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** See letter at the end for more details for communicating with McGuffey.

*** See Sign up List at end of this document. Use this in June, July and August to recruit supplies for the reception.

Previous to June meeting:
Coordinate plans with the CVWG Show Chairperson
Contact the McGuffey Arts hospitality chairperson to affirm your plans
Request McGuffey participation in our reception activities
Make adjustments to existing sign-up sheet or prepare a new sheet to bring to the June and July meetings

At June meeting:
Explain the volunteer signup at the June meeting
Sign up volunteers for the show's needs (see reception sign up sheet)

July-August:
Complete the sign ups at the July CVWG meeting
Clarify contribution to the reception from the McGuffey exhibitor for the 	month of September. (In the Smith Gallery)
Verify planning details with the CVWG chairperson and with the 	McGuffey chairperson
Order CVWG wine contribution (19 magnum bottles of red and white) 	and affirm exact cost to know what amount needs to be written on 	CVWG check at delivery on reception day

Review sign ups with members at the August CVWG meeting.

Send a reminder to people 5 days or so prior to the reception:
Send a reminder email to all who have signed up on the lists collected July and August (see the sign up list) 

Email sample:

“Please bring the item(s) that you have volunteered to bring to the show opening to McGuffey Art Center between 3:30 and 4:10. “ (The juror’s talk is at 4:30 – 5:30.)
Come into McGuffey through the doors at the end of the building closest to the park (north side.)  Come up the stairs to the first floor and put what you have brought in the Starnes Classroom (first room on the right) or, if asked, put it directly on the tables in the hallway.  Remember that since it is a Friday during work hours for most people who work downtown, parking will be difficult.  Please start early! You may park briefly behind the building but you will need a parking permit if you are going to stay more than 10 minutes.”

In the past, Judi Ely has offered to let folks leave food and things for the reception at her home prior to the opening if they are not able to attend. (Edit as appropriate.)


Reception Day previous to reception evening:
Oversee McGuffey classroom set up and arrangement of hallway tables and table coverings/decorations used
Accept volunteers' offerings at the classroom
Be sure that ice arrives for McGuffey workers to ice white wine.
Accept wine delivery and pay wine shop delivery person with CVWG check (4:30 PM)

During reception:
Oversee CVWG volunteers as they help McGuffey hospitality committee members bringing food to the reception tables.  
Make sure remaining supplies, wine are either donated to McGuffey or collected and taken away.
  
After reception:
See to storing the reception supplies. 
Inform CVWG president and Annual Show Chair as to where the supplies are stored.

***’ Fenella and John,					Aug 2016

I represent the CVWG committee putting on the reception at McGuffey on Sept 2 with you.  To coordinate it, I understand from Pam Roland who is in charge of our show that you, John, have agreed to provide two flower arrangements for the hallway reception food tables.  Also, we will ask you to purchase 5 magnum bottles or equivocal  amount of white wine to be used at the reception.  I want to check to be sure that this will be acceptable to you, John. CVWG will be supplying the rest of the evening's wine. 

Fenella, Pam Roland, our CVWG person in charge of the show, has told me that your hospitality committee will be helping out as usual that evening and that you are willing to take charge of the food collection room (the art classroom) for us from 4:30-5:30 while the juror's talk is going on so that our artists do not have to miss the talk in order to stay in that room.  Of course, we will try to have things set up in there to be ready to begin serving before 4:30.  We will only need to confer with you or some committee members over which tables to use in the food room.  Our members will be bringing the food at about 3:45 to the classroom so I will come in by 3:30 to be sure that the tables are ready.

We will need the two usual long tables for food where the flower arrangements will go in the hall where we serve our guests.  Since this is the CVWG's 25 year celebration for our organization I will be decorating the tables with some simple decorations so we will ask that the tables are out and covered by as close to 4:00 as possible.  I know this is a bit early for your group to set up. I hope you can accommodate us for this.  We also need a table to display and serve two large cakes decorated for the 25 year celebration.  It would be up to you to consider where this should be placed as I know it is an extra table in an always crowded area.  We would like a tablecloth for it, too. 

As in the past, may I assume that the table for the water, ginger ale and wine will be set up in the hall by McGuffey folks as well as your containers for ice.  We will deliver CVWG's wine contribution and the ginger ale there.  Am I correct that your hospitality committee takes care of the pitchers of water for the drinks table?
Please let me know if I have overlooked anything, Fenella.
I will be ordering the CVWG's contribution to the wine supply soon.   It will be helpful if you both will let me know if all of this is correct.

Judith Ely

VOLUNTEER LIST TO USE

CVWG September 2, 2016 Annual Exhibition Reception
             Contact persons:   Joy Tartter   540-943-1575    joyetarts@gmail.com
                                                        Judi Ely   434 245-7027      judiely@gmail.com          

Please make a note on your calendar as to what you are bringing.  
 Judi can take your nonperishable/freezable items previous to the reception date if you will be unable to bring them to the reception yourself.  2413 Angus Road, Charlottesville.
All items should arrive at the Starnes Classroom at the north end of McGuffey’s first floor between 3:45 and 4:15 (before the gallery talk.) 
	
	ITEMS
	NAMES
	EMAIL AND/OR PHONE 

	Two 10 # size bags of ice
	1
	

	
	2
	

	
	3
	

	Three (2 liter) bottles of ginger ale
	
1
	

	
	2
	

	300 plastic wine cups
	1
	

	250 small party plates
	1
	

	250 cocktail napkins
	1
	

	2 Large Bag Chips and Dip (in a bowl for serving) 
	
1
	

	
	2
	

	Vegetable Tray 
(cut up and arranged on tray)
	
1
	

	
	2
	

	
	3
	

	Grapes or small fruit 
(cut up and on a tray)
	
1
	

	
	2
	

	
	3
	

	Cheese and Crackers 
(sliced and on a serving tray)
	
1
	

	
	2
	

	
	3
	

	Appetizer/ finger food (on a serving tray)
	
1
	

	
	2
	

	
	3
	





	RECEPTION WORKERS

You can sign up for more than one block but put your name on each line (for clarity).
	

NAMES
	

EMAIL AND/OR PHONE
(IF NOT IN THE DIRECTORY)

	Setting up/ serving
3:45 – 4:30
	
1
	

	3:45 - 4:30
	2
	

	
(Gallery talk from 4:30 – 5:30)
	
(McGuffey staff will cover for us!)
	

	5:30 – 6:15
	1
	

	5:30 – 6:15
	2
	

	5:30 – 6:15
	3
	

	
	
	

	6:15-7:00
	1
	

	6:15-7:00
	2
	

	6:15-7:00
	3
	

	
	
	

	Clean up
	
	

	7:00 – until done
	1
	

	7:00 – until done
	2
	

	
	
	

	Microphone managers  
(keep the power plugged in)
	
1
	

	
	2
	

	Welcome Team 
(general greeting and hosting)
	
1
	

	
	2
	

	2 Flower arrangements
(from your garden or $50 allowance to purchase them)
	
1
	




Thank you thank you!! Without you, there will be no party!



