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Hilary’s leaving party
_________________________________________________
1 	Email Westside Country Park to check		[image: ]
	dates (17 or 24 Aug) and reserve picnic/
	BBQ area from 7 p.m. (approx. 35 people) –
	check re: picnic tables, grills, rubbish
	bins – party permit required?
_________________________________________________
2 	Organize disposables (i.e. plates, cups,		[image: ]
	table cloths, plastic cutlery)
_________________________________________________
3	Email invitation to all staff, incl. map,			[image: ]
	directions and info re: food (BYO burgers,
	chicken, etc. for grill & drinks) – incl.
	invitation for family members – ask for RSVP
_________________________________________________
4 	Decide on speeches (i.e. how many, how		[image: ]
	long, who, etc.)
_________________________________________________
5 	Send sep. email to all staff re: ideas for		[image: ]
	gift & also ask for people to share good
	(funny?) ‘Hilary stories’ (e.g. Jim’s coffee
	machine story)
[bookmark: _GoBack]_________________________________________________
6 	Buy card and circulate for everyone to sign		[image: ]
	(incl. cleaning and maintenance staff)
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