
Big Send  Off

Meetings   

1st  2nd 3rd
Responsibilities & Duties

3 
w
ks

7-
9 

da
ys

5-
7 

da
ys

3-
5 

da
ys

1-
3 

da
ys

Eve
nt

Afte
rMeetings   

1st  2nd 3rd

Lead Coordinator
*Meet with S3 Headquarters and Elementary School Coordinator

*Recruit BSO Helpers

*Decide Event Date

*Decide Event Time (add at least an hour before for set up)

*Decide Event Location (and rain location if outdoors)

*Establish Event Schedule

*Assign individuals responsible for communicating with each class

*Recruit/Assign Helpers to each Responsibility Area

*Coordinate activities of all Helpers      (ongoing)

 *Set dates for future meetings            (ongoing)

*Communicate with S3 Headquarters and Elementary School Coordinator   (ongoing)

*Arrange for photographer and videographer

Room Mom
*One Key contact per class responsible for communicating with parents in that class

*Checks class rosters to verify all students accounted for

*Call each student's parents: tell them about the upcoming event and to look for invitation in the 

mail.  Keep trying to reach parent & speak to them personally rather than leaving a message.

*Make RSVP follow-up calls

*Call each student to remind them of event and  generate excitement 1-3 days prior

*Report counts to Shirts/Favors and Food Helpers

Donations
*Target Donors--for cash--coordinate with Treasurer

*Target Donors--for 'give away' items (shirts, CD's, trinkets)*Target Donors--for 'give away' items (shirts, CD's, trinkets)

*Target Donors--for Favors

*Target Donors--for food/drink--coordinate with Food Helper

*Acknowledgement (program, signs etc.)

*Thank You cards to donors & sponsors

Treasurer
*Coordinate all finances and communicate with S3 Headquarters    (ongoing)

*Collect donations        (ongoing)

*Collect meal payments and purchases of Calendars, shirts, etc.

*Submit Deposit Form to S3 Headquarters

*Submit Reimbursement Requests to Headquarters

Location
*Research  & Select & Location

*Reserve Location--includes forms and deposit, if necessary

*Pick a rain location, if outdoors

*Inspect location in advance--look for  boundaries, hazards, etc.

*Determine Traffic Flow (parking, drop off & pick up)

*Plan where to have Sign In

*Plan where to have Food

*Plan where to have Student Challenge

*Plan where to have Student Break Out Session

*Plan where to have Parent Pep Talk

*Determine what signs are needed and where they will go

*Make sure there are ample trash receptacles

T-Shirts
*Determine Quantities needed (coordinate with Room Moms)

*Gather Sizes for students--include family, Adult Helpers & MS/HS kids

*Place Order(s) with S3 HDQ in time to pick up before event

*Pick up t-shirts from Advanced Online

*Organize t-shirts for distribution*Organize t-shirts for distribution

Favors/Calendars
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*Prayer Calendars: Your budget will determine whether you can give these or sell these to 

parents.  Get parent counts from Room Moms coordinate with Headquarters

*Favors:  Your budget & "connections" will help determine what you can give to 5th graders as a 

favor--prayer journal, napsacks, inspirational items, etc.

*Purchase all event favors/collect donated items

Food
*Decide on Menu

*Seek sources for donations   (ongoing)

*Seek help gathering/preparing/serving (ongoing)

*Type, Quantity, Price, Drinks, Set Up & Serve

*Decide if money will be pre-paid or taken on site. (Plan for adequate change/money storage)

*Purchase all food/drinks not being provided by caterer or donated

*Get final headcount to caterer if using one

*Coordinate with Room parents/RSVP for counts

Invitations
Order

*Gather information needed for invitations from other helpers   (Invitation should ask for RSVP 

including T-shirt size and  number attending and collect money for extra food)

*Order Invitations from Advanced Online (using template)

*Pick Up Invitations frolm Advanced

Address/Mail

*Confirm addresses and phone numbers for all students (Use pta directory, district list from S3 

Headquarters and any class lists [valentines] you have and personal knowledge)

*Inviation can be self-mailed or put in a business envelope

*Address 'to the parents of 'the fifth grade student'*Address 'to the parents of 'the fifth grade student'

*Address by hand, do not print labels on a computer

*Stuff and then mail 9 - 14 days prior

RSVP

*Collect RSVPs as they are returned--give count to Lead coordinator for T-shirt, food, etc.

*Call each student to confirm RSVP

*Review RSVPs for complete information (shirt size, # parents/siblings attending)

Small Group Leaders
*Determine How Many Leaders you will need

*Recruit & Select student leaders (good role models)

*Get cell phone #'s and email addresses for the students

*Confirm with leaders 7-9 days prior to event

*Train and communicate their responsibilities

*Divide students into small groups.  Intermix classes (alphabetic, color coded, or some other 

method to mix) Boys &  girls in separate groups

*Assign leaders to each group--at least 1 HS and 1 MS per group boys w/boys & girls w/girls

*Print grjoup lists for small groupl leaders

*Meet with small group leaders--review expectations & what topics to cover

 --assist in 'games' during registration

-- prepared and understand what to speak about

*Meet separately with leaders to pray, hand out  name tags and answer questions

*Provide service hour documentation if needed

*Give Thank you note to leaders
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Speakers (Key Note/Parent)
*Find/confirm/book Keynote Speaker:  gives the main talk to the students

*Find/confirm/book Parent Speaker: speaks to parents while kids in break out groups  (Can be 

the same speaker or two separate speakers.  Terry Ann is available first-come first-served)

*Provide speaker(s) with outlines and suggestions (do's and don'ts)

*Make sure speakers report to S3 Headquarters to review outlines

*Include speakers in counts for food and t-shirts if applicable

*Confirm with speakers 7-9 days prior to event

*Arrange for payment of speaker if necessary

*Give Thank you note to speakers

Prayer
*If your campus has a Mom's in Touch group, coordinate with them to pray for your event in 

advance, and on the event day, perhaps even coming and walking the location before/during the 

event to cover it in prayer

*Also coordinate with MIT groups for the Middle school(s) your campus feeds into

*Coordinate with Committee members and other parents to pray for the event

*Open & Close Planning Meetings in prayer, or assign someone to make sure this happens

Set Up
*Coordinate with Location helper to determine the need for:

Tables

Chairs

Coolers

Sound System

Banners (check out from S3 Headquarters)Banners (check out from S3 Headquarters)

Yard Signs  (check out from S3 Headquarters)

Sample MS curriculum packets (from S3 headquarters)

*Arrannge for collection/set up/clean up and return items checked out from Headquarters

Supplies
Paper goods (coordinate with food)

Name Tags

Hand Stamps (paid to eat)

First Aid Kit, Sunscreen, insect repellant, trash bags…

Balloons or other decorations

Name Tags
Name tags should be color coded for break out groups Groups from Small Group Coordinator

Registration at Event
Register Students

Register Parents

Packets for each Student

* Signs needed  for directions, registration, games, small groups, etc.

Clean Up
*Leave the park better than you found it with all trash in receptacles

*Collect all items borrowed from S3 office and team members

Program--optional--if desired
*Design programs that inclue the event schedule and a list of sponsors/donors

*print programs


