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1.  THE BASICS
1.1  THE MOST IMPORTANT STUFF OF ALL
The Special Events Chairs should sit down together at the beginning of their term in office to talk about which sorts of things you really like doing and you really don’t like doing, and the things that you are particularly good at (Paperwork?  Shopping?  Coordinating volunteers?  Creating flyers?).   It’s great if your likes and dislikes complement each other, but if they don’t…split both the “fun” tasks and the “not fun” tasks equitably between you!  Or find a way to delegate if possible.  Stay in communication with each other and the Committee at large, and everything will turn out just fine.
If a general request for help with a large event generates no volunteers, ask people on the Committee individually to perform specific tasks.  You will find that this tends to get better results.  Get your friends involved.  Ask the Chair and Assistant Chair for occasional help.  Hire people to help you when you really need it (ask people you know, or post want ads that include the pay rate).  And keep an eye out for people who you think might be interested in joining the House Committee in the future!  
As Special Events Chairs, you have the opportunity to create those events that people really remember about their time at the GC—those “Kodak” moments!
1.2  THE YEAR IN BRIEF
Annual events follow, in the order in which you need to worry about them:
SPRING:

· February - The Formal (running it, but not planning it)
SUMMER: (since not everyone is here, this takes some coordinating and planning): 
Three major pizza parties (June, July, August)
FALL:

· September - The Game (coordinating with the organizers, that is)
· September - Registration (and possibly the GC Face Board)
· September - Clubs Night

· October - Halloween Ball

WINTER:
· December - Swing Night

SPRING:
· February - The Formal (planning it, and helping the new committee run it)
Also think about running other events . . . you are not that strongly tied to precedent.  Put your own personal stamp on the year’s events!
1.3  WHERE THINGS ARE
There are two main rooms in which Social Activities/Special Events supplies and equipment is kept:

1.  B3A (basement room under OGC Entry 3)

2.  B11D (basement room under OGC Entry 11)
You need to get yourself keys to these areas from the Assistant Chair.  You should also request a key to the Mailroom from the College Secretary, which can come in handy.

B3A is equipped with a refrigerator/freezer and a stand-alone freezer, which are most of the time used by the Social Activities Officers.  If you will be needing space in these to store special events supplies, talk to the Social Activities Officers beforehand.  Keep an eye on the ceiling—the pipes have leaked in the past (stick a bucket under the drip and call Maintenance to file a work order if this happens again).

It can get pretty stuffy in B3A, but be careful—if you leave the windows open while you are not in the room, expect squirrels to drop in!  All food that is not in the refrigerator or freezer should be in heavy-duty sealed plastic containers (available at Sam’s Club).  Squirrels will chew through cardboard.

Decorations for major events are kept in labeled boxes in B3A and B11d.
1.4  FINANCIAL INFO
Receipts.  Keep all of your receipts.  You will need them to file for reimbursements from the Treasurer, and the Treasurer needs to give copies of the receipts to the Graduate School.  There is a form for filing for reimbursements, so use it.  Make a copy of anything you give to the Treasurer, just in case.  File for reimbursements on a regular basis and make sure that you've filed everything when you leave office.  There have been cases before when people filed years later; it is a mess!  Don't do it.

Liquor license.  Getting a liquor license, which allows you to sell alcohol at special events, takes a month by mail!!!  Do it early, or you will have to run around frantically in person, not only to various offices on campus, but also to Princeton municipal offices, and, worst of all, the Trenton bureau that manages the permits.  It is not fun to do this last-minute.
Hiring and paying.  When hiring people from outside the University, such as a swing band, you will need to get either their Tax ID Number (if they are incorporated), or their SSN and address (if they are not).  This is very important.  When paying people associated with the University, you should use special payroll.  Talk to the RLC about this.

Internal university payments.  When dealing with various University branches, you will sometimes need to charge things to the Committee's internal account number.  Get the number from the Treasurer.

Budgeting.  If you don't know how much to spend on, say, food for a dance, have the Treasurer check how much was spent last year and use that as a guideline.

1.5  PURCHASING
Inventory.  Before you go shopping, check what is already there in the storage rooms.  At the beginning of your term, you should spend some time simply looking through these areas and make an inventory.  You should know what you have and where it is so that you don’t make unnecessary purchases.  Also, this way at least once a year someone will throw out any food which has been sitting around too long.

Don’t pay sales tax.  The House Committee is non-profit and hence tax-exempt.  Get our tax-exempt number from the Treasurer (I don't want to put it in this document, which is public).  Use the number.  Many places we routinely deal with or perhaps have accounts with, such as Staples and Papa John’s, should have it on file.  If you go out to stores to make purchases, make a habit of carrying a bunch of the ST-5 exemption forms (available on the GC House website) with you.  There shouldn’t be any place that doesn’t take these forms at all, though they may ask you to go through some extra in-store paperwork.  Get yourself signed up for such things ASAP after taking office.  Sales tax on liquor supplies especially adds up fast!  Don’t waste the budget on unnecessary expenses.  By the way, “food” is tax-exempt, but candy and soda don’t count as food (even if graduate students think it does).

Transportation.  It really, really helps if the Social Chairs have cars.  If you don’t have a car, consider joining Zipcar.  Occasionally you may really need to get somewhere yourself on Social business; you can charge the Committee the hourly rental fee for that kind of errand.

Sam’s Club.  Whoever does the weekly shopping for Social Hour should get a “Business Member” account at Sam's Club.  Make sure to bring along a tax-exempt form and your Princeton ID (they will ask for 2 forms of ID, including one which shows your affiliation to Princeton).  You only need one Social Chair with a membership.  When purchasing at Sam’s Club, make sure to indicate at checkout that the items you are purchasing for the Committee are tax-exempt.  If you purchase stuff for yourself, make sure to put it on a separate receipt, and indicate to the cashier that the items are taxable.  Note that the only major credit card Sam’s Club accepts is the Discover credit card, but it accepts Mastercard, etc. debit cards in payment, as well as personal or company checks.
Wegman’s (or McCaffrey’s).  The place to get whatever supplies you can’t find at Sam’s Club.  Both Wegman’s and McCaffrey’s have store discount card programs that you should sign up for.

WaWa.  A good place for basic last-minute purchases. 

Party City.  This place has lots of event supply stuff (balloons, helium, tablecloths, cups, decorations, etc.) but a rather strange non-profit policy.  They will give you a discount on top of the tax exemption, but you have to go through a somewhat complicated sign-up procedure that includes filling out their form, bringing in a letter from our Treasurer, and paying only with a GCHC check.  You can rent helium tanks at Party City (this is preferable to buying the disposable tanks at Sam’s Club—you get more helium, and it’s better for the environment).
Target, Wal-Mart, Michael’s.  For miscellaneous shopping and decorations.  If you shop at these places right after major holidays, candy and decorations go on sale for 50% or more, so keep an eye out for these sales.
Home Depot.  The place to get light bulbs, shelving, folding tables, etc.—not that you will probably need to buy these things anytime soon, but you should know this in case you need to replace something missing or broken.  They will take non-profit forms at the cash register.
Pizza purchases.  Steve Miller has negotiated a great deal for pizza from Papa John's.  This pizza is much better than Domino's and comes at the same price - $6 per pie if you get at least 100 pies.  Contact Craig Biermann at 419-0900.  Use this deal to buy pizza for the big summer parties.

Otherwise, we have historically ordered from Domino's (609-275-5900), since they are cheap.  We have a deal with them, negotiated long time ago by Steve Miller, which is: $5 large cheese, $6 large 1-topping, $7 large 2-topping.  In order to keep the cost at $6 per pizza for large orders, we normally balance the 2-topping with large cheese.

For big parties, you should call 2 weeks to a month beforehand (so they can work out scheduling). Then call a week before, then a day before.  For smaller events, say 2-8 pizzas, usually calling day of is good enough.  You can call them anytime after 11 am. Mention you are with the Graduate College House Committee. Make sure you aren't taxed. They should have our number on file; often saying we're tax-exempt is enough.
1.6  ADVERTISING
Sensitivity issues.  Keep in mind the diverse backgrounds, lifestyles, and interests represented at the GC.  Try to make your postering campaigns as inclusive as possible, and try not to make the availability of alcohol the main draw.  If you have concerns about whether particular poster designs may make some feel unwelcome, I would encourage you to run drafts by representative student organization members, e.g., the Queer Graduate Caucus.
Sponsorship.  If you have outside sponsorship (e.g. the GSG, the Grad School, the APGA, etc.), don’t forget to credit them on all your advertising.
GC Posters.  In the GC, posters are fairly effective (though email and word-of-mouth are really critical!).  To put a poster on each table in the Dining Hall, you need 25 posters.  About 10-15 posters will cover the common spaces in the OGC: common rooms (2), the bulletin boards, computer rooms (2), laundry rooms (2), kitchens (3).   If you really want to advertise extensively at the GC, there are corkboards in all NGC entryways.  There are also corkboards on the second floor in each OGC entryway.  For a big event with a lot of needed publicity, you can also stuff the mailboxes of all residents.  

GC E-mail.  Get any event you are running into the GC Events e-mail, and perhaps into the GC Calendar, if you've planned it far enough in advance.  Both the GC-events e-mails and the GC Calendar are compiled by the RLC.  E-mail the RLC with the info on the event.

Making posters.  When making posters, it is useful to know about the Microsoft Clip Art collection.  In Word, go to Insert/Picture/Clip Art and click on `Clips Online'.  These will only download properly from Explorer.  Color images tend to attract more attention.  If you have a personal printer, you can pro-rate your purchase of color cartridges used to print House advertising.  Alternatively, you can have color posters printed professionally.  Also, you may want to look back in the archives on the GCHouse server to borrow designs from previous Social Chairs.  Ask the Secretary to help you do this.
T-shirts.  It is possible to print out advertisment designs onto iron-on material and then iron them individually onto cotton clothing.  Sam’s Club and Michael’s sell plain cotton shirts and sweatshirts, as well as cotton bags, etc.  HP brand T-shirt transfers work best.

Places you might want to poster advertisements.
· Annexes
· Butler (laundry rooms)

· Lawrence

· New Lawrence
· Millstone Apts
· Hibben-Magie (bulletin boards by the mailboxes)

· OGC/NGC bulletin boards (in each entryway: 2nd floor OGC, 1st floor NGC)

· Dining halls & Frist (table tents – use cardstock to make them stiff enough to stand)

· Porter’s Lodge, Coffee House, NGC Common Room bulletin boards
Places you might want to e-mail advertisements.

· gsg@princeton.edu (will only advertise events they cosponsor)
· Office of Student Life (Dean Montero’s staff)

· pbdc@princeton.edu (the Princeton Ballroom Dance Club)

· gc-res, gc-nonres, gc-annex (via the GCHC Chair, Assistant Chair, or Secretary)

· RLC (for distribution to gc-events)

· Community Events Coordinator for Butler & Lawrence (alternatively, you can send her a pack of preprinted ads via campus mail) 

Chalk.  Chalking walls and sidewalks is forbidden by Rights, Rules and Responsibilities.  That said, there is a box of sidewalk chalk in B3A, and its use at the GC has occasioned no disciplinary action in the past.
2.  LARGE DANCES
There are three large dances every year: Halloween Ball, Swing Night, and the Formal (formerly known as Waltz Night).  A lot of what needs to be done for each is similar.  I will cover that first, then deal with the details for each dance separately.

2.1  BOOKING PROCTER HALL AND THE PROCTORS (A.K.A. PUBLIC SAFETY)
You will need to submit an events form to the RLC, which might or might not then go to Dean Montero.  You need to book at least 2 weeks in advance.  Do it even earlier than that.  Dean Montero can get very unhappy with students demanding approval at the last minute.
Public Safety will want to have an officer there.  Make sure we get the minimum number of PS people possible.  Talk to the RLC about this.  In general, for an event starting at 10 pm, you don't need PS before 11 pm (not enough people come this early).  If there is no alcohol, one officer is enough.  If the alcohol does not enter Procter, you might be able to get away with one as well.  Sometimes PS does not show on time--try not to pay them for the time they were not there.  After the event, check with the Treasurer how much PS billed us, since sometimes they over-bill us.  When estimating attendance, you should use instantaneous numbers, not the total, i.e.: the number of people you expect in the room at any given time and not the total number of people who show up.

2.2  ADVERTISING FOR LARGE DANCES
Advertising is key.  (See also ADVERTISING, section 1.4).  Start about 1 month ahead of the event and advertise very extensively in the last week.  
Grad students at the GC.  Get the event into the GC calendar (talk to the RLC) and the weekly GC Events e-mail.  Posters should be put out, all around and in the dining hall.  Put up posters in the D-Bar, where non-GC people come often.  
Grad students outside the GC.  In order to advertise to grad students outside of the GC, put posters up in Lawrence, Butler, Millstone and Hibben-Magie.  Lawrence and Butler have their own Committees, and they have weekly e-mail lists.  E-mail them (lawrapts@princeton.edu and butlerap@princeton.edu)  and ask them to put an ad out; you can also ask the Community Programs Coordinator for Butler and Lawrence to facilitate this.  Dean Montero's office can send out a global E-mail to all graduate students 1 week in advance.  
Undergrads.  If you want/need to advertise to the undergrads (this is especially important for the Swing Night), send an e-mail request to `This Week's Campus Events' (events@yuma.Princeton.EDU). The deadline is something like Saturday night.  They will place a blurb in a campus-wide mailing.  Make sure your e-mail contains the ad exactly how you want it posted.  Another good place to advertise a dance is the Princeton Ballroom Dance Club weekly e-mail.  Contact them at pbdc@princeton.edu; their e-mail also comes out on Monday.  Put posters on campus, at Frist.  But DO NOT ADVERTISE TO UNDERGRADS IF THERE WILL BE ALCOHOL AT THE EVENT.  THIS IS UNIVERSITY POLICY, AND IT IS ENFORCED.
2.3  SETUP AND CLEANUP
These are a pain.  The whole Committee should help.  We normally pay $10 to anyone not on the Committee who helps out for about 1 hour of work; you may want to recruit in advance of the event, especially for people to move tables.
Setup.  Start setting up as soon as the dining hall closes, at about 8 pm.  Collect napkins and shakers from the tables.  Move all the tables out of Procter and put them in the vestibule.  Store all the chairs in the High Table area, in the Servery, and in the tray return area.  Leave whatever tables are needed for drinks and food in the hall, and line the walls with chairs for people to sit on.  This can take as long as 1 hour, but usually takes about 45 minutes.  Don’t forget to put trash cans around the room, and especially at the door if there is alcohol involved (PS will insist that people get rid of their drinks before leaving the room).  If it’s your first time running a dance in Procter, you might want to spend a few moments playing with the various combinations of light switches (in the Servery, near the frozen yogurt machine) to see what your lighting options are.
Drinks.  Have two people mix lemonade and ice tea.  They will need ice to fill the tubs (the ice comes from the big ice machine in the depths of the kitchens, not the OGC kitchen ice machine).  We use the drink coolers from Dining Services (sometimes referred to as “gotts”), stored in the kitchen near the exit to the Coffee House—you may want to check these out ahead of time, as many of them smell pretty foul.  Have a couple of coolers filled with just plain water and ice.  Label all the coolers with their contents (it's good to print the labels ahead of time).  As the event goes on, someone needs to keep an eye on whether the drinks are running out.  It is good to have 6-8 coolers.  Buy lemonade, pink lemonade, iced tea, and/or Gatorade (powdered) mix in big containers from Sam's.  Each container makes 32 quarts, which is 8 gallons.  The coolers hold 5 gallons each.  Make sure you have enough plastic cups.

Cleanup.  After the event, the floor needs to be swept first, then mopped (there should be a yellow bucket with clean water and some mops somewhere in the kitchen—but it’s best just to ask Dining Services to leave them out for you in the Servery, along with some extra large garbage bags).  Replace all the chairs and tables.  Wash the tables that were used during the event.  Replace the napkins and shakers on all the tables.  Empty out the coolers, rinse them out and put them away.  Make sure that the servery is clean.  Collect all garbage into the big round garbage cans and leave them in the kitchen.  In general, leave the dining hall and the kitchen very clean.  Lock the doors to Procter Hall from the inside and leave through the back kitchen door (the one to the Coffee House), shutting it behind you.  Expect an efficient clean up to take an hour and a half.

Sound.  Use the HC sound system, which is kept in the D-Bar.  BTW, the Committee paid for 2/3 of this sound system, and the D-Bar will not charge the Social Chairs for its use (if they do, don't pay).  Make sure you don't connect the entire system to one socket, and talk to the PU electricians if you have doubts about overloading the circuits.  The Dining Hall has its own sound system, but it is not very good for much except dance lesson instruction and emceeing the costume contest.  If you need to use it, make sure you have the cables to connect to it.  There is a wireless microphone for use with the Procter Hall sound system, which you can borrow from Joe Erbe (the manager at Procter)—make sure to ask Don DeZarn for it several days before you need it, because he will usually not be at Procter on Fridays or Saturdays.
2.4  HALLOWEEN BALL
Since Halloween is usually during Fall Break, we run this party on a Thursday night before the break, 10 pm-2 am.  This is the big, loud party.  Advertise extensively and early, and don't forget to tell people about the costume contest.  Specific things about this event:

Pumpkin Carving Study Break.  Manish and Joanna began the tradition of running a Pumpkin Carving Study Break the day before the dance.  Buy pumpkins at Sam’s Club or Wegman’s.  There are some carving tools in B3A, but you should check whether you need to buy more, as they easily get ruined in use.  Post basic instructions on how to carve a pumpkin (e.g. carve the lid in at an angle so it doesn’t fall in; scoop out the pulp; draw a design with a marker on the pumpkin before you start carving)—because many of the international students have never done it before.  Then use the carved pumpkins to decorate the dining hall.  A setup checklist:

· pumpkins (6 or 7 of various sizes)

· table covering, masking tape, paper towels

· big aluminum trays (to scoop pumpkin filling into)

· spoons to scoop out pumpkin pulp

· large garbage bag and big bin to serve as trash can

· instruction sheet

· Sharpie markers and scratch paper

· pumpkin 

· halloween ball ads

· digital camera to take photos of people and their pumpkins

In 2003, we held this study break during dinner on High Table (with Joe Erbe’s permission), and the Dining Services staff liked the jack o’lanterns so much that they asked if they could adopt some of them after the dance!  But most of the carvers wanted to take theirs back to their rooms after the dance was over.  We also ran it as a contest judged by the College Secretary, with prize ribbons from Party City and U-Store prizes, but in retrospect I don’t think that was necessary.  People seemed to be happy enough with receiving the digital photos we took during the study break afterward.
Costume Table.  Traditionally run by the House Advisors and RLC.  Some simple costumes, makeup and wigs are available in the Common Room just before the dance for those who didn’t bother to get their own outfit.  At the end of the evening, the House Advisors should put a big bin with a sign at the exit so that people can return the costumes borrowed from the Costume Table on the way out.

Door policy.  You will need people to check IDs at the door as long as the bar is open.  Get your list of volunteers set up before the dance!  When you have decided how to mark people when they come in as “of drinking age”, make sure to communicate with the bartenders, so that they know what it is they’re looking for!  Door ID checkers should introduce themselves to Public Safety and identify themselves as watching the door for their specified shift; the Social Chairs should help make theese introductions.  Post clearly visible signs about the (strict) ID policy, the no smoking policy, and the no-drinks-outside-Procter policy so that the door checkers can refer to them.  Signs directing people to the restrooms are also helpful.

Alcohol.  Get the D-Bar to set up in Procter Hall and sell drinks.  They will need a fridge for the beer.  Coordinate with the Bar Czars.  You will need a special alcohol license called the “Social Event Permit” from the Trenton ABC—get it 1 month in advance!  The financial agreement in 2002 was: the D-Bar and the House Committee split in half the profits from the night (the total $ intake, minus the cost of alcohol and the bartenders' pay).  In case of a deficit, the D-Bar picks it up - they are doing really well financially right now and can afford it.

Music.  Get someone with experience to DJ the Party.  Last year we got Ori, the events chair, to do it.  The music makes all the difference.  If you DJ the party right, you will have people on the floor all the way till 2am.  Don't worry that the party starts a bit late, the floor might be quite empty before 11pm.  Use the HC sound system kept in the D-Bar.  
At the door.  Post “No Smoking” and ID policy information signs at the entrance.  Tape instructions for marking people’s hands to the desk for the ID checkers.  
Costume Contest.  Beforehand, print out scorecards for the judges to hold up: big numbers, 1 to 10.  Put a signup sheet at the door with name(s) of contestants and costume description/title:  people can compete individually, or as groups with a theme.  Have the person at the door make sure that the list is legible, or the emcee will have a really tough time.  Get about 5 judges, someone to announce all the contestants, and someone to keep track of, and total the scores.  (If you have to bully people into being judges, you might want to give them a small gift afterward as well.)  For prizes, last year we had gift certificates to the U-Store:  1st place - $50, 2nd place - $40, 3rd place - $30, 4th place - $20 and 5th place - $10.  All participants were given large candied apples from Sam’s Club.   Try to run it quickly; people get bored if it takes too long.  (On the other hand, this makes it an ideal way to get the room to clear out, and then you can start cleaning up shortly afterward—so if you want to use it for this purpose, I would recommend doing it at 12:30 or 1 am.)  
Candy.  Get Halloween-type candy in bulk from Sam’s Club.  You will also need things like crackers, popcorn and pretzels (because of the alcohol, I think it's actually a legal requirement).

Glow necklaces and bracelets.  People love these.  Post a sign at the entry that says “only 2 per person” or something like that.  These are really expensive in the shops, so buy online (e.g., www.extremeglow.com).
Decorations.  We have some decorations in B3A.  In particular, there is a dancing skeleton and an optic-fiber jack-of-lantern.  You will need to buy certain single-use things like cobwebs, streamers, and balloons (rent a helium tank to fill these) - go to Party City on Route 1.  Decorative mini pumpkins can also be bought in bulk at Sam’s Club.
Decoration ideas.  In 2003, he day before the dance we stuck “pumpkin heads” (cutouts stored in B3A) on all the portraits of the deans, and then cobwebbed over them.  This seemed to work well to help remind people about the dance, as our advertising was rather minimal.  For additional decorations, we made cellophane bags of Hershey’s Nuggets and used them to weight down bunches of orange and black balloons, which we distributed across the hall to help get rid of that “big empty feeling” at the beginning of the night.  By the end of the evening those too had been eaten, or taken.  Another thing that worked well was training a large bright halogen floodlight on the ceiling of Procter Hall from the organ loft—that way you can see the ceiling carvings, which look pretty spooky on their own.  Be careful with the floodlight—it’s very hot.  You can find it stored in the wood room.
2.5  SWING NIGHT
Non-alcoholic dance event that runs on a Saturday night shortly before Winter Break.

Weather may be a problem.  In 2003, there was a major snowstorm the weekend of Swing Night, and up until the afternoon of the dance, we weren’t sure if even the band would be able to make it.  All the major dance events on campus that evening were cancelled but ours; we ended up with attendance of around 100 people.  However, I think we might have gotten more attendance if we had been able to communicate with people to tell them that the event was still on.  Hence I would highly recommend that you set up a website for the Swing Night, and put the web address on all the posters, so that you can at least give last-minute updates to people via the web if such weather conditions ever strike Swing Night again.
Preparations.    Booking the band is the big thing here.  Start early (as early as 2 months in advance).  Make sure the band brings in their own sound system, or that you can interface to ours.  You should hire them to play 3 sets of 45 minutes.   Make sure you sign a contract (read it carefully before you sign it) and that you have a SSN number or a TIN, since the University needs for tax reporting, or something like that.  We have worked with Swingadelic in earlier years, but The Slicked-Up Nine’s were really, really great in 2003 and I would strongly recommend that we hire them again if possible (they gave us a tremendous discount the first time, and plus they drove out from Philly in really awful weather, so let’s try to pay them something closer to their usual rate next time, if we can afford it).
Setup for the band.  The band may need to arrive before the dinner meal ends to begin bringing in their equipment—if so, make sure to clear it with Joe Erbe (Procter Hall manager).  They will need some extra light in their performance area; there are three silver lamp trees, three silver clip-on lamps, and one colorful candelabrum-lamp down in B3A.  Don’t forget power extension cords.  Get two 15-amp cords from the Electrical Shop in MacMillan for the sound system.  Note also info under Large Dances-Setup and Cleanup-Sound (section 4.3).  And don’t forget to return the cords after the dance!
Pampering the band.  The band will probably also want some quiet space to take breaks or change, the Small TV Room works well for that; the Coffee House works less well.  (We are trying to get the Lock Shop at MacMillan to come out and change the lock on the Small TV Room door so that it can be a secure space—as some bands require in their contracts—but it hasn’t happened yet.  There is, however, a padlock-style lock among the supplies in B3A that can be fastened to double doors, and it just happens to match some screwholes hidden under wood-colored stickers on the doors of the Small TV Room.  You might want to consider that if desperate.)  Don’t forget to stock the room with a mirror, individual bottles of water, snacks, plates, napkins.  We have ordered pizza for bands in the past, especially if they have been nice enough to give us a deep discount on their price (or if it is required in their contract).  Pampered bands perform better.
Advertising and funding.  Advertise to undergrads and the local dance community (contact the Princeton Ballroom Dance Club, pbdc@princeton.edu; and the Princeton Swing Club, swing@princeton.edu).   Charge $5 at the door to people without PUID.  Since there is no alcohol, you can try applying for the Alcohol Initiative Grant (for events on Thursdays or Saturdays).  If you want it, you have to apply for it quite early - 3 months perhaps.  We have been turned down before on the argument that undergrads would not come to an event this far away, even though 25% of the attendance during the 2003 blizzard dance was undergrads!
Swing lesson.  You will need to arrange for a Swing lesson (East Coast style swing) before the dance, 9 pm - 10 pm.  This can be done either by Committee members who know how to dance, or by hiring an outside teacher (who often can also be paid to DJ between sets).  Again, talk to Princeton Ballroom Dance Club or Princeton Swing Club if you need contacts.

DJing between sets.  The band will usually play 3 sets of 45-minutes each.  You will need to DJ the rest of the night, or hire someone to do so—in 2003 we contacted the Jersey Jumpers and their DJ was available.  Sometimes you can pay the band extra to do the DJing as well.  If you decide to do it yourself, find good swing music.  Talk to someone who dances about what that means if you don't know—contact PBDC or the Princeton Swing Club.  Don't DJ non-swing stuff, it gets the swing crowd upset.

Dealing with dancers.  The dance crowd has a tendency to show up early and leave early.  Ask the band to play as early as 10:15 pm.  Expect people to start leaving shortly after midnight.  Get lots of liquid stuff and keep it coming!  People get very thirsty, and you might need to replenish the lemonade and other drinks.  Make sure there is plenty of plain water and lots of glasses.  I would also recommend putting a sign at the entrance that says NO AERIALS PLEASE.  Untrained dancers with lot of enthusiasm sometimes try dangerous airborne swing moves without proper training; dropping someone on their head on a stone floor can lead to serious injury.  Also, put signs up directing people to the restrooms.
Food.   Simple finger food will do, since it will take place after dinner.  Veggie trays, crackers, a bit of cheese, some cookies, grapes, petit fours that you can defrost and serve.  Available at Sam’s Club. 
Decoration ideas.  Swing Night traditionally has minimal decorations.  In 2003 we put paper snowflakes along the walls, and that was all.  The snowflakes are stored in B3A.
2.6  THE FORMAL
This event replaced Waltz Night in 2002.  In many ways, it is just Waltz Night repackaged, but it works really well because it helps attract even those who don’t like to dance.  Traditionally, the event runs on a Friday, but in 2004 it was (accidentally) scheduled for a Saturday.  It is scheduled to follow directly after the election of the new Committee, and is a joint responsibility of the new and old officers.  Needless to say, most of the advance preparation is done by the old Committee.

Dress code.  This is a Formal.  The dress code is Black Tie Optional, which means suits (tuxedoes preferred), or long gowns.  Traditional garb (e.g. sari, kilt) is acceptable, if it is dressy.  Explain what black-tie optional means in the advertising.   Don’t forget to make the bartenders dress up too.
Booking the Orchestra.  The music is provided, traditionally, by the University Orchestra.  This is a very popular feature of the Formal, and there were people who came especially for the Orchestra. You should contact Michael Pratt (mpratt@Princeton.EDU), the conductor of the Orchestra, quite early—at least 6 weeks in advance.  He is very busy and slow in answering his e-mail.  The Orchestra will play fast (Viennese) waltzes.  I've tried to get them to play a wider selection, but have failed. We hire them to play 3 sets of 45 minutes each.  A bit of historical info on the price – in 1999, the Orchestra confused the dates on which they were supposed to be here (they thought it was a Saturday) and so they didn't show.  As an apology, they came very cheaply the year after that.  The following year the price was raised a bit, but not to its full level.  In 2002, M.Pratt agreed to last year's price before checking how low it was and so we got them cheaply again.  Try to see how cheaply we can get them - by not allowing them to raise the price too much.  Check previous year's prices with the Treasurer.  In 2005 we hired the 5-piece New River Dance Orchestra (led by Roy Wiseman of Wesleyan) from Connecticut—one of the top dance orchestras nationally.  They were more pricey also in part because they were coming from Connecticut and had to book a hotel for their overnight stay, but they gave a really great performance, and were reliable and highly professional, which is much more than I can say for the University Orchestra.  (We might want to ask if Housing would be willing to lend us five single rooms to put them up for a night, as a way to bargain them down a little…)
Performances.  You can invite the various social dance groups on campus to perform for free during the first orchestra break: Princeton Ballroom Dance Club, Princeton Tango Club, Princeton Swing Club.  Performances should be short.  Say, 3-5 minutes each.  People have short attention spans these days.
Setup for the Orchestra.  The orchestra will need chairs to sit on (Procter chairs are fine, check ahead how many, and use ones that are not broken).  Set the chairs up before they show up.  Many students bring their own wire stands.  For those who don't, we use the stands from the NGC music room—have them ready.  In the past, we have also borrowed stands from the Music Dept.  The orchestra needs light; there are three silver lamps and one colorful candelabrum-lamp down in B3A, but you may also need to borrow assorted desk lamps from Committee members.  You can get superior quality music stands and clip-on lights from (1) the Music Dept, or (2) the Program in Theater and Dance.  Make sure ahead of time that you have enough splitters/fused power strips and extension cords.  Don't connect everything to one outlet!  Get the orchestra to play as soon as you can after the lesson ends (tell them to be ready to tune at 10 pm, they will need about 5 minutes of quiet).  The only problem we had with the New River Dance Orchestra is that we initially didn’t set up the sound system properly, so we didn’t get enough sound reinforcement for them till late in the evening.  It would be best if there was one volunteer dedicated to making sure the sound is working properly and the orchestra has everything they need, at least for the first hour and a half of the Formal.
DJing between sets.  The music between the sets needs to be DJ-ed.  We have done it by collecting the music as MP3s and running it from a laptop to the sound system from the bar.  The Committee owns a cable to connect a laptop to the sound system. We played a selection of popular music: disco, swing,  bit of salsa, 80's pop—but  I think it would have been better to play some more waltzes (slow ones), at least in the first two breaks between sets.  In 2002, the floor was more crowded when the orchestra played waltzes than when we played popular music - people do come to dance Waltz.

Waltz lesson.  You will need to arrange for a beginner waltz lesson.  Make sure that whoever teaches it (it is best taught by a couple, even if one of them is not quite as competent as the other, since it helps to demo with a partner) knows that they need to teach Viennese waltz.  The lesson runs 9 - 10 pm. You will need appropriate music - a few slower waltzes (45-50 bars/minute) and some proper fast waltzes (60 bars/minute).  Extra lessons in the week before the event, taught in the NGC Common Room are useful too.  Don’t forget that the lesson teachers will need the Procter Hall wireless mike (contact Joe Erbe, Procter Hall manager) and someone to DJ for them.  If you don’t get the mike EARLY, i.e. a few days before Friday, you may not have it for the event, which is a real disaster.  The lesson teachers will not be able to be heard at all.
OGC Common Room Setup.  Have food and alcohol in the Common Room.

Cocktails.  If you can fit it in the budget, try to get the Social Activities Officers to run a Social Hour bar for three hours, 10 pm – 1 am.  You will need bartenders (get them to wear at least a tie) and an ID checker for legal drinking age.  Alternatively, maybe you can try selling drinks the way you do with the Halloween Ball, if you plan ahead enough to get a permit (see notes under Halloween Ball – Alcohol, section 4.4).  We had the free bar open 10 pm - midnight, but that was a bit short.  If you need to keep the drinks out of Procter, make sure you use different looking cups for the alcohol outside and the soft drinks inside.  Keeping the alcohol out of Procter reduces the number of PS officers you need.  For 2004, we bought Tyvek bracelets (disposable, tamperproof, 3 cents each) to designate people of legal drinking age upon entry. You will need people at the door at around 9 pm to start IDing people while they arrive for the lesson.
Food.  Buy nice finger food.  Cheese and crackers (you must slice the cheese ahead of time, or people will take huge chunks), a veggie tray or two (see swing night info), nice chocolate (there is a chocolate store on Nassau), some sparkling cider in plastic `wine glasses'.  Make sure you don't put all the food out at the same time.  This is especially true for the chocolate.  Put it out a little at the time, that discourages people from grabbing it by the handful.  Someone has to watch over the food to make sure that it is being replenished.  You also need nonalcoholic drinks (water, lemonade, iced tea...) in Procter for the thirsty dancers.  
Guest book.  We've started a guest book for this event - a large black journal book.  It gives you some idea about attendance.  This year, about 110 people signed it, and I would say they were about 150-200 people there.  In 2002, the guest book was not prominent enough, it would be nice to find a little stand for it next time.
Door fee.  Since we were serving alcohol, the graduate school insisted that there be no door fee to avoid the appearance of selling alcohol (even though the alcohol was in a separate room from where the fee would have been charged).  The GS gave us $300 to make up for the lost revenue (2004).  In the past, we've charged $5 at the door for people without PUID, just like at Swing Night.

Honored Guests.  Invite the GC faculty fellows (get a list of names from the RLC—the website may not be up to date), as well as the Dean of the Graduate School, Dean of Student Life, etc.  They will likely not show up, but should be invited.  Dean Montero may suggest others.
Misc. from Joanna.  In 2002, there are some things that I wish we had done but we didn't think of, since it was a new event.  A place to hang coats would be nice.  We didn't allow drinks to be brought into Procter Hall for Public Safety reasons, but maybe that policy needs to be changed.  Maybe having someone announce when the orchestra is starting a new set in the Common Room would get some more people away from the booze and food and into Procter, at least to listen to the music.  Also, think about increasing the budget for the drinks, and maybe having some more interesting food - something hot?
Misc. from Donna.  For the 2004 dance, I bought decorations on a blue-white-silver color theme in the post-Christmas sales, quite cheap.  In addition to the traditional oodles of Lindt truffles, I ordered 2 cases of chocolates from Scharffen Berger chocolates; they gave us the wholesale price.
3.  SUMMER PIZZA PARTIES
Cosponsorship funding should be sought from the GSG and the Graduate School 5 months in advance (although if you are late, you should still try!).  Traditionally, each organization pays 1/3, and all three parties are billed as being sponsored by all three organizations.  Use the GSG’s web form to submit the initial request, and be prepared to go in person to the GSG meeting.

These are run on three Wednesdays in the middle of the three summer months, at 6 pm.  Schedule well in advance and advertise by May.  You may want to ask those with special dietary needs to RSVP, and/or advertise that you will have vegetarian and vegan pizza.  Expect a huge turnout.  ON NO ACCOUNT SERVE ALCOHOL the night of the pizza party, because demand will be incredible.  If the pizza party date coincides with Social Hour, cancel Social Hour.
If possible, run the event outside, in the main courtyard.  If the weather does not cooperate, try to use the dining hall.  You will need to talk to Joe Erbe (the manager) ahead of time to make sure that there are no conflicting events scheduled for Procter Hall.
The following are recommendations based on pizza orders from Summer 2003.  Use them as a guide.  Notice how the total numbers rise each month, as new students come in.  

FIRST PIZZA PARTY (total = 100)
 2
vegan (i.e. NO CHEESE)
10 
plain
10 
green pepper

18 
pineapple & ham (Hawaiian)

20 
mushroom
20 
pepperoni
20 
sausage
SECOND PIZZA FEST (total = 110)
 2
vegan

 8
plain

 2 
extra cheese
10
onion
10
green pepper
18 
pineapple & ham
20
mushroom

20 
pepperoni
20 
sausage
THIRD PIZZA FEST (total = 130)
 2
vegan

 8 
plain
 2 
extra cheese
10 
onion
10
green pepper
24 
mushroom
24
pineapple & ham
25
sausage
25
pepperoni
As these are huge orders, order them very early, 2-3 weeks in advance.  Remind the pizza company a week in advance and confirm a day before.  You will need to pick the pizza up; we've been doing that at 5 pm for a 6 pm event.  You will probably need two cars, unless someone has a station wagon, or something like that.

You will need tables.  We have several large folding tables in B3A, and one in the Social Closet.  Order additional tables from the University if necessary, as well as garbage cans.  You will also

need drinks (iced tea, lemonade...); see instructions on drinks in LARGE DANCES (section 4.3).  Buy cups, paper plates and napkins.

Set the tables up in a U-shape, with drinks at the bottom of the “U”, and the same pizza selection on either arm of the U.  Label with signs taped to the table edge below each stack of pizza boxes so that people know which pizzas have which toppings.   

You will need a number of people on-site to keep everything orderly.  Empty pizza boxes should be removed immediately and new boxes should be opened.  This usually requires 3-4 people constantly behind the tables (inside the “U”) with the pizza.  Fold the empty boxes as you go along, because it makes cleanup much easier.

In order to prevent people from grabbing unfair amounts of pizza, there should also be signs posted saying something like `Two slices of pizza per person'.  If anyone wants more pizza, they will have to go back to the end of the line and wait again.  Make the people watching the pizza enforce the rule, or you will end up with total chaos.
If the pizza lasts about 45 minutes, you've done a good job.  Unless you’ve been to one of these before, I’ll bet you have never seen so much pizza disappear so fast!  Within the first 20 minutes, most of the pizza will probably be gone.
4.  FALL EVENTS

4.1  The Game
I have no idea how this is run.  It takes a lot of people.  Talk to whoever did it last year (Sharon Bewick in 2003) and get them to help you put together a team.  Running the Game is a hard job and people with experience are a must.  You should start before the spring term ends.  It takes most of the summer to get everything together.  There apparently exists a Game Design Manual, but I have not been successful in locating it.  Eric Adelizzi says he had part of it once, and will pass it along if he ever finds it.  
Schedule the Game as early as possible and clear the date with the Committee and RLC.  It generally takes place on a Saturday shortly after the beginning of the Fall Term.  Make sure no big events are scheduled against it!
4.2  Clubs Night
Held in the Coffee House directly following the GCHC Chairperson’s welcome/orientation speech.

To prepare for this event, e-mail all the clubs listed on the Graduate School’s webpage of registered student organizations to find out which of them will be sending representatives, and then set up as many tables as you will need around the edge of the room.  You can assign the clubs to tables ahead of time if you want, grouping them by interest (sports, music, dance, politics, etc.).

Bring extra pens, masking tape, and paper for clubs who forget to bring signup sheets.  Some clubs may want a stereo—ask about any such needs in the RSVP email you send out.  Other organizations which may choose to send a representative include OIT, Public Safety, and the Center for Jewish Life.  The Graduate School sponsors an ice cream social concurrently, in the Breakfast Room.

8.  WHAT THE CONSTITUTION ACTUALLY SAYS
The Special Events Chairs shall: 

a. organize three dances in Procter Hall: a Halloween masquerade ball, and Fall and Spring semi-formal dances; 

b. organize two summer social events; 

c. publicize the above events throughout the House; 

d. perform other duties as directed by the Chairperson with the approval of the Committee. 
9.  AFTERTHOUGHTS
Keep your own notes on things as the year progresses, and add them to this Manual!
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