  












Category�
Round One:  Pre-January - March�
Who�
When/Comments�
�
�
�
�
�
�
Work ahead�
Ask members to propagate what will sell�
Lisa, Mary, Eileen�
At meetings, in conversations, in newsletter�
�
�
Arrange for people to store & nurture Phil’s plants�
Mary�
As early and often as needed�
�
�
Ask members for “wish list” of plants they would buy�
Mary�
As early as June meeting – publish in August?�
�
�
�
�
�
�
�
�
�
�
�
Solicit workers�
Call members & pass out sign-up sheet at meetings�
Mary�
Jan-Apr.    Jobs listed on p.6 (Fri) & p. 7 (Sat)�
�
�
Encourage new members to participate�
Board members�
Ramp up in February and March�
�
�
�
�
�
�
�
�
�
�
�
Workshops�
Rev up interest with 1 or more pre-sale workshops�
�
�
�
�
	Seed planting – of fast-growing annuals �
Mary, Eileen, Steve�
March 21�
�
�
	Prepare color bowls??�
�
�
�
�
�
�
�
�
�
�
�
�
�
Meet to plan�
Core volunteers gather to organize sale activities�
Members of the team�
March 10�
�



Agenda }�
	Decide on plant sale prices  >>  Changes: $1 for 4-in veggies; $4 for 1-gal perennials�
�
�
�
	Refine 2-for-1 system?  >>  Decision:  Team members will be there to handle as needed�
• special signage?  • handling full-priced plants on hold   • talliers & cashiers should be in sync�
�
�
	Ask core folks to take charge of “category” tasks �
Done – see below�
�
�
�
	Decide if/when 2nd meeting is needed�
No additional full-group meeting; mini-groups to meet as needed�
�
�
�
�
�
�
Category�
Round Two:  Late March – Early April�
Who�
When/Comments�
�
�
�
�
�
�
Contacts�
Police Department re: security for Fri. overnight�
Lisa�
�
�
�
Jazzercise instructor regarding parking�
Jan�
�
�
�
People to take our left over plants after the sale�
Dianne J & Dianne M�
�
�
�
Get insurance for the day�
Anita�
�
�
�
Reserve Winslow Center for next year’s sale�
Lisa�
Do it the Monday after the plant sale�
�
�
�
�
�
�
Publicity�
Radio announcements�
Eileen & Lisa�
03-16 – to selected radio stations�
�
�
Plant sale announcement (blurb)�
Eileen�
03-16 – to local & SF newspapers�
�
�
News release on plant sale – with photo�
Eileen�
04-01 – to PH Outlook (city newsletter)�
�
�
News release on plant sale – with different photo�
Eileen�
04-20 – to PH/Mtz Record�
�
�
Post on Craig’s list�
Eileen�
�
�






This document reflects results of team meeting on 03-10-09





Category�
Round Two:  Late March – Early April�
Who�
When/Comments�
�
�
�
�
In perennials, figure out if we want sections on drought tolerant, CA native or whatever. If new signs are needed, tell Dianne J.�
�
Sale Layout�
Tweak the layout from last year�
Steve & Dianne M�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
At Apr Mtg�
Bring mini-blinds and pots for members�
Whoever has some�
In newsletter, ask members to bring to Apr mtg�
�
�
Pass around fliers and ask members to distribute�
Eileen�
�
�
�
Announce to members:�



Lisa�
�
�
�
	Submit label info by May 1 to Dianne Johnsen�
�
Also announce in newsletter�
�
�
	Make sure plants are in final pots by April 11�
�
Also announce in newsletter�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Category�
Round Three:  Mid - Late April�
Who�
When/Comments�
�
�
�
�
�
�
Marketing�
Stickies for volunteers that say “Ask me about…”�



Lisa�
 


These are just suggestions. Might be other things�
�
�
Stakes (from a party store?) that can say “For Mom”�
�
�
�
�
Handout w/ ideas of what to buy for Mom�
�
�
�
�
Sticks & cards for color bowls�
Mary & Jan�
�
�
�
�
�
�
�
�
�
�
�
�
Lunch plans �
Contact Safeway, get menu, make or copy order form�
Lisa to ask Sara�
For distribution at May meeting�
�
�
�
�
�
�
Vol sked �
Finalize list of Fri & Sat work hours�
Mary�
For distribution at May meeting�
�
�
	Attach lunch menu / order form�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Supplies�
Inventory small items & supplement where needed�
Dianne J�
�
�
�
	See page 5 for the list�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�






Category�
Round Four:  Early May�
Who�
When/Comments�
�
Org supplies�
For Friday�















Dianne J�
�
�
�
	Spray bottles�
�
�
�
�
	Rags�
�
�
�
�
	Tape – masking and duct�
�
�
�
�
	Pens & pencils�
�
�
�
�
	Markers�
�
�
�
�
	Mini blinds�
�
�
�
�
	Yellow (not orange) dots for odd-priced plants�
�
�
�
�
	Staple gun & staples�
�
�
�
�
	Flags to mark parking area�
�
�
�
�
	All the signs�
�
�
�
�
	Fixitive�
�
�
�
�
	Water buckets & water cans�
Workers�
Ask workers to bring their watering cans�
�
�
	Reference books�
Workers�
Ask workers to bring theirs�
�
�
�
�
�
�
Org supplies�
For Saturday�















Dianne J�
�
�
�
	Receipt books ??�
�
�
�
�
	Cash boxes – we have 3; Mary has an extra�
�
�
�
�
	Calculators for cashiers�
�
�
�
�
	Tally sheets�
�
�
�
�
	Clip boards�
�
�
�
�
	Pens & pencils�
�
�
�
�
	Markers�
�
�
�
�
	Tape – masking and duct�
�
�
�
�
	Scissors�
�
�
�
�
	2 club banners to mount w/ rope�
�
�
�
�
	Aprons�
�
�
�
�
	Member name tags�
Ingrid�
�
�
�
	Club fliers & membership applications�
Ingrid�
�
�
�
	Cooler, ice, cups, napkins�
Mary, Anita�
�
�
�
	Bottled water�
Mary�
�
�
�
	Change –mostly dollar bills & quarters�
Anita�
�
�
�
	Reference books�
Workers�
Ask workers to bring theirs�
�
�
�
�
�
�
�
�
�
�
�
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Category�
Round Two:  Late March – Early April�
Who�
When/Comments�
�
�
�
�
�
�
Advertising�
Create 100 fliers and ask members to distribute�
Eileen �
Flier ready at April meeting!!�
�
�
Mini-fliers at library (1/4-page – 300; so 75 sheets)�
EH create; Mary deliver�
Late April and up to sale week�
�
�
Ask PH Rec to announce sale on Taylor Blvd sign�
Lisa�
Early April request for sign to go up Apr. 27�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
For bulk labels of same plant, not 1’s and 2’s. Tell members to provide complete information.�
�
Plant labels�
Create labels for members w/out computers�
Dianne J & Dianne M �
�
�
�
Figure out how to word “drought tolerant” labels�
Steve & Dianne M�
Message is “drought tolerant once established”


Give label format to Dianne J and Eileen (by 3-20)�
�
�
�
�
�
�
�
�
�
�
�
Plant plcmt�
Refine list of plants going to designated sale areas�
Jan to ask Susan�
An ongoing work in progress. Susan might want to look at the “wish list” plants in March nwsltr.�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Signs�
Check all existing signs & refresh/redo if necessary�
�
�
�
�
Make new signs to post where needed �
        Dianne J.�
�
�
�
	Parking, including “Lot Full” sign�
        Ingrid�
�
�
�
	“Plant Sale 9-2 Saturday” for Fri & Sat (new)�
        Lynn�
Make 2 or 3 large signs�
�
�
	Sale areas  (include “unknown” and “free”)�
�
�
�
�
	Large pricing key �
�
�
�
�
	Holding areas, including Members’ holding area�
�
Attach Hold Area sign to top of canopy�
�
�
	“Cashier” – to tack to top of canopy (new)�
�
�
�
�
	“Tally Area” – on tall stake in cement pot (new)�
�
�
�
�
	�
�
�
�
�
�
�
�
�
Forms�
	“Checks payable to PHGSC”�
�
�
�
�
	2-for-1 (not half-price) signs�
�
�
�
�
	Tally sheets – refine “other price” section�
         Eileen�
�
�
�
	“Hold for” slips �
�
Keep them simple�
�
�
	Cheat-sheet grids of X plants at Y price = T total�
�
�
�
�
	New price list �
�
�
�
�
�
�
�
�
�
�
�
�
�






Category�
Round Five:  Week of sale & Friday�
Who�
When/Comments�
�
�
�
�
�
�
Talliers�
Make sure they know their job�
Mary�
�
�
�
�
�
�
�
Canopies�
Round up plenty and arrange for Fri delivery�
�
Anita has 3; Eileen has one…�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Rec & Park �
Pick up the stored items�
Marc�
Thursday afternoon or first thing Friday morning�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Fri. jobs�
Pick up plants�
Steve, Peter, Scott Rbnsn�
Start at 8 a.m.�
�
�
Have bathroom key & unlock bathrooms�
Marc or Eileen�
�
�
�
Set up tables to receive and label plants�
�
�
�
�
Do grounds layout�
Steve and Dianne M�
�
�
�
Rope off work area & post “Sat sale 9-2” sign�
�
By noon – to keep out the earlybird shoppers�
�
�
Unload plants - for the pricers; not on sale grounds�
Strong people�
Unloaders need to be at site by 10 a.m.�
�
�
Clean pots�
�
�
�
�
Check label accuracy �
�
�
�
�
Do pricing�
At least ______people�
Pricers should be knowledgeable�
�
�
Have computer & printer for last-minute labels�
Eileen with RV�
By 10 a.m.�
�
�
Set plants in designated spaces�
�
�
�
�
Water thirsty plants�
�
�
�
�
Deliver water to thirsty workers�
�
�
�
�
Mark up the parking lot�
�
�
�
�
Set up canopies�
�
�
�
�
Someone to stay overnight�
Eileen with RV�
�
�
�
�
�
�
�
�
�
�
�
�
Pricing�
For small plants in gal pots - price as 4-inchers�
�
�
�
�
Dots - go on back of stake, not on pot�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�






Category�
Round Six:  Saturday – Sale Day!�
Who�
When/Comments�
�
�
�
�
�
�
Early Sat.�
Put up signs for passing motorists to see�
 


Parking people�
�
�
�
Park a SUV w/ sale sign 2 blocks away�
�
�
�
�
By 8:15 – put cones in street south of driveway�
�
Length of 1 car – to improve exiting visibility�
�
�
Pick up bagels and cream cheese�
�
�
�
�
Call to order sandwiches�
Sara Hoyer?�
�
�
�
All sellers on grounds should have price list�
�
�
�
�
3-4 tally people at busy times�
�
�
�
�
�
�
�
�
8:30 a.m.�
Give volunteers time to shop/ hold plants before sale�
�
�
�
�
�
�
�
�
Sat. jobs�
7 am early arrival helpers (see above for details)�
�
�
�
�
8 am parking lot attendants on duty         >>>�
 >>>                     >>>�
Eileen has walkie-talkies for communication


Keep entrance attendant on duty until 11 a.m.�
�
�
Firm, but friendly person to tell shoppers to wait ’til 9�
�
�
�
�
Refreshments table�
�
�
�
�
Sellers on the grounds�
�
People who know a lot about plants�
�
�
Talliers – limit each person to 2-hour slots�
More in 1st 2 hours�
Post basic instructions on the clipboards�
�
�
Cashiers�
�
4 cashiers needed from 9 to 11�
�
�
Hold for purchase before noon �
�
�
�
�
Hold for purchase after 12�
�
�
�
�
Loading of paid-for plants in customers’ vehicles�
Strong people�
�
�
�
Trouble shooter & go-to person for questions�
�
�
�
�
Pick up Safeway sandwiches and deliver to lunchers�
Sara Hoyer?�
�
�
�
Provide relief for breaks, give water to workers, tidy up�
�
�
�
�
Clean-up�
Plenty of people�
Clarify & assign specific clean-up tasks�
�
�
Collect signs and supplies�
One responsible person�
Do this in an organized way�
�
�
Load plants for disposal �
�
Not needed this year�
�
�
Deliver plants to disposal location�
�
�
�
�
Periodically, remove cash to offsite location (or RV)�
�
�
�
�
Count money after the sale�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Post-Sale�
Reserve Winslow Center for next year’s sale�
Lisa�
Do it the Monday after the plant sale�
�
�
Meet to celebrate and do recap?�
�
�
�
�
�
�
�
�
�
�
�
�
�






Category�
Round Three:  Mid - Late April�
Who�
When/Comments�
�
�
�
�
�
�
Rec & Park�
Arrange for Friday delivery of stored items �
Eileen to ask Marc�
�
�
�
	Tables – about 10�
�
�
�
�
	Trash containers�
�
�
�
�
	Canopies - ?????�
�
�
�
�
	Traffic cones�
�
�
�
�
	Hose (long enough or several) for water faucet�
�
�
�
�
	Cement-based stakes�
�
�
�
�
	Saw horses�
�
�
�
�
	Orange vests?�
�
�
�
�
	Rest room keys�
�
�
�
�
�
�
�
�
�
�
�
�
�
Category�
Round Four:  Early May�
Who�
When/Comments�
�
�
�
�
�
�
Banner�
Hang banner at Taylor corner�
Steve�
Sun or Mon before sale�
�
�
�
�
�
�
Plant pickup�
Members can call for pickup�
Dianne J�
She will coordinate pick-ups�
�
�
�
�
�
�
�
�
�
�
�
At May mtg�
Distribute work assignments / lunch menu�
Mary�
�
�
�
Ask members to lend large items for Fri & Sat: �
Lisa & newsletter�
Deliver by 9 a.m. Fri. or call Dianne J for pickup�
�
�
	Extra canopies�
�
�
�
�
	Chairs�
�
Each person should bring his/her own?�
�
�
	Carts & wagons�
�
Need for Friday, as well as Saturday�
�
�
	Extra tables (for cashiers)	�
	�
�
�
�
	Extra saw horses	�
�
�
�
�
Tell members:�
Lisa & newsletter�
�
�
�
	You can come to sale unannounced and still help�
�
�
�
�
	There are jobs in the shade and sitting down�
�
�
�
�
	If you’re new, you can be teamed w/ experience�
�
�
�
�
	Deliver your own plants Fri between 10 & 6�
�
�
�
�
	For plant pickup, put plants in your driveway�
�
�
�
�
	Put name on items you bring for the day to use�
�
�
�
�
	Please bring boxes & reference books�
�
�
�
�
�
�
�
�






Attending: Anita Antink, Jan Egan, Mary Eisenhour, Judi Fewster, Lynn Grassano, Esperanza Hoffman, Eileen Housfeld, Dianne & Peter Johnsen, Dianne Martinelli, Steve Morse, Ingrid Owen, Lisa Robinson. Absent: Susan Pratt
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