8th grade homeroom teachers
· collect $150 from each student (no credit cards – only cash, check, and money orders)
· write a receipt and give the white copy to student, yellow copy to Mr. Cox, and keep the pink copy
· complete a collection log and give it to Mr. Cox along with the yellow copy of the receipt during lunch
· keep track of how much each student has paid
· call parents if a student in your homeroom has not paid the budget by the deadline of April 3 
· Update parents on all events through the newsletter and informational flyers

[bookmark: _GoBack]Field Trip Coordinator
· Schedule the swamp tour for Tuesday, May 9 by January
· Call Jean Lafitte Swamp tours at 504-689-4186 (6601 Leo Kerner Lafitte Pkwy in Marrero) 
· Choose the 10:00AM tour
· Ask them to send you an invoice (we are tax exempt).  
· Give the invoice to Mr. Cox so he can make the down payment (or preferably pay in full).
· Complete a field trip request form. Buses should arrive by 8:30AM by February
· Bring bagged lunches for students without money, bring the medications from the nurse, and bring the check for the remaining balance.
· Call Oakwood Mall 504-361-1550 and ask for Angie Adams (her cell is 504-313-8597 and let her know 80 8th grade students will be arriving around 11:30-11:45 to eat in the food court.  She will place extra security in the area and assist the buses with parking by April

· Schedule laser tag for Wednesday, May 10 by January
· Call Adventure Quest Laser Tag at 504-207-4444 (1200 S Clearview Pkwy in Elmwood)
· Choose the 9:00 – 12:00 time slot and include pizza
· Ask them to send you an invoice (we are tax exempt)
· Give the invoice to Mr. Cox so he can make the down payment (or preferably pay in full).
· Complete a field trip request form.  Buses should arrive by 8:00AM by February
· Bring medications from the nurse and the check for the remaining balance for laser tag as well as the check for the Snoballs
· Call Van’s Snoballs at 504-400-2625 and let them know that 80 8th graders will be arriving at 12:45.  Ask for an invoice (each student will get the same snoball) by April
· Give the invoice to Mr. Cox by April

Park/Misc. Coordinator
· Walk over to Norman Park on Thursday, May 11
· Notify the entire Harte staff that 8th grade will be at Norman park on this day so that other grade levels do not interfere.
· Print out a list of all the food, paper products, and drinks you need to order from Sam’s Club and give it to Mr. Cox to request a check
· Pick up the food from Sam’s Club and store it in the concession area 
· Arrange to bring sports equipment (volleyballs, potato sacks, etc.) from Becnel
· Find someone to cook the hot dogs and hamburgers
· Locate coolers and fill them with ice
· Locate a grill and make sure you have grilling supplies (tongs, charcoal, etc)
· Order the 8th grade T-shirts by the end of March
· Send the list of students’ names (spelled correctly) and shirt sizes to Mr. Washington including staff members
· Send out an email to staff notifying them of the cost to purchase the 8th grade T-shirt and a date by which they need to request one by.
· Give the invoice to Mr. Cox
· Make sure each student receives their cap and gown, 8th grade shirt (correct size), and yearbook

Dance Coordinator
· Book the rental hall for the dance on Friday, May 12 from 7:00 – 10:00PM
· Call Pzazz at 504-259-8360 
· Give the invoice to Mr. Cox so he can make the down payment (or preferably pay in full).f
· Bring the check for the hall
· Collect money at the door from anyone who is not an 8th grade student at Alice Harte and write down their name.
· Complete a collection log and give any $$ to Mr. Cox
· Find a DJ, ask for an invoice, and give it to Mr. Cox
· Bring the check for the DJ
· Order food
· Call Rouses and get an invoice for chicken, meatballs, and sandwiches.  Give the invoice to Mr. Cox
· Pick up the food from Rouses before heading to the dance
· Coordinate with the Park/Misc. Coordinator to get plastic cups, napkins, paper plates, and drinks for the dance.
· Set up a professional photographer
· Order party favors, give invoice to Mr. Cox and order once you receive the check


Graduation Coordinator
· Cap and Gowns
· Order the cap and gowns (royal blue) and tassels by calling Leni Sumich at 504-460-0220.  He will have to come and measure the students by January
· Photos
· Arrange a day for students to take their cap and gown photos.  Ask Ms. Ferdinand who she used last year.  Usually Kindergarten takes theirs the same day.  Notify parents when picture day will take place.
· Graduation is Monday, May 15th 
· Create the graduation program
· Find a speaker
· Remind Mr. Hill to order decorations from the balloon lady 504-913-5187
· Assist two students with writing a speech
· Print the certificates
· Coordinate the awards
· Print the awards and pins
· Assemble the certificates, report cards, test scores, graduation photos, TOPS award, etc.
· Line students up alphabetically and determine how students will proceed in and out

