ACTIVITIES

The two events that I have planned for City Mission in 2007 are a fundraising dinner aimed at their prospective stakeholders and an awards ceremony aimed at motivating and celebrating their permanent and voluntary staff:

Both events will be hosted at the Groote Schuur Recreation Hall in Anzio Road, Observatory in Cape Town.

Awards Ceremony

The awards ceremony is first up on the 2007 events calendar.

BUDGETING

On the 24th of November, I spoke to one of our deal facilitation managers at MortgageSA. Anthea Clarke, the deal facilitation manager had initially contacted Michelle at Nico Malan to schedule a staff party at the venue. 

The standard cost for a 19:00 – 00:00 rental of the hall is R1, 300 and an upfront deposit of R900 is non-negotiable. The great thing about renting this hall is the refundable deposit of R400. If the awards ceremony should extend into the new day, an additional R150, 00 would be added onto the standard rental figure for every additional hour spent at the venue. 

The next step was to call a hiring service. One of my colleagues contacted Mukhtar Hiring Service and requested a faxed price list from them, which I have attached.  

I would be inviting about 40 members of staff and 30 church leaders to this event. Our special guest list amounted to ten and this figure comprised of a voluntary performance group (5) and key stakeholder heads (5).

Round tables are more economical than their angular counterparts as they allow us to seat more per table. They also take up less hall space.

Mukhtar’s round tables allow us to seat 8 per table, which is just perfect. The unit price of these 180cm tables is R20, 00.

The little chip baskets that would serve as our snack containers are just R1, 00 each to hire.

I would be donating some black and white balloons left over from the last function I assisted with. I would also be organizing some audio equipment to facilitate speeches and announcements. 

Lady Bee would be catering for the function.  Their Dehli Diner menu page address is http://www.ladybee.co.za/home.htm. This choice was purely based on their ability to cater for all tastes and cultures. Through further investigation and given the time and opportunity, I would be able to detect exactly how many halaal platters would be required. This figure is crucial to the satisfaction of all invited guests.  

In January 2007, I would be organizing the budgeting for the other activities on the social calendar.

EVALUATION


This final assignment was quite challenging. I now realize the importance of preparing a Public Relations programme way before year-end. If I had started work on this sooner, the overall result would’ve been more comprehensive. I feel that a meeting with management would’ve positively influenced the planning as well.

I believe that this programme would be of significant value to City Mission and should be expanded upon.
