Court of Honor Checklist – assign an owner for each item
Note: Numbers of items assume potluck and pizza full dinner and are very rough.  Needs will vary with size of troop and number of RSVPs if taken.  Numbers also are on the high side since extra supplies are saved for the next COH.

250 large plates

300 napkins
300 forks

150 knives

150 spoons
180 cold drink cups
Extra serving pieces


Tablecloth rolls  - about 240 feet
Water (5 gallons or less)

Sodas (15 2-liter bottles clear soda)
Decorations 

Scissors and blue tape for tablecloths
Flatware holder (optional)

Trash bags, extra large

Email announcement with Potluck assignments
RSVPs (optional)
Email reminder on Monday (include reminders about potluck assignments, recharter, red ribbon)
Adv. Team:  programs, scripts, advancement awards

Coordinate slide show (optional)
Microphone

Speaker system

Projector

Screen

Laptop, cables

Slide show content

8 Costco pizzas (to serve in addition to potluck entrees).  Have them double-cut so we should have 96 slices.  Half cheese, half pepperoni (pizzas are intended to appeal to kids, not adults, so no need for veggie.)   Bring them between 5:45 and 6.

Pizza sponsors (optional, if committee members want to fund pizzas instead of bringing a dish)
One or two large bags ice cubes in cooler 
Small cooler for serving ice
Plaques, advancement board 
Troop awards/patch banner
Troop flags 
Recharter materials (fall only)
Reserve room months ahead of time, confirm with school closer to date
Lectern/podium

Seating:    
Janitor will have 12 (12 foot) long tables set up for dining; each seats about 10-12 people on benches.   If RSVP’s indicate attendance over 120, request more tables.
4 additional tables without benches for serving (entrees, sides, salads, desserts, drinks, ice) 
3 tables for Recharter if needed, Outdoor, awards, plaques

     
SCHEDULE
5:00
Committee members arrive 
5:10
Setup Patrol arrives
5:45 - 6
Pizzas arrive
6:00
Troop arrives with dishes. 
6:10 
Serve entrees/sides.  Set desserts aside, then put them out when dinners have been served.  
6:45
COH Begins

8:15-8:40
Clean Up conducted by everyone

8:45
Inspect and leave the room
