BooHoo Breakfast Checklist

TWO – FOUR WEEKS IN ADVANCE 


Call school office to get figures on estimated number of kindergarteners


Reserve appropriate space to have breakfast 


Determine budget available for event


Contact vendors for donations of breakfast food, utensils, and beverages


Contact vendors for donations of door prizes


Contact vendors for donations of tissues


Contact vendors for donations of centerpieces



Find appropriate poem or story to attach to tissues

ONE – TWO WEEKS IN ADVANCE


Make flyer to be distributed at kindergarten orientation


Check on supply of name badges and tickets; buy if necessary


Invite principal, assistant principal, counselors


Recruit first grade parents as hosts (reconfirm a few days before)


Assemble centerpieces and tissue packs

DAY BEFORE


Shop for any items needed and not donated




Set up room for breakfast

DAY OF 


Pick up and deliver any food items 



Clean up

WITHIN ONE WEEK


Promptly submit any receipts for reimbursement


Send thank you notes to contributors; copy treasurer for finance files


Write article about event for school newsletter



Complete event report and file in hospitality binder

