Chair Responsibilities

Kolache Breakfast

Responsibilities:

1. Get a master list of people who want to work it at the start of each semester and rotate a schedule every two weeks or as numbers allow. Chair should email those people working that week 2 days before their shift to remind them to meet in the fishbowl at 7:30. If someone signs up for a shift and misses it, they move to the bottom of the list in ranking workers.

2. Get orders from SA clinic, LA clinic, and Dean’s office, etc 24 hours before order is placed to bakery.  Usually an email to the whole vet school and hospitals is the best way to do this, and mention that pre-ordering is the best way to guarantee being able to meet specific requests.

3. Purchase pastries weekly (how often sales are made is decided by the chairs, ie. monthly, weekly, or every 2 weeks) from bakery with best offer. Otto’s Bakery in Bryan has been used for 2 years now, and usually offers a decent discount.

4. Get flyers showing the event is a SCAVMA Travel Fund fundraiser from the Travel Fund Administrator and display them during all times of sales.

5. Sell pastries the morning you choose in the fishbowl, outside room 101, and deliver all orders. Coordinate with other organizations to prevent double sale, and to “call dibs” on the day of the week you want to sell.

6. Maintain a cash bank. Initial money must be fronted by the chair, and will be reimbursed after the first week. Additional week purchases can be made from profits from the previous sale.

7. Maintain a list of participants and money earned to turn into Travel Fund Administrator every 2 weeks.

Halloween Candygrams

Responsibilities:

1. Two weeks prior to ordering, send out an email soliciting workers for the fundraiser. The list of names of people who want to work it should be sent to TFA for approval to ensure minimum is met.
2. Get posters showing it is a SCAVMA Travel Fund Fundraiser from TFA and display during all times of ordering.

3. One week prior to delivery date, get orders from the SA clinic, LA clinic, Dean’s office, students, etc. Previously workers took orders outside room 101 and in the fishbowl during the lunch hour.

4. All orders must have a completed order form and be paid for up front. A master copy of the order form can be obtained from the TFA.

5. Purchase candy, bags, ribbon, etc from merchant with best offer. It is often easier to fill orders as they are made instead of waiting until the night before to do all of them, but if each order is to be filled by the person who sold it, then a big party the night before delivery may be the best way to handle that.

6. On Halloween, place candygrams in student’s mailboxes and deliver to faculty/staff workplace.

7. Within one week after event submit all receipts, profits, and a final list of workers with the breakdown of hours worked by each individual to TFA.

Santa Claws and Paws

Responsibilities:

1. It is super important to get started early on this one! There is increasing competition from PetsMart, PetCo, Post Oak Mall, etc, and advertising is crucial to keep this event profitable.

2. Get a sponsor to donate money for cards and film development if possible. (IAMS, Purina, etc) Also, last year’s chairs said a digital camera would be MUCH better, but to get one you are familiar with. This will help cut costs of buying and developing film.  Last year’s chairs used regular Christmas cards and mounted the picture inside with photo corners. Photo corners can be purchased from a scrapbook or crafts store.

3. Establish a date, as close to Christmas as possible is usually best, but before you get to caught up in studying for finals.

4. Two weeks prior to event, send out email soliciting workers for the fundraiser, including a request for a good Santa. The list of names of people who want to work it should be sent to the TFA for approval and to ensure the minimum is met.

5. Find the Santa Suit, floor covering, Christmas tree, presents, etc which should be either in the SCAVMA office or the Grasshopper Room closet. Return items after the event and have Santa Suit cleaned if it was used. Some people have their own Santa suit and it is ok if they want to use their own.

6. Plan an appropriate background scene for the photos. There is a backdrop in the Grasshopper closet, but a bigger one may be needed. Add the tree, floor covering, etc and practice framing with the camera to make sure there are no surprises the night of the event.

7. Make sure there are dog and cat treats on site during the event. A boombox playing Christmas music is a good idea also.

8. Within 2 days of the event have pictures processed and mail cards to customers with a big SCAVMA thank you.

9. Get poster showing it is a SCAVMA Travel Fund fundraiser from TFA and display it during event.

10. Within one week after event submit all receipts, profits, and a final list of workers with a breakdown of hours worked by each to the TFA.

Silent Auction

Responsibilities:

1. Set a date for the auction, usually 2 weeks before Thanksgiving. The auction should take place over one week with bidding open during the lunch hour and items displayed for viewing during bidding. The final time for bidding should be specifically listed in all emails.

2. Send out an email soliciting donations from students. Include the form for getting donations from vendors or put in mailboxes. Emphasize that all proceeds earned from the item donated will go directly to that student’s travel fund account minus a percentage for the event chair. That percentage is set by the TFA, at the last auction it was 12%. However, it is probably not wise to say the percentage in the email as it may change depending on final results.

3. Advertise, advertise, advertise!!!

4. Copies of the official SCAVMA receipt form can be obtained by the TFA. A copy should be given to the store/business donating the item at the time the donation is picked up by the student collecting the donation.

5. A thank-you note must be written to the business by the student or the student will forfeit profits from sale of that item. Notes should be collected prior to being sealed by the chair and approved by the TFA before being mailed.

6. People who donate items to be auctioned must sign up to (1) help set up tables and items during lunch or (2) help distribute items to bidders on last day of sale. It is recommended that 3 people/day help at lunch and 5 to distribute items. Every person must work one shift per item donated.

7. Items for auction can be kept in the closet in Room 28, and a key can be obtained at the Dean’s office. (The student who signs the key out is responsible for it, so the chair and TFA can decide who gets that responsibility. It should be the TFA, but it is more convenient for it to be the chair since it has to be opened every day so the items can be displayed).

8. Get poster showing it is a SCAVMA Travel Fund fundraiser from TFA and display it during event.

9. Within one week after event submit all receipts, cash and checks, the original paperwork of bidding sheets, and a final list of workers with the breakdown of hours to TFA. This is very important! The bidding sheets are the only true record you have of these sales, and the TFA MUST have those to keep everyone safe!!! Chair for the event should not throw anything away.

 Fleeces and Sweatshirts Sales

Responsibilities:

1. Maintain an inventory of all merchandise: shirts, fleeces, bumper stickers, etc.

2. Solicit designs and get new shirts/fleeces made. Coordinate with suppliers to invoice large orders and pay 2 weeks before delivery.

3. Organize shirt sales at Symposium and Open House.

4. Within one week after event, submit all receipts, profits, and a final list of workers with the breakdown of hours worked to TFA.

Valentine’s Day Flowers

Responsibilities:

1. At the beginning of the spring semester, reserve the Mark Francis Room for the day of sales and night before for arrangements.

2. 3 weeks prior to event, send out an email soliciting workers for the fundraiser. The list of names of people who want to work should be sent to the TFA for approval and to ensure the minimum is met.

3. A meeting between the TFA and chairs should be held 2 weeks before the event to coordinate remaining details and establish profit percentage breakdown for the chairs.

4. Paint the fishbowl the weekend before sales start.

5. During the week before Valentine’s Day, get orders from the SA clinic, LA clinic, Dean’s office, students, etc. Usually 2 people per day sit in the fishbowl taking orders and one person walks thru clinics. It is good to place order forms in faculty’s mailboxes. A copy of the master order form can be obtained from the TFA.

6. All orders must be paid in full at time order is placed. A preliminary order should be placed with flower and vase supplier to make sure the order can be met, and last year’s order can be used as a good guideline for the amount to be purchased. Sam’s Club has been the supplier in the past, and is usually easy to work with.

7. The pre-order money and checks should be given to the TFA and a check for supplies obtained for the order pick-up. Any additional money needed must be fronted by the chairs for any additional flowers to be sold the day of Valentines Day, unless an estimate that falls within the budget of pre-orders is sufficient.
8. On the day before delivery, get flowers, buckets, and vases from suppliers. Don’t forget the tax ID form when going to Sam’s, but they should also have a record of it in their computer at Customer Service if needed. It is usually under “Vet School”. Mention it to the checker BEFORE he starts to ring up the order, or he will have to start over. 

9. Ribbon can be purchased from Hobby Lobby or Wal-Mart. Again, take the tax ID form to make it easier. Early shopping for this is often better, as all stores seem to sell out. Get more than you think you need; as every year we’ve had to make a mad dash to buy more at night
10. Being organized on Thursday is the key to not being there until midnight!!! All workers should plan on meeting in the MFR at 5 and staying until the job is finished, but if they must leave, have them sign-in when they arrive and when they leave. Fill all pre-orders and wrap some additional flowers the night before delivery and store them overnight in the MFR. Extra tables are in the closets for storage and there should also be a vacuum for cleaning in there. Assign people to strip flowers, make orders, tie messages with ribbon to the vase and tape where the order goes. That last part is key!!

To arrange flowers: The roses must be stripped of thorns and leaves, regardless of whether people really want to or not. Potato mashers are good for the leaves, but the thorns often just snap off sideways without hurting your hand. Try to keep flowers in water as much as possible, they will dry out quickly, and may need to be supported with cardboard from the boxes. Fill large orders first (i.e. dz roses, half dz, etc) especially those with color preference. It is usually best to designate an area for each “place” i.e., have a corner for each class, one for TVMDL, one for Dean’s office, etc. Keeping it straight is crucial to not overlooking orders and getting out of there in a reasonable amount of time. Additional arrangements can be made to sell “out the door” on Friday, but many can be left in buckets to be arranged as needed.

11. Deliver flowers at designated time on Valentine’s Day and sell flowers out of MFR all day. At least one chair should be in the MFR at all times during sales. Workers can again walk through clinics to sell, and a manned table set out in the hallway with arrangements helps make the event more visible. Emails should be sent out periodically. Often prices are cut after 3 pm to encourage selling out, but that is entirely at the chair’s discretion.

12. The MFR should be completely cleaned the evening of Valentine’s Day before leaving. The fishbowl windows also need to be cleaned.

13. Within one week after event submit all receipts, profits, and a final list of workers with a breakdown of hours worked by each to the TFA.
See Spot Run (5k Fun Run/Walk and 10k Race)
1. This event is usually held towards the end of the semester, but in order to be successful, planning should begin over Christmas break or the start of the spring semester.
2. Choose an event location and make any reservations necessary.

3. Start finding sponsors early to donate money and items for goodie bags and door prizes. Both human and pet prizes are needed. In the past Pet-Co, PetSmart, IAMS, and Purina have been good donors.

4. Choose a 5K and 10K route that is suitable. Remember to be wary of traffic or other hazards to participants and their pets.

5. Reserve an outdoor tent and tables for check-in and goodie bag distribution.

6. Provide water for dogs in plastic baby pools and refreshments for people (i.e. water, Gatorade, fruit).

7. Design a T-shirt and secure a reliable company to make them. C.C. creations was used in the past.

8. Advertise in the public and vet school up to a 6 weeks in advance. Pass around sign up sheets for students to sign up participants outside room 101 and in the fishbowl during lunch hour. Remember to target areas in the public where pet-owners or runners gather. Advertise!!!!!

9. Make sure you have enough participants to ensure a safe and successful race day. Submit a list of workers to TFA to ensure minimum is met.
10. Get poster showing it is a SCAVMA Travel Fund fundraiser from TFA and display it during event.

11. Within one week after event submit all receipts, profits, and a final list of workers with a breakdown of hours worked by each to the TFA.

