Person: ________________
Trophies  Ordered: __________________	Responsible Person: ________________
Centerpieces Designed: _______________	Responsible Person: ________________
Graduation Cords  Ordered: ___________	Responsible Person: ________________
Program Designed: __________________	Responsible Person: ________________
End of Year Video Completed: __________	Responsible Person: ________________
Music  Completed ___________________	Responsible Person: ________________
Class Advisor Gifts: _________________	Responsible Person: ________________
Set-Up:__________________________ 	Responsible Person: ________________
Cake Ordered: _____________________ 	Responsible Person: ________________
My Assignments
	Time
	My Job
	Needed Supplies
	Completed

	Set-up 



	
	
	

	During 



	
	
	

	Clean-up




	
	
	




A Picture of Me at the Banquet

















Banquet Evaluation
Honestly Rate from 1-5 (5 being the best)		Notes
Food     	  	1	2	3	4	5	_____________________________
Decorations		1	2	3	4	5	_____________________________
End of Year Video	1	2	3	4	5	_____________________________
Music    		1	2	3	4	5	_____________________________
Parent Reactions	1	2	3	4	5	_____________________________
Overall			1	2	3	4	5	_____________________________

	Things that Worked:
	Things that didn't
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[bookmark: _Toc393707225][bookmark: _Toc424761634][bookmark: _Toc424762156][bookmark: _Toc424762395][bookmark: _Toc330897709][bookmark: _Toc330931891]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707226][bookmark: _Toc424761635][bookmark: _Toc424762157][bookmark: _Toc424762396]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707227][bookmark: _Toc424761636][bookmark: _Toc424762158][bookmark: _Toc424762397]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707228][bookmark: _Toc424761637][bookmark: _Toc424762159][bookmark: _Toc424762398]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
















[bookmark: _Toc393707229][bookmark: _Toc424761638][bookmark: _Toc424762160][bookmark: _Toc424762399][bookmark: _Toc330897713][bookmark: _Toc330931895]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707230][bookmark: _Toc424761639][bookmark: _Toc424762161][bookmark: _Toc424762400]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707231][bookmark: _Toc424761640][bookmark: _Toc424762162][bookmark: _Toc424762401][bookmark: _Toc361951495]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc393707232][bookmark: _Toc424761641][bookmark: _Toc424762163][bookmark: _Toc424762402]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc424761642][bookmark: _Toc424762164][bookmark: _Toc424762403][bookmark: _Toc393707233][bookmark: _Toc361953550]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc424761643][bookmark: _Toc424762165][bookmark: _Toc424762404]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product















[bookmark: _Toc424761644][bookmark: _Toc424762166][bookmark: _Toc424762405]Weekly Marketing Form
Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
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Building/Facebook: _____________________Date: ____________
Audience: ____________________________________________
WSIC (Why should I care?) ______________________________
Grabber: _____________________________________________
Who: ________________________________________________
What: _______________________________________________
When: _______________________________________________
Where: ______________________________________________
Cost: ________________________________________________
How: ________________________________________________
Vertical _____ Horizontal _____    Video ______ Photo _______
Paper Color: _______________Ink Colors: __________________
Special Effects:  _______________________________________
Team Leader Grade (1 to 5 scale)   ________________________
	Draw an Example of Your Product
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Fourth Quarter:  Due June 9, 2016

Reflection: ________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Images and Words that Reflect the Quarter. All pictures need to have thorough captions explaining the image. (Fill out both sides)







 BYLAWS OF THE _____________________________________ CLUB OF
ARTESIA HIGH SCHOOL

ARTICLE I - Name

The name of the organization shall be __________________________________
						(Club Name)
ARTICLE II – Authority (optional) 

__________________________ is sponsored by ____________________________
         (Club Name)					         (Name of sponsor)

ARTICLE III – Purpose 

What is the purpose of this club? ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ARTICLE IV - Membership
A. Members 
The Club will consist of currently enrolled students at Artesia High School who meet the membership requirements enumerated below.  A club must have at least 10 members to form a club. Attach additional pages as needed.
_________________________________  ______________________________
_________________________________  ______________________________
_________________________________  ______________________________
_________________________________  ______________________________
_________________________________  ______________________________    
	B. Membership Requirements and Duties:  The responsibilities of all members shall include:
a. Attendance at a minimum of 80 percent of the Club’s meetings having occurred after the member joined the club.
b. ________________________________________________________________________________________________________________________________
c. ________________________________________________________________________________________________________________________________
d. _______________________________________________________________________________________________________________________________
       (Add information on how someone could join this club)

C. Voting
Each member is entitled to one vote.  Voting by proxy shall not be permitted.

ARTICLE V - Officers
The officers of the Club shall be the President, Vice President, Secretary, Treasurer, and  Historian will form the Executive Board.  The Executive Board shall meet to finalize agenda items, prepare reports, and collaborate on the business of the Club.
These officers shall perform the duties prescribed by these Bylaws and by the parliamentary authority adopted by the Club.


Section 1 - Qualifications
All officers must be active members of the Club at the time of their election and, with the exception of the officers elected for the first academic year of any school’s involvement in the _____________________________ Club.
			(Club name) 

Section 2 - Election
Officers shall be elected for the following academic year by a sealed ballot, simple majority vote of the members present during the Club’s May general meeting.  In the event of a tie vote, ______________________________________________________.
			(What will occur when there is a tie vote?)

Section 3 - Term of Office
Each officer’s term of office shall begin on the day immediately following the last day of the academic year of Artesia High School and shall continue until the last day of the following academic year.

Section 4 - Removal from Office
Any officer not acting in accordance with the Schools Code of Conduct shall be removed from office.  Any officer who does not meet or fulfill the standards or duties established for the office he/she holds may be removed from office by a two-thirds majority vote of a quorum of all active Club members or by Advisor.

Section 5 - Duties and Responsibilities
The following are general duties and responsibilities of the Club’s officers.  
a. The President shall preside at all meetings of the Club and facilitate all meetings of the Executive Board, represent the club to Artesia High School and others, and shall serve as the Club’s representative to the Council.
b. The Vice-President shall assume the duties of the President in his/her absence and assist the president with the management of the Club.
c. The Secretary shall keep all records of official business of the Club.
d. The Treasurer shall keep all records of financial transactions and financial affairs of the Club.

Section 6 – IMPEACHMENT
A. All members of ____________________ are allowed to be impeached.
(Club name)
B. During impeachment proceedings against any officer, the Club President shall preside unless that office is under consideration, in which case the Club Vice-President shall preside.
C. An impeachment charge may be brought against any officer initiated by at least two thirds vote by Club members for failure to carry out duties as designated in this Constitution.
D. A vote of two-thirds of the members of the Club plus a vote by the Club Advisor shall be required for removal through impeachment.
E. In the instance of resignation, impeachment or death of the President, the Vice-President shall assume the full responsibilities of the President, and a new Vice-President shall be chosen in a special election.
F. In the instance of resignation, impeachment, or death of an Officer, a new replacement shall be chose by the Club President in consultation with the Club Officers. If the President so chooses, a special election may be held.
G. An executive officer may be asked to resign if they fail to meet any of the requirements stated in this Constitution.
H. In the instance of resignation, impeachment, or death of a Club Position, a new replacement shall be chosen by the President in consultation with the Club Officers. If the President so chooses, a special election may be held.


ARTICLE VI - Meetings
Section 1 - General Meetings
General Meetings shall be held in room __________ at __________ and ___________ per month during the academic year.	              		  ROOM  #	          TIME	         # OF TIMES

Section 2 - Special Meetings
The President and Vice-President each shall have the authority to call special or emergency meetings of the Club members.  Special meetings shall also be called upon written request of one-third of the active membership.

ARTICLE VIII - Quorum
The presence, in person, of at least fifty percent of the members entitled to vote at any meeting shall constitute a quorum.  The process for general decision-making shall be a simple majority of the voting members of a quorum unless otherwise specified in these Bylaws.





ARTICLE X - Amendments
Section 1 - Proposal
A. Any active member may propose an amendment to the Club’s Bylaws in order to ensure that the Club is administered properly.  Any proposed amendment to these Bylaws shall be submitted in writing to the Club Secretary no later than during the general meeting for the following month.

Section 2 - Voting
A. Proposed amendments to the Bylaws shall be voted on by open vote at the general meeting for the month of April/May.  Prior to voting, proposals shall be made available in writing, and read aloud at that meeting by the Secretary.
THE ________________________________ CLUB
OF ARTESIA HIGH SCHOOL
Please Turn in this to ASB for Approval
 (
Signatures of Approval
Club President:__________________________
________________
____________
Printed name:_________________________
________________
______________
Club Vice-President:____________________
_______________
______________
Printed name:__________________________
_______________
_____________
Club Secretary:________________________
______________
______________
Printed name:_________________________
_______________
______________
Club Treasurer:________________________
_______________
_____________
Printed name:__________________________
______________
_____________
Club Advisor:_____________________________________
______________
__
Printed name:________________________________
______________
_______
)
Commissioner of Clubs _________________  Date: ________________

Activities Director: ___________________ Date: ________________





[bookmark: _Toc297842029][bookmark: _Toc298751284][bookmark: _Toc298763786][bookmark: _Toc361951499][bookmark: _Toc361953554][bookmark: _Toc362682248][bookmark: _Toc393707237][bookmark: _Toc424761649][bookmark: _Toc424762171][bookmark: _Toc424762410]Info about Clubs and Advisors
Duties and Responsibilities
· Cooperate with the entire activity program of the school
· An advisor must be present at all meeting and activities of the club. (Supervision of the meeting should be pre-arranged so that the attending advisor knows what has “been going on” in the previous meetings.)
· All advisors are expected to attend any function of their clubs, such as:
· Homecoming Parade
· Toy/ Food Drive
· Field Trips
· Others specific to club (i.e. Blood Drive, Volunteer Work, etc.)

An Advisor must:
1. Be responsible for assuring that all policies and procedures established for the co-curricular program are observed.
2. Allow the students to “run” their own meetings, but also guide them in the proper use of basic parliamentary procedures, record keeping, etc.
3. See that a club account is opened with the Activities Director to handle all club money received and paid. (All club funds are student body funds; hence no club is allowed to maintain a private fund, i.e. a separate bank account.)
4. See that all money requisitioned for the club account is passed by the club’s president and treasurer; recorded in the secretary’s ledger, and current.
5. Check to see that the club treasurer periodically checks the ledger with the Activities Director.
6. See that the club secretary submits a list of club members to the Activities Director in the fall.
7. Firmly insist that students assume responsibility of their club.
8. Promote a sense of order, and loyalty.
9. Be familiar with the context of this entire guide.

A. When and Where Club Meeting May Be Hold
· Must be on-campus (unless special permission is attained.)

B. Equipment and Facilities
· School equipment, facilities, and supplies may be reserved by a campus club for special advertisement, club dinners, and other related activities (strict supervision of school supplies is mandatory.)
· Damage or loss of supplies will be filed against the account of the club organization.
C. Academic Awards and Trophies
· Citizens of the school district and students of the school may award a student club member a certificate, or plaque for fulfilling extra services above and beyond normal requirements.
D. ASB Funds
· Clubs must get prior approval using an ASB Purchase Order to spend club funds.  The money must be available in the club account before it is spent.
· A student from the club must sign the purchase order to request the funds.
E. Calendar
· The official master calendar of all school events and facility usage is maintained in the office of the assistant principal’s office.
· The club is responsible for filing a calendar reservation for any upcoming club activities or events (failure to do so may result in cancellation of activity.)
F. Communication Facilities
· Announcements regarding club activities or events must be submitted in writing with advisor’s signature to the Activities Director’s mailing box in the office.
G. Off-Campus
· All clubs which to correspond or collaborate with persons or businesses off campus must first receive approval from their club advisor.
H. Dues
· Dues are a means of raising revenue, affording a club the opportunity to hold social events, sponsor service projects, purchase membership cards, etc.
· The use of dues in a club is highly important and should be decided by a nearly unanimous approval of the membership.
[bookmark: _Toc297842030][bookmark: _Toc298751285][bookmark: _Toc298763787][bookmark: _Toc361951500][bookmark: _Toc361953555][bookmark: _Toc362682249][bookmark: _Toc393707238][bookmark: _Toc424761650][bookmark: _Toc424762172][bookmark: _Toc424762411]How to Form a Club at Artesia High School
ASB sponsored clubs should have the following purposes:
· To give students a chance to broaden their special interests
· To offer service to the school or the community
· To develop a sense of leadership in the students

The students governing the clubs must:
· Conduct their own meetings & plan their yearly club program
· Establish an up-to-date budget throughout the year
· Make own arrangements for functions
· 
In order to have your club approved and earn the privilege of holding club meetings and carry any form of activities, the students must:
a. Have a regular faculty advisor
b. Draw up a constitution that states the purpose of the club, the time and place of meetings, the officers and a list of members (see Club application form).
c. Submit copies of the constitution to the Student Government and the Activities Director for approval.
d. Meet on school premises unless permission is received off campus (check with Activities Director).
e. Abide by the California State Education Code, in regard to secret clubs, frats, sororities, as follows:
f. It is unlawful for any pupils enrolled in elementary or secondary school of this state to join or become a member of any secret fraternity and/or sorority, or secret club.
g. Planned events must be checked through Student Government so that they
may be entered on the Agenda. The advisor, the student designated for this activity, and the Activities Director must sign notices to the student bulletin. 

Artesia High School
[bookmark: _Toc297842033][bookmark: _Toc298751288][bookmark: _Toc298763790][bookmark: _Toc393707239][bookmark: _Toc424761651][bookmark: _Toc424762173][bookmark: _Toc424762412]Academic Field Trip Form

The student named below will be attending an academic field trip. It is necessary for the student to miss the periods listed below.  This is to inform you that the student will be attending this activity and gives you the opportunity to assign any make-up work necessary for the student to complete upon returning from the field trip. If special circumstances occur, please feel free to contact the teacher or the principal.  

Student Name _______________________________________	ID# (6-digit) _________________
Academic Activity _________________________________________________________________ 
Day: ________________________	Date: __________________	Teacher: _______________
Periods: 1   2   3   4   5   6   0/7 (Circle only those involved.)
	Teacher
	Class
	Initial if
you have 
been informed.
	Assignment (Make-up work.) 

	Period 1:

	
	
	

	Period 2:

	
	
	

	Period 3:

	
	
	

	Period 4:

	
	
	

	Period 5:

	
	
	

	Period 6:

	
	
	

	Period 0/7:

	
	
	



Field Trip Approval: 
			____________________________________________________
                          (Principal)
[bookmark: _Toc393707240][bookmark: _Toc424761652][bookmark: _Toc424762174][bookmark: _Toc424762413][bookmark: _Toc297842034]
Bus Form
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Super Senior Savings
Order Your SENIOR PACKET and SAVE all Year Long

Seniors prepay for all your events today and save $310 a 32% Savings
	
Item
	Packet

	
	Original 
Cost
	Packet A
Must Pay By Aug. 31th
	Packet B
Must Pay By Sept. 30th

	Yearbook 
Cap and Gown
Class Ring, Ring Size Day November 15, 2015
Grad Night at Disneyland	*Guaranteed ticket*
ASB Discount Card 
Senior Mug
Senior T-Shirt	
Graduation Video
Senior Sweatshirt
Senior Panoramic Picture
Prom, Saturday June 4, 2016	
Winter Formal *on a Yacht* Friday Jan. 29, 2016
Homecoming, Friday October 16, 2015
Sadie’s Dance, March 11, 2016
Total (No partial packets)
	$125
$50
$185
$125
$55
$15
$15
$35
$50
$15
$120
$75
$40
$60
$965
	$85
$30
$90
$100
$55
$10
$10
$30
$35
$10
$90
$55
$10
$45
$655
	$90
$35
$90
$105
$55
$10
$10
$30
$40
$10
$95
$60
$20
$50
$700



Packet A:  Fill out the back of this form and make your deposit of $355 by August 31, 2015. Make payments of $150 by October 30, 2015 and a final payment of $150 by November 30, 2015.  Pay in full save an additional $10. Cost $645.  Cash, Credit or Debit cards only.  No checks.  
Packet B:  Fill out the back of this form and make your deposit of $300 by September 30, 2015.  Make payments of $100 by October 30, 2015, $100 by November 30, 2015, $100 by January 15, 2016, and a final payment of $100 by February 19, 2016. Cash, Credit or Debit cards only.  No checks.  
A $10.00 late fee will be added for each late payment.  If full payment is not made by February 29, 2016 you will be dropped from the program and the Original price will be required.
There will be NO REFUNDS. Exchanges, Selling Tickets to other students.  If you cannot attend the event for any reason you lose your money including not being on track to graduate. If you check out of school there is no refund.   Contact Mrs. Pollock at ext 21632 if you have any questions.  Pay in full and save $10. Cost $645 Registration ONLY
Junior Jumbo Saving Program
Cost $355

Juniors prepay for all your events today and save $140 a 28% Savings
	
Item
	Packet

	
	Original 
Cost
	Discount

	Yearbook 
ASB Discount Card 
Prom, Saturday June  4, 2016	
Winter Formal *on a Yacht* Friday Jan. 29, 2016
Homecoming, Friday October 16, 2015
Sadie’s Dance, Friday March 11, 2016
Junior T-Shirt
Total (No partial packets)
	$125
$55
$120
$75
$40
$60
$20
$495
	$85
$55
$90
$55
$10
$45
$15
$355



There will be NO REFUNDS. Exchanges, Selling Tickets to other students.  If you cannot attend the event for any reason you lose your money.  If you check out of school there is no refund.   Contact Mrs. Pollock at ext 21632 if you have any questions.

I understand the above information about no refunds, exchanges, selling of tickets.

Name: ______________________ 6 Digit ID #:____________

Address: _________________________ City: _______________

Phone: ___________________Cell Phone: ____________________

Parent’s Name: _________________Parent’s Signature: _________________ 

Sophomore Saving Program
Cost $300

Sophomores prepay for all your events today and save $125 a 29% Saving
	
Item
	Packet

	
	Original 
Cost
	Discount

	Yearbook 
ASB Discount Card 
PE Clothes and Gray V76 Lock	
Winter Formal *on a Yacht* Friday Jan. 29, 2016
Homecoming, Friday October 16, 2015
Sadie’s Dance, Friday March 11, 2016
Sophomore T-Shirt
Total (No partial packets)
	$125
$55
$50
$75
$40
$60
$20
$425
	$85
$55
$35
$55
$10
$45
$15
$300



There will be NO REFUNDS. Exchanges, Selling Tickets to other students.  If you cannot attend the event for any reason you lose your money.  If you check out of school there is no refund.   Contact Mrs. Pollock at ext 21632 if you have any questions.

I understand the above information about no refunds, exchanges, selling of tickets.

Name: ______________________ 6 Digit ID #:____________

Address: _________________________ City: _______________

Phone: ___________________Cell Phone: ____________________

Parent’s Name: _________________Parent’s Signature: _________________ 

[bookmark: _Toc298751297][bookmark: _Toc298763799]

Freshmen Fun Pass
Cost $245

Freshmen prepay for all your events today and save $105 a 30                     % Savings
	
Item
	Packet

	
	Original 
Cost
	Discount

	Yearbook 
ASB Discount Card
PE Clothes and Gray V76 Lock	
Homecoming, Friday October 16, 2015
Sadie’s Dance, Friday March 11, 2016
Freshmen T-Shirt
Total (No partial packets)
	$125
$55            
$50
$40
$60
$20
$350
	$85
$55
$35
$10
$45
$15
$245



There will be NO REFUNDS. Exchanges, Selling Tickets to other students.  If you cannot attend the event for any reason you lose your money.  If you check out of school there is no refund.   Contact Mrs. Pollock at ext 21632 if you have any questions.

I understand the above information about no refunds, exchanges, selling of tickets.

Name: ______________________ 6 Digit ID #:____________

Address: _________________________ City: _______________

Phone: ___________________Cell Phone: ____________________

Parent’s Name: _________________Parent’s Signature: ___________________ 


ASB Order Form (Please Check)
Name: ___________________________ Student ID __________
____  $55 ASB Discount Card (Free admission to football, basketball, and wrestling, includes textbook locker, required to attend any dances, discounts on PE clothes, sweat shirts, sweat pants, hats, beanies, scarf’s, yearbook, Joe Pioneer, drama productions, talent show, thumb drive, class shirts, and much more)
____  $30/$120 Transportation Fee (Sports, band, cheer participants)
____  $85 (paid in full) /$90 ($10 deposit and $10 per month) Yearbook. School memories, limited supply; get yours now and save
____  $45-$150 Yearbook Ad (FULL PAGE= $150, 1/2  Page= $80, 1/4 page=$45) Buy a page in the yearbook to honor your senior with pictures and words. 
____ $35/$50 PE Clothes and lock (All students must wear a school PE shirt and shorts.  Students must use a Master V76 Grey PE lock.)
____ $30/$40 Hooded or Crew Neck Sweatshirt. Three styles to choose from.  Sizes S, M, L, XL,.  $30 with ASB, $40 w/o.  XXL or XXXL can be special ordered.
____ $25/$35 Sweat Pants.  Black Pioneer sweat pants that can be worn during PE over PE clothes. Sizes S, M, L, XL. XXL, XXXL special ordered. 
____ $15/$20 AHS Hats/Beanie/Scarfs  Only hats that may be brought or worn on campus. 
____ $10/$15 AHS 2GB Thumb Drive.   Needed for English. $10 with ASB, $15 wo/ASB
____ $15 PSAT Test (Practice SAT test is Wed. Oct.  14, 2015.  Test recommended for all juniors and sophomores.)
____ $15/$20 Class or AHS T-Shirt Sizes S, M, L, XL, $15 w/ ASB & $20 wo/ASB
____  $655 Senior Packet A  - Paid in full.  (Save $310 on dances, grad night, senior picnic, cap & gown, and other senior activities.   Please include order form.  
____  $355 Senior Packet A – Deposit (Deposit of $355 due by August 31, 2015. Make payments of $150 by October 30, 2015 and a final payment of $150 by November 30, 2015.)  Please include order form.
____  $300 Senior Packet B – Deposit (Deposit of $300 due by September 30, 2015.  Make payments of $100 by October 30, 2015, $100 by November 30, 2015, $100 by January 15, 2016,  and a final payment of $100 by February 19, 2016  Please include order form. 
____  $355 Junior Jumbo Saving Plan (ASB card, All Dances, Yearbook, T-shirt, Locker)
____  $300  Sophomore Saving Plan (ASB card, Homecoming, Winter Formal,  and Sadie’s Dances, Yearbook, Class T-shirt, and PE Clothes)
____  $245 Freshmen Fun Pass (ASB card, Homecoming and Sadie’s Dances, Yearbook, Class T-shirt, and PE Clothes)
Cash, Credit or Debit Cards Only. No Checks. 
How to do ASB Accounts
All clubs and sports teams must follow these rules to purchase anything using student body funds.
1. Obtain a quote on what you would like to purchase from your vendor.  Compare prices and pick the best price.
2. Fill out the form to request a purchase number.  An example is below.
3. Make sure the student treasure for your organization and the advisor sign the form. 
4. Make sure you have your student organization name an account number.  The ASB treasurer can help you with this.
5. Submit your request to ASB and they pass all PO’s at their Tuesday’s meeting.  This takes time so submit early.
6. ASB will approve or disapprove if there is not enough money in your account
7. A copy of your request will be returned with your PO number.  You may give this to your vendor and order your items.
8. Important.  You must turn in your invoice when you receive your items so the company can get paid.
9. If you have to purchase an item without prior approval it might not get paid.
10. Staple any receipts to the Purchase Order Form and submit for payment.
11. ASB accounts do not give out cash advances.  They only write checks to companies or persons who need reimbursement.
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Request for Fundraising Event

Date Requested: ____/____/____ Club or Organization: __________________________

Advisor’s Name: ___________________________ Phone/Extension: _______________
							    
Item being sold: ____________________________   ASB ONLY
	(Ex: Car wash, Candy sale, Discount books, etc.)		     Status:	 Open		 Closed

Date(s): From ____/____/____ to ____/____/____	    Type:	 Inventory	 	 Service   (Two week maximum sale; can be resubmitted.)	     *To be filled out by ASB only.    

Estimated Budget Plan (Must fill out prior to fundraiser):
Cost of Fundraiser: ______________	   Number of Items Sold:	____________
	
Selling Price/Admission: __________	   Expected Profit:		____________

Accountability Box (Fill out after fundraiser ends):
	
Items Purchased	Quantity	Amount		Profit Calculation
Purchased at cost	_______	__________		Total Sales	                     __________
Less returns at cost	_______	__________		Plus: Inventory on hand   __________
Available for sale	_______	__________		Less: Inventory at cost	__________
Potential income ____________  =  _______	Less: Expense		__________	
Sales to date		____________________		Adjust: Over/Short		__________
Amount over/short	  ___________________		Estimated Profit/Loss	__________
Inventory on hand	 ____________________
Other Expenses  ________________________
*Attach deposit slip with money and turn in to Finance Clerk within a week after fundraiser ends.  You will not have access to your money or be allowed to have another fundraiser until this is done.


ASB Recommendation:
	Approved: _______________	Denied: _______________
	Fundraiser Commissioner: _______________________	Date: ____/____/____
	Activities Director: _____________________________	Date: ____/____/____
	Fundraiser Number: _______________
White copy to Club.  Yellow copy to Finance Clerk.  Pink copy to ASB.
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1. You may only request one fundraiser at a time.
2. Your fundraiser must be approved ahead of time.
3. Fill out the Request for Fund Raising Event and submit it at least two weeks before your event.
4. Fundraisers are approved for two weeks only.  You may resubmit another request after you turn in the completed form and money from your 1st fundraiser.
5. After approval, your form authorizing your event will be returned and a deposit slip will be attached.
6. One week after your fundraiser, you must deposit your money into your ASB account and return the Fundraiser Form with the back filled out indicating your profit or loss.
7. If these procedures are not followed, you will not have access to your account. You will not be allowed to have another fundraiser until the Blue form is returned and money deposited.
Students may not sell any items on campus without prior authorization.  If you see a student selling something ask them if has been approved.  
In addition, the money must be deposited into an ASB account and not a booster’s account.  
Teachers, will not allow any students to collect money in theirclasses for any reason.  The State of California Board of Education does not allow this! 
Rules for candy sales.  You may only sell up to three items, and at least one has to be on the nutritional food list (less than 30% fat and Less than 35% calories from sugar.)  These rules do not apply if you are selling off campus or 30 minutes before and after the school day.  You may not sell any items that food services sells during snack and lunch. 
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Notes
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Notes
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Notes
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Notes
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Notes
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Notes
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Notes
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Leadership Team Members
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ABC Unified School District STUDENT

Purchasing. Warehouse and Risk Management Department
16700 Norwalk Boulevard. Cerritos. CA 90703
(562) 926-5566 ext. 21212

DISTRICT-SPONSORED FIELD TRIP — VOLUNTARY ATTENDANCE

PARENT PERMISSION AND ASSUMPTION OF RISK

Date: School Site:

Student’s Name: o has my permission to
participate in the following field trip:

Destination/Nature of Activity.

(Please be specific (e.g., Concert at UCLA)

Special Instructions:

(e.g., Bring sack lunch.)

Departure Return
Date & Time: Date & Time:
Method of Transportation: [ ] Walking [ venide  [] other

(Please Specify)

Health or special needs: Check as appropriate.

My student has no special health needs the staff should be aware of and no medication required on the trip

My Student has a special need, and instructions are attached

Other:

In the event of any illness or injury, I hereby consent to whatever x-ray, examination, anesthetic, medical,
surgical or dental diagnosis or treatment and hospital care considered necessary in the best judgment of the
attending physician, surgeon, or dentist and performed by or under the supervision of a member of the
medical staff of the hospital or facility furnishing medical or dental services.

I fully understand that participants are to abide by all rules and regulations govemning conduct during the
trip.
Californi; ucation ion T understand that I hoid ABC Unified School District,

its officers, agents and employees harmless from any and all liability or claims arising out of or in connection
with my child’s participation in this activity.

Work (___)
) Home (.

Parent/Guardian Signature (Please Print Name) Other (. ).
Home Address: Age of Student

Number Street City 2Zip Code
Medical Insurance Carrier Policy Number Address
In the event of iliness or accident, please notify:
Name 5 Relationship
Address Telephone(s)

7801-RM (2798) Rev. 5/01-131/14)
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Artesia High School Student Body Request for Purchase Order     Please submit Purchase Order request ONE Day Prior to Business meeting of Tuesdays.   Both Advisor and Student  must sign request.  Attach all receipts, invoices and packing slips.  Please check  the box of what is attached.         You must obtain ASB Approval before any purchase can be made.     Date Requested _______________     ASB Approved: ____________  Denied: __________   ASB Account Number __________Club or Organization Name ___________________________   Advisor’s Name:____________________   Advisor’s Signature: _________________________                           Treasurer’s Name: ___________________   Treasurer’s Signature: ________________________   Check Made Payable To: _________________________________________________________   Check Needed for the Following Reason:  _____________________________________________                     Total   Amount to be Paid: $_____________________     P.O. Number: _________________ Date Paid: _____________________  Check No. _______________________    

 

Receipt  

 

Invoice  

 

Packing slip  

 

Other   MUST CHECK AT LEAST ONE BOX.  

Give check to Advisor  

Please  check   ONE:  

 

 

Mail  the  check  
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Artesia High School Student Body Request for Purchase Order



Please submit Purchase Order request ONE Day Prior to Business meeting of Tuesdays.   Both Advisor and Student must sign request.  Attach all receipts, invoices and packing slips.  Please check the box of what is attached.

 (
Packing slip
) (
Invoice
) (
MUST CHECK AT LEAST ONE BOX.
) (
Other
) (
Receipt
) 



You must obtain ASB Approval before any purchase can be made.



Date Requested _______________		ASB Approved: ____________ Denied: __________

ASB Account Number __________Club or Organization Name ___________________________

Advisor’s Name:____________________	Advisor’s Signature: _________________________

								     

 (
Give check to Advisor
) (
Mail 
the 
check
) (
Please check
ONE:
)Treasurer’s Name: ___________________	Treasurer’s Signature: ________________________

Check Made Payable To: _________________________________________________________

Check Needed for the Following Reason: _____________________________________________

	

							Total Amount to be Paid: $_____________________



P.O. Number: _________________ Date Paid: _____________________  Check No. _______________________
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