Newport Ski Swap

To Do List

Pre-SWAP Activities
	Month
	Day/Week
	Status
	Activity

	May
	1st week
	Complete
	Contact Newport regarding school schedules

	
	
	Complete
	Contact key ski shops regarding their swap schedules – Bothell, Gerk, Dusty

	
	
	Complete
	Select Swap Date with PTSA/School/Ski Shops

	July 
	2nd week
	Complete
	Meet with Athletic Director, Jesse Snyder, schedule gyms and fill out request

	Sept
	1st week
	Ongoing
	Coordinate with NHS and PTSA Leadership, get PTSA Schedule

	
	
	Started
	 - Web Ads – Cynthia Flash, http://www.flashmediaservices.com/

	
	
	Started
	 - Google Ad Words Campaign

	
	
	Started
	 - Facebook Campaign

	
	
	Complete
	Update NewportSkiSwap.com and Facebook.com/Newport.Ski.Swap/
Volunteer & Food SignUpGenius, Volunteer Summary, Shop pages

	
	
	Complete
	Setup delivery from district warehouse; 24 Stages, 8 Risers, 60 old & 40 new Tables, Sean Grady gradys@bsd405.org, 456-4503, 456-4506

	
	
	Complete
	Get Swap Contract signed by PTSA, every other year, next 2020

	
	
	Complete
	Schedule Training for Monday before, Library, Charlene Jones JonesC@bsd405.org and post date on Volunteer page

	
	
	Complete
	Table at Newport Curriculum Night – Print 4Up Flyers – Put at school

	
	
	Partial
	Start filling top positions - Floor Mgrs, Volunteer Coordinator, Food, Cash & Cashier Mgt, Computing & Inv Mgt, Security, Check-In, Check-Out, Setup

	Oct
	Week 1
	
	Paint and place 2 big road-side signs – NHS at Coal Creek and at Factoria Way

	
	
	Complete
	Order 24x18 plastic signs - Sign Depot 407-894-0090 www.yardsignwholesale.com

	
	
	Complete
	Confirm food planning & build & post SignUpGenius site

	
	
	
	Get Swap flier to Bellevue PTSAs

	
	
	Started
	Schedule Police Officer at the Swap, Puget Sound Executive Services, 
360-681-7737 PSES@PSESinc.com – Greg Mills

	
	
	NA
	Buy vinyl floor covering as necessary, BillBoardVinyls.com 323-686-1949

	
	Week 2
	
	Check out Credit Systems, Tablets and readers – PTA Treasurer

	
	
	Requested
	Hold Swap Leadership Meeting (Process, Improvements, who’s who) Tues 10/8

	
	
	
	Schedule custodial support (open, close, lights, garbage cans, chairs, tables)
Sign Facilities Request with Athletic Director & Assistant

	
	Week 3
	
	Put volunteer materials together -- job descriptions, volunteer list, vendor list, boots sizes, survey, signs, Swap Setup, Cashiers Training, 10 copies

	
	
	
	Replenish Supplies (Rubber Bands, Strings, Inventory Cards, tape, etcetera)

	
	14 days before
	
	Put plastic road signs out - Check with Bellevue – Oct 25

	Nov
	Week 1
	
	Finalize Docs – Setup, cashier, floor layouts, rack setup – Print 10 copies

	
	Week 2
	
	Provide Training/Orientation for new Swap volunteers, Library Tues, Nov 5, 7-8
Paper copies of Training and Setup Materials

	
	Monday before
	Scheduled
	Check out Inventory, Invoicing & Credit Systems at school – Eric Dawes & Treasurer

	
	
	
	


During Swap Activities
	Complete
	Day
	Time
	Activity
	
	

	
	Wednesday
	6:30
	Build inventory tags at Dawes house (if necessary)
	
	

	
	Thursday
	3:00 pm
	Setup Volunteer Check-in
	
	

	
	
	3:00-5:00
	Move swap materials from container to gyms
	
	

	
	
	3:30:00
	Cover Main Gym Floor, red vinyl plus billboard vinyl
	
	

	
	
	4:00-9
	Build Ski and Snowboard racks
	
	

	
	
	4:30
	Coffee & Food Available
	
	

	
	Friday
	8am-9pm
	Setup, talk with leaders, train volunteers as they arrive
	
	

	
	
	8-12
	Finish Ski and Snowboard racks
	
	

	
	
	12-5
	Setup boot, pole and misc. tables - cafeteria tables and stages
	
	

	
	
	2-3
	Setup Gear Check-In area, Commons -Tables, Signs, Process Materials, Supplies
	
	

	
	
	2-3
	Setup Customer Gear Registration area by south doors
	
	

	
	
	3-5
	Setup Outside Gym – Tables, Clothing Racks, mirrors, changing room, etc.
	
	

	
	
	3:00
	Security in Place
	
	

	
	
	4-9
	Check-in and setup Individual's Gear
	
	

	
	
	5-9
	Assist Shops bringing in Gear
	
	

	
	Saturday
	7-9
	Check-In Individuals
	
	

	
	
	7:30-9:00
	Setup & Train Cashiers
	
	

	
	
	7:30
	Put security in place (as soon as the volunteers arrive)
	
	

	
	
	8:00
	Open inside gym doors
	
	

	
	
	8:30
	Coffee and food available
	
	

	
	
	11:30-12
	Volunteer Sale - Test Inventory and Credit Systems
	
	

	
	
	9:00 am
	Open gym doors for business – if possible 30 minutes early
	
	

	
	
	9:00 pm
	Close entry doors for Sale (no more entering)
	
	

	
	
	9:30
	All customers out
	
	

	
	
	10:00
	Lock and Alarm Gyms
	
	

	
	Sunday
	7:30
	Get gym opened, lights on, etc.
	
	

	
	
	8-9
	Train/post volunteers
	
	

	
	
	8:00
	Coffee & food available
	
	

	
	
	9:00
	Open doors for business – if possible 30 minutes early
	
	

	
	
	3:00
	Close gym doors (no more entering)
	
	

	
	
	3:30
	All customers out
	
	

	
	
	3:30-6
	Open Outside Doors, Move Shop gear out
	
	

	
	
	6:00
	Lock doors and Gyms
	
	

	
	Monday
	8:00
	Open Inside Doors
	
	

	
	
	8:00
	Put security in place
	
	

	
	
	8:00
	Coffee & food available
	
	

	
	
	8-5
	Take apart racks and fold tables
	
	

	
	
	8-5
	Move wood, racks, floor coverings and supplies to storage container
	
	

	
	
	8-5
	Close Books, clean up inventory and gyms
	
	

	
	
	10-2
	Check-out individual’s unsold gear
	
	

	
	
	2-4
	Scan remaining gear, separate Donated and Not Donated
	
	

	
	
	2:30-5
	Remove cardboard and other junk and sweep gyms
	
	

	
	
	4-5
	Move leftover Ski Gear to garage, Bob
	
	


Post-SWAP Activities
	Complete
	When
	Activity

	
	Mon
	Pickup Swap Road Signs

	
	1st week after
	Prepare for Gear Pick-Up and finish arranging gear in garage

	
	
	Checks delivered to shops

	
	
	Have Thursday 5-8pm and Saturday 10am-2pm Gear Pickup

	
	2nd week after
	Checks delivered to individuals

	
	
	2nd Chance for sellers who missed Monday Gear Pickup

	
	
	Sell donated inventory to Michael Celletti, and/or donate soft goods to Gospel Mission

	
	
	Write Swap reports and thank Buyers, Sellers and Volunteers

	
	1-3 weeks after
	Resolve inventory sold and payment issues

	
	Dec, 1st week
	Leadership meeting - Lesson Learned & Next Years Plans

	
	Mid-Dec
	Summarize swap income, expenses, customer statistics, update Website

	
	May
	Start planning for next year (dates set 2-3 years in advance)
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