Instructions for Communications Chairperson:
First flyer: to go out to Boulder Mountain Community 6 weeks prior to event so they can include it in their community bulletin. They need 450 copies. This should list the donators we have so far on the back of the flyer.

First Flyer to go out to school (Save the date) – 4 weeks prior to event – it should list what ever donations we have received so far on the back. It should contain general info. **Get updated donations list weekly from donation chair to be placed on back of each flyer** 

Blurb on ZBC to go out at same time as first flyer, again week before event and Wednesday/Thursday/Friday of event.
 ** Reminder on ALL flyers that children can not stay after school on day of carnival unless their parent is their helping ** 

 **Carpool if possible – parking can be difficult** ?
Second Flyer – should be the first PRE-ORDER Flyer with prices - should go out three weeks prior to event. List donations on the back. List deadline (the Wednesday before the event) and stress pre-order to avoid lines at the carnival! **Get updated donations list weekly from donation chair to be placed on back of each flyer**
Third Flyer – should be the second PRE-ORDER Reminder – with prices – two weeks prior to event - list deadline and stress pre-order to avoid lines at the carnival. **Get updated donations list weekly from donation chair to be placed on back of each flyer**
Fourth Flyer – should be the LAST PRE-ORDER reminder – with prices– one week prior to the event –list deadline and stress preorder to avoid lines. **Get updated donations list weekly from donation chair to be placed on back of each flyer** This needs to be stated on the last flyer: All pre-orders received after the Deadline (Wednesday before the event) will be filled and held at the will call table on Friday.

One week prior to the event and again the Tuesday before the event the Donations needed flyer must go out – requesting help with 2-liter bottles of soda and packaged baked goods for the cake walk and baked goods sales table.
All flyers and newsletters should include a request for monetary donations to sponsor attractions at the event – get blurb from Donation Chair.

Signs:

Inventory all existing signs for carnival: Posters in drawer in library and work room. Check with all sub chairs and see what signs they need made or changed. Make signs as needed. 
Week of carnival: Put up banner on fence and place A-frame signs on drive area and by entrance of drive.

Instructions for Poster Contest:

Flyers need to go out 4 weeks prior to event – announcing Contest and deadline of two weeks prior to event. Blurb on ZBC.
*NO FOOD ON POSTERS – ANTS*
Reminder flyer to go out 3 weeks prior to event – announcing deadline in one week. Blurb on ZBC 3 days prior to deadline.
Collect Posters – give them a couple of days to trickle in.
Have them judged by independent person (Jill or Nancy can do it) 

Have them hanging in the halls for two weeks prior to event. Be careful – don’t use too much tape – and don’t tape directly to the windows – the custodian’s don’t like that!
Document all participants and their room numbers. All participants get a thank you flyer and two carnival tickets.

Contest winners – one per classroom – get a Winner flyer and Four Carnival tickets (and maybe a couple pieces of candy/Zaharis wristband??/trinket/toy) 
Announce winners on the ZBC.
