
MINUTES 
   

 
 
 

Special Events Team Meeting 
Wednesday, July 26th, 2017 

PTLC Conference Room 
2:00 PM 

   

 

Attendance: 
 

 Joanne Cameron 

 Amanda Chick   

 Shelly Jirinec 

 Heather Judge 

 Virginia Lynch 

 Jennifer Oosterman 

 Rebecca Peter 

 Janet Ramirez 

 Jackie Shepherd, Chair 

 Tayrel Williams 

 

 

ITEM  1. The Holiday Luncheon is booked in SC127 for Friday, December 8, 2017 

at 11:30 AM.  The cost of the lunch will be $10 in advance and $12 at the 

door. 

 

ITEM  2. Heather will create the invitation and nametags.  As in the past, she will be 

collecting money for the event.  She will send out the “save the date” 

reminder mid-October, and again in November. 

 

ITEM  3. Amanda will contact Angela Allen regarding gift cards,  and will contact 

media regarding the movies played on screens during event. 

  

ITEM  4. Jennifer will coordinate party favors.  We need another volunteer to assist 

her.  Also, Jennifer and Shelly are looking into possible game ideas.  

Jackie has a bingo game that can be used if needed.  

 

ITEM  5. Jackie has confirmed with the provost office that water and sodas will be 

supplied for the event. Jackie will also secure the lighting from the Theatre 

and will access the number of gifts left over from last year. 

 

ITEM  6. Rebecca will contact Frank Atkins and George Rogers regarding the plants 

to be given out. 

 

ITEM  7. Jackie will obtain quote and order food from Josephs in October. She will 

also order the Stromboli’s from Lutinas.  Jackie will pick up plates, 

cookies and candies from Costco.  Jackie, Janet, and Joanne will go to 

Costco the morning of the party to get rest of food (Ham, chicken, salads, 

etc.).   

 

ITEM  8. In October a work order for table set up, delivery of Christmas 

decorations, and media request for microphones and movies will need to 

be submitted. 



 

ITEM  9. Tayrel has agreed to pick up the Stromboli’s from Lutinas.   

 

ITEM  10.   Virginia will bring in knives and cut up chickens.   We will need another 

volunteer to assist with cutting chickens.  

 

ITEM  11. Janet has offered to assist making the coffee during the event. 

 

*Please note – our next meeting is scheduled for September 19th at 10:00am in  the 

PTLC conference room. 

 

 
Submitted by: 

Jackie Shepherd, Scribe 

 

cc. Special Events Committee Members 

Robin Dean 


