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Job Description

Department:

Executive

Job Title:

Christmas Card Lane Chairman

Reports to:

Community Outreach Chairman

Rank:


Lieutenant

The Christmas Card Lane Committee shall perform the task of applying for the reservation form and prepare the Card for exhibit. This project will help promote our image within the local community.
1.  Obtain an entry form from the Kiwanis Club of Punta Gorda


a.  Only 60 cards are permitted


b.  Deadline information is on the entry form (usually mid-November)


c.  Pay  $70.00 (annually)  to enter

2.  Committee and artist shall select design, or re-submit previous year’s entry.

3.  Purchase supplies:


a. ½” plywood, MDO or PVC, cut 4’x 4’ or 4’x 6’


b.  Two (2)  4”x 4” (8’ long) pressure treated  posts 


c.  White primer and flat white paint

4.  Sand front of plywood if needed before applying primer.  Prime posts and front and back of plywood with two (2) coats of white primer.  Paint posts and back of plywood with flat white. Artist will take care of the front.  

5.  Do not attach posts to card (done by Kiwanis).
6.  Deliver prepared card and posts to location on date designated by Kiwanis. (usually 1st Saturday of December)

7.  When directed, pick up card and store until next year.  (Usually 1st Saturday of January)

 8.  The chair will appoint one member of his committee as assistant and mentor him/her, so they would be able to fill in if the chair is absent or ill. Records & reports will be maintained for use in the chairman’s absence & for his successor.

9.  Send an email reports during preparations to Community Outreach Chair of activities of the Christmas Card Lane Committee.

10. Keep track of hours worked by members for Merit Marks and turn in MM’s in a timely manner to ExO. Due in October or ASAP.
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