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Sunday, May 17, 2015

SET-UP SHIFT
Time:  9:00 AM - 1:00 PM 
(or until complete)

Responsibilities:
· Placing table cloths on all tables
· Chair covers on all banquet chairs
· Assist with placement of centerpieces on banquet tables
· Miscellaneous hand-outs for tables
· Other various tasks, as needed

Parking:
· Volunteers should park in the Green Lot located at the intersection of Kirby and Murworth (see attached map).

Entrance:
· Enter Reliant Stadium through the West Club Entrance directly across the street from the Green Lot (see attached map).

Check-in:
· Please check-in at the Volunteer table just inside the West Club entrance.
· One of the volunteers at the table will then escort you to the floor of the Stadium (where the Gala is being held) and guide you to the Volunteer Check-in on the floor, where you will be given Set-Up responsibilities.

Attire:
· Casual - Shorts/Jeans/T-Shirt/Tennis Shoes (sweater if you get cold easily!).

Other:
· Only light snacks/water will be available; you may want to bring your own.

LASTLY, Thank You So Much for giving of your time and energy on a Sunday morning to help create an atmosphere of honor and appreciation for our Heroes!  Impact a Hero is run almost solely by volunteers so the success of the Gala is truly attributed to all of the wonderful volunteers, like you, who will help make this evening possible!


Contact Information
Kimberly Rawson, Volunteer Coordinator
 Email:  KimberlyR@gmail.com
Phone/Text:  281.224.5533

SET-UP and PROGRAM SHIFT
TIME:  3:30 PM - 9:00 PM

Responsibilities Before & During Gala:
· Greet guests as they arrive
· Direct guests to their tables
· Inform guests of bars & the different auctions
· Other tasks, as needed

Parking:
· Volunteers should park in the Green Lot located at the intersection of Kirby and Murworth (see attached map).

Entrance:
· [bookmark: _GoBack]Enter Reliant Stadium through the West Club Entrance directly across the street from the Green Lot (see attached map).

Check-in:
· Please check-in at the Volunteer table just inside the West Club entrance.
· One of the volunteers at the table will then escort you to the floor of the Stadium (where the Gala is being held) and guide you to the Volunteer Check-in on the floor, where you will be given Set-Up responsibilities.

Attire:
· We request that you dress in nice jeans/slacks with white button down shirt or white top. (Sweater if you get cold easily!)

Other:
· Once your volunteer requirements are met, dinner will be available to the volunteers during this shift.  When you check-in, you will be given your table number.

LASTLY, Thank You So Much for giving of your time and energy on a Sunday afternoon and evening to help create an atmosphere of honor and appreciation for our Heroes!  Impact a Hero is run almost solely by volunteers so the success of the Gala is truly attributed to all of the wonderful volunteers, like you, who will help make this evening possible!



Contact Information
Kimberly Rawson, Volunteer Coordinator
 Email:  KimberlyR@gmail.com
Phone/Text:  281.224.5533

TEAR DOWN SHIFT
TIME:  5:45 PM - Completion of Tear Down
Responsibilities after Gala Concludes:
· Removal of table linens 
· Removal of chair covers 
· Removal of centerpieces
· Assist with removal of auction display items
· Other tasks, as needed

Parking:
· Volunteers should park in the Green Lot located at the intersection of Kirby and Murworth (see attached map).

Entrance:
· Enter Reliant Stadium through the West Club Entrance directly across the street from the Green Lot (see attached map).

Check-in:
· Please check-in at the main guest check-in just inside the West Club Entrance.
· You will be given your dinner table seating number at this time.
· After you get your table seating, please proceed to the Floor of Reliant stadium (where the Gala is being held).  Once to the floor, then proceed behind the front, left of the stage.  The Teardown Shift Volunteer Check-in will be located behind the stage, where the serving staff is set-up.  At that Check-in station, you will be given direction of where to proceed after the Gala concludes.  

Attire:
· We request that you dress in nice jeans/slacks with white button down shirt or white top. (Sweater if you get cold easily!)
· If you want to bring a change of clothes so you can change into something more casual for the actual tear down after the event, please feel free to do so; however, there will be nowhere to store those items during the actual Gala, other than your dinner table.

LASTLY, Thank You So Much for giving of your time and energy on a Sunday evening to help create an atmosphere of honor and appreciation for our Heroes!  
Impact a Hero is run almost solely by volunteers so the success of the Gala is truly attributed to all of the wonderful volunteers, like you, who will help make this evening possible!

Contact Information
Kimberly Rawson, Volunteer Coordinator
 Email:  KimberlyR@gmail.com
Phone/Text:  281.224.5533
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