 Women’s Association

Event Guidelines

Name of Event:  Winter General Meeting @ Spanish Tavern 
Restaurant Contact Info:  
Spanish Tavern Restaurant
1239 Route #22
Mountainside, NJ 07092
Phone:  908.232.2171
Web: http://www.spanishtavern.com/home.html
Event Manager: Manuel

Date/Time:   Generally around 24/25th of January; must be on a Tuesday; Time: 6:30 PM
Number of volunteer(s): 
1 – Coordinator
Overview: The Women’s Association holds their Winter General Meeting offsite which makes the coordination of this event quite easy. We have a short meeting with Treasurer’s report, generally conduct a raffle, and then dine and mingle with each other. 
Guidelines: 
· One year in advance: Reserve the room @ Spanish Tavern using the contact information above

· We reserve the room for the following year during the current event

· Note: Room has been reserved for 24 January 2012

· One week prior: Meet with Manuel in person to finalize the menu 

· We have been there many times before and we generally keep the menu status quo

· $100 down payment (put on credit card and give to Treasurer to reimburse when the final bill is due at the end of the evening event)

· Raffle: If there is going to be a Raffle (Diane McCurdy has provided a gift bag of goodies in the past); reach out to her to confirm so the committee can include in the flyer

· One day before: Contact Manuel with the final count and indicate you want round tables of 6

· During event: Coordinator should arrive 30 minutes prior to event to ensure everything is in order
Note:  Please contact Debbie Steinberg @ 908.232.1542 with any questions or to obtain a ‘Tax Exempt Form’ if purchasing supplies. Submit your receipts for purchases made to our Treasurer for reimbursement.
