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32nd Annual

Nepean Girls Hockey Tournament

February 3 – 5, 2012


Raffle Table Instructions/Duties 

Preparation Activities

There are 2 Raffle tables: one at Walter Baker for House League, one at the Bell Sensplex for Competitive.

Items Needed:

· Tables and chairs in each venue (confirm with Facilities Manager)

· Floats provided from Tournament Treasurer
· Bristol board(s) with the winning ticket numbers 

· Signage for table with ticket prices
Raffle Committee To Do List:

· Each team is required to provide $200 worth of items. All items must be new and in good condition. No alcohol or tobacco permitted.

· Each team representative must arrange for drop off to the meeting location or to the home of the Raffle Table committee. Set a cutoff date for items two weeks prior to tournament.

· Use the standard email to request items 

· The Raffle table committee has the following tasks:

· Obtain all items.

· Send out periodic emails to remind the tournament reps to obtain items. Target emails to teams still needing to provide.

· Keep a list of teams which have fulfilled their obligations.

· Review the items and provide items that are valued at $50 or more to the Basket Raffle Committee. These are typically Hockey tickets, gift vouchers, and other large items.

· Split the items for HL and CL. Typically 2/3 to House and 1/3 to Comp

· Log all items into a spreadsheet (ticket number, item description)

· Use a double roll of tickets. Use every 10th ticket as a winning ticket and affix to the prize.

· Tag every item with a numbered ticket. Ensure this is well affixed and cannot easily be removed, packing tape works best.

· Identify the written description with the tag number. You can do this on the spreadsheet.

· Deliver the items to the venues the evening prior to the tournament. Ensure they are secured (Items can be stored in a room at each facility. Arrange this with the Venue Coordinator)

· Confirm the number of tables and chairs through the Facilities Manager

· Submit receipts for supplies purchased to Tournament Treasurer

Instructions for running the Raffle Table

Hours of Operation:

	
 
	Walter
Baker
	 
	Bell
Sensplex
	 

	 
	Fri
	Sat
	Fri
	Sat

	Raffle Table
	 9 am – 9 pm
	 9am – 9 pm
	 9 am – 9 pm
	 9 am – 9 pm


 

Duties:

· First person in every day must set up the raffle table, 1/2 hour prior to ticket sales

· Last person out every day must store all raffle table items

· Walter Baker: Dressing room

· Sensplex : Check with Arena Staff
· Keep the area well presented

· Ensure that the area is never left unattended

· Sell tickets and have adult deal with money. 

· If there are no more items to be drawn, then notify the remaining group of volunteers to let them know not to come in. 

· Make sure to pass the instructions from one shift to the next.

· Float Walter Baker: Pick up at Registration Room (dressing room #7)

·          Sensplex will be dropped off by one of Tournament Treasurer Team

How Does the Raffle Table Work

· The purchaser buys the raffle tickets and then checks the Bristol board for their ticket number. The number must match. There are no trades or switches permitted.

· If they have a match, they can collect their prize immediately

· Once collected, scratch it from the list

	Cost of tickets:

Raffle table:

1 ticket = $1

3 tickets = $2

10 tickets = $5




Do Not leave the area unattended at any time.  

Make sure a parent is always present.

Contacts:

NGHA Facilities Manager:

Steve Arbuckle  (613)825-7987

                          (613)314-5402
Venue Coordinator:

            Sensplex     Contact Arena Staff (marked shirts)     

Walter Baker   Sherry Jones -  sljones@sympatico.ca
Volunteer Coordinator

            Darren Kuhn  (613)823-0754
WALTER BAKER REGISTRATION ROOM # 613-580-2424 EXT 14592
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