SPRING AND FALL PLANT SALES

General Duties:

· Begin meeting at least 2 months before sale

· Set date for 1st meeting and make out agenda

· Send e-mail, through office, when meeting will be

· Know your plant sale budget

· Pass out sign up sheet to work on date of sale, to all meetings

· Label- use common & scientific names.  Herbs come already labeled

· Remember to rope off Scotties parking lot

· Need 4 cashiers in the AM and 2 in the PM.  Try to keep same cashiers for all day, otherwise need to cash out and this takes time

· Make sure you get the key from GA to open on Saturday (day of sale)

· When ordering plants, find out the number of plants in flat- it varies by nursery

· Instruct the check out person & cashiers not to throw away any tickets that are voided or messed up.  All tickets must be accounted for.

· Make sure there is a sign for everything and that all plants are labeled

· All propagated plants must be potted in pot at least one month before plant sale

· Handouts at sale:  In Our Coastal Gardens book, plant list, MG lecture schedules, MG information & Cook Books.

Regular Monthly Duties:
· January

At first meeting, form committees for following

· Find available nurseries and get lists & delivery dates to purchase plants
· Herbs (Linda Collins)
· Herb list if possible.  Linda never knows for sure what she will get.  We usually get $1,000 worth and can only get whatever is available.
· Promotion/Advertising (Elayne Arne usually handles)
· Food for volunteers-include water for workers outside
· Inventory of current plants
· Plant ordering & selection committee
· Create plant lists for handouts at sale. Use inventory, Herbs?, pre-orders, garden leader plant orders & plant orders
· Send completed list to get put on Web site (Richard Snyder
· Labels & signs.  Make sure labels have common & scientific names.  Herbs come already labeled, as do some nurseries. Make sure we have enough signs for all plants for sale with picture & plant info. on them.
· Gather & Set up supplies for plant sale and for marking labels & prices (list posted below)
· Flyers-design & distribute.  Make sure rain date is on them
· Tables & Tents
· Pre-orders & Pre-sales Need someone in charge of pre-orders.  This includes getting forms to person compiling the order forms to order plants
· Signs & banners.  Get signs & 2 banners to “Little Sign Shop” to change plant sale dates, get signs to Nav. District one month before plant sale & pay $100 fee. Set up banners one month before plant sale at Green Acres and More Than Feed. Ask permission from More than feed. Sign & 2 banners should be in the storage room.
· Set up plant prices
· Get sign up sheets to work on day of plant sale and also for set-up the week before.
· Pick up plant orders from Valley (Heeps & Rancho Lomitas).  Linda Madrone has done this in the past.  Someone else needs to go to Corpus and pick up plants from Oso Growers.
· Set up dates for:
· Next meeting/plant ordering & selection committee
· If doing Pre-orders, set dates for pre-orders, e-mail announcement of pre-orders, pre-order returns from MG’s and MG’s pick up date.
· Ordering plants
· Delivery dates
· February

· Meeting/plant ordering meeting

· Pass out sign-up sheets

· Set up pre-orders

· Place plant sale order

· Put up Banners & signs.  Pay $100.

· March

· Pick up plants, Heeps, Rancho Lomitas, Oso Growers and any other nurseries that don’t deliver.

· Week before sale set up Chamber board letters to announce plant sale

· Help unload plants & Herbs

· Set up for plant sale

· Plant sale

· April

After sale

· Do final sales figures & announce at general meeting

· Inventory left over plants

· Set date for next years spring plant sale.  (Watch out for dates of Herb Fest, Spring Break & CCBG Big Bloom Sale).  Confirm with Extension Office to get in books & go to Nav. District to reserve space.

· July

At first meeting

· Inventory plants.  Will have propagated plants to be included

· Plant list handouts for plant sale, use inventory list, order forms, herbs?  Send list to be put on Web site (Richard Snyder)
· Herbs (Linda Collins)

· Flyers-design and distribute.  Make sure rain date is on them

· Pre-sale?  If you have a pre-sale, the plant list handout will have to be fixed before copies are made.  We don’t want to list something and not have the plant.  Have had complaints before.

· Promotion/Advertising (Elayne Arne usually handles this)

· Nursery visits

· Labels & signs. Make sure labels have common & scientific names.  Herbs come already labeled as do some nurseries.  Make sure we have enough signs for all plants for sale with picture & plant information on them.
· Signs & Banners. Get signs to “Little Sign Shop” to change plant sale dates, get signs to Nav. District one month before plant sale & pay $100 fee. Set up banners one month before plant sale at Green Acres and More than Feed.
· Set up plant prices
· Get sign-up sheets to work on day of plant sale and also for set-up the week before.
· Food for volunteers-include water for workers outside
· Tables & Tents
· Gather & Set up supplies for plant sale and for marking labels & prices (list posted below)
· Set up dates
· Next meeting
· Pre-sale??
· Propagated plants delivery date
· August

· Meeting

· Pass out sign-up sheets

· Put up Banners & signs.  Pay $100.

· September

· Set up tent for sale (Laura Clark has done this before)

· Set up for plant sale week before

· Unload herbs

· Make copies of plant list to be distributed during sale

· Training

· Make copies of the amended plant list handout, after pre-sale if you have one.

· Get key to open office on Saturday, day of plant sale.

· Plant sale

· October

After sale

·  Do final sales figures & announce at general meeting

· Inventory left over plants

· Set date for next years spring plant sale.  (Watch out for dates of Herb Fest, Spring Break & CCBG Big Bloom Sale.  Confirm with GA office to get in books & go to Nav. District to reserve space.

· Attend Budget Meeting
· November

· Attend Budget Meeting
· December

· Attend Budget Meeting
Additional comments

Locate supplies (Be ready no less than one week before Sale day)

·  Cashier boxes (4) In the office

· Place completed Requisition Request for $600. In small bills, in Treasurers blue folder, on wall by the metal cabinet

· Non-carbon Receipt books (10) for check out people and to use for pre-pay

· Ballpoint pens for checkout people and cashiers.

· Clipboards (6) in tub in storage room

· Calculators (4) – one per cashier

· Silver pens (10) for marking prices on pots

· Black markers (10) for marking through old prices on pots

· Hand held counters (2) for gate attendant – in tub in storage room with clipboards

· Wagons (should have enough in shed) but may want to ask MG’s if they have any we could borrow  

· Boxes for purchased plants (200-250)  Call Rose Finley EARLY and she will collect and deliver them from HEB

· Tents

One tent, for cashiers table, is in MG storage room. If need one for shade plants, ask Laura Clark.  They set up a wonderful one last fall.

Publications for sale

·  MG cook books

· CC Garden book

Handouts.  Please photocopy the first 2 listed below a week before sale day

·  MG 2010 Even Schedule (200)

· How to Become a Master Gardener (50)

· In our Coastal Gardens – stored in office.  Cashiers will pass out to customers after they have paid.  One per family.

Check requests:

      If item is not paid yet, put HOLD FOR DELIVERY on request.   Make copies of all checks.
Pre-Orders:

Make order forms and copies of all nursery plant lists so people can pre-order.  Make a few sets to have available in the office early. Then set up date that we will have at least 2 people available to help them complete the form.  Get all forms to the person in charge of placing orders so they can add the plants to the big orders.

Not pre-sales.  Must be ordered at specific time slot.  Pick up plants on Friday before the sale.  If not picked up by certain date, plants will go back into inventory.  Remember, all plants/herbs may not be available at the time of order.

Make copy of all pre-orders to have available to put orders together before MG’s pick up.

NOTE:  MG Garden Leaders that are ordering for their MG Garden are handled differently as far as paying.  The Garden Leaders should know if they have budgeted for plants.  They need to complete the pre-order form, get the Landscape chair to sign off on the order and no money will exchange hands.  They pay what we bought the plants for, not the mark up price. If possible, place the order on the pre-order day so we can add them to the big order.  That way we will not use the plants ordered for the sale.

Week before sale:

Monday – set up/sorting plants

Tuesday – Continue set up

Wednesday – Pricing

Thursday – Pricing & pulling pre-orders and check all plants for labels

Friday – Pick up pre-orders 8-10, training for sales people and all workers

Day of sale volunteers


Cashiers/Plant packet


Checkout person


Sales people


Counter @ gate


Person to hand out plant list at front entrance gate


Direct Traffic


Monroe’s Door watch


*Person to help load plants in cars 


*Person to work Holding area

* suggestions

Suggestions:

· Try new Nurseries like Greens & Things in Portland, Johnsons Nursery, 

· Check on conditions of citrus greening disease and then possibly purchase citrus

· Need to up prices.  In the past the prices have been $2.50 for 4”, $7.00 for 1 gallon, double price listed of 3 and up gallons.  Exceptions were Gerbera daisies were $3.00 for 4” & shrimp plants were $4.00 for 6”.

· Need someone in charge of a holding area for people that are shopping.  That person will tie off plants and put a name beside them.

· Need someone to help load plants in cars

· Master gardeners that are working need to park away to give customers closer access.

· Need signs by cashiers was suggested?

· Someone create a phone tree.  That way one person can call everyone when we need help unloading plants, etc.  So we don’t stand around all day waiting for trucks to get here.

