15 Apr 09
All Steering Group Members: 
Andrew Pemberton (AP), David Rose (DR), John Turnbull (JT), Milo Marshall (MM), Pat Ashworth (PA), Trevor Roberts (TR). 
Info: Graham Coles (GC).

BLANDFORD GARDENS OPEN DAY – SUN 7 JUN 09
INSTRUCTIONS
Background  The Blandford Stour Rotary (BSR) will be assisted by the Clean-up Blandford Campaign (CUBC) and Blandford Tourist Information Centre (TIC) to run a Gardens Open day on Sun 7 Jun 09. 
Aim
· Get organisations and clubs involved in an event in Blandford, currently BSR, CUBC, Blandford & District Horticultural Society (B&DHS) and the TIC. 

· Give all Blandford gardeners the opportunity to display their gardens, whatever size or content, but with the minimum effort on the day.
· Raise money for local charities. 
Date/ Time Sun 7 Jun  - Opening times will be 12 am to 5 pm unless stated.
Location  To include only gardens within Blandford Forum (there have been no volunteers from Blandford St Mary). 
Gardens 
- Any garden, regardless of size or content. 
- See Annex A for the current list of confirmed and possible owners. Owners are asked to confirm the description details and remarks to DR by 25 Apr. 
· JT to write to all garden owners in late Jan (done) with a follow-up in late Apr by DR. 
Route/ Maps/ Ticket Production and Distribution

· Maps with gardens, as short description for each garden will be produced by DR.

· Maps will also show the opening times for the Town and Costume museums, public toilets and car parks.

· The draft maps will be sent to Owners by DR 16 Apr for comment by 4 May. 
· Master copies delivered to Roberts & Chaffers by DR by 16 May.

· Maps will be available for purchase from: TIC, shops (Roberts) and Garden Owners from 23 May. 
-    Distribution  

· Roberts & Chaffers  - 30 each to be held and self produce.
· TIC – 80. To get resupply from Chaffers.
· Owners  - 5 each to sell (200) and can call on DR/ Roberts (TR) to get additional copies. Owners to let know numbers they want by 4 May.
-   Production

· DR to produce proto-type by 10 May. 

· Master copies to Roberts & Chaffers by 16 May.

-   Sale: Sales to commence on 18 May.

Insurance  Public Liability Insurance will be taken out for all private gardens. Cost will be about £100 (£50 as got with AP’s house insurance) for all properties with no more than 200 in a garden.
Means of Raising Money

· BSR and CUBC will under-write any costs. 

· Maps

· Tickets/ Maps will cost £3 each and £2.50 for Senior citizens and other concessions.
· Tickets will cover one adults and unlimited children (children are U18 and full time education). 
· There will be no entry fee to the gardens. 
· Donation Buckets for designated charities nominated by the owner. Just let DR know how much and which charity. 
· Sale of Tea/ Coffee and cakes at volunteer houses. 
· Sale of unwanted gardening books and items/ plants at Endellion by Clive & Perry. 
· B&DHS will donate spare items from their summer sale on 28 May. BS to arrange with DR to collect from Cyril.
· Owners have been invited to contribute and either deliver or ask DR to collect items on 30/31 May.

· Some owners sold some plants and vegetables individually and put in their donation box. 
· Distribution of Money Raised 

· Profits from tickets (after all costs deducted) to: 

· TIC – 50% of their ticket sales.

· BSR – all remainder of ticket sales profit.
· Profits from teas and Donations buckets to owners designated charity.

Teas/ Coffees/ Picnics

· Teas/ Coffees/ Cakes at etc have been offered at several houses. It has been decided that each Owner can do their own thing but there is a risk that it will not be possible to predict numbers. Those stating they will have Refreshments unless otherwise stated are:
· Boughton – Soft Drinks.
· Brickell – Wine and Pimms
· Cook.
· Owen.

· Loch.

· Rose.
· Tavernor.
· Valentine.

· Harewood Place.
· It is suggested there is a roughly standardised price list, possibly tea and coffee at £0.50 (as for 2008). Other items cakes/ biscuits at sellers own choice. In 2008 a drink and a cake was £1.00 was the most popular combination. 
Children 

-  Children for this event are defined as anyone under 18 or still at school. 

-   All children under 16 should be accompanied. 
Dogs
Dogs must be on leads, but there will be no encouragement to bring them. 
Toilets
      

· Public Toilets
    These will be on the ticket/ map. 
· House Toilets    Owners should make their own arrangements but expect that if they are offering teas etc people will ask to go to the toilet; some asked for a donation.
Logos and Summary  “Soft” computer based (or if not hard copies) logos and a 50 word summary of the groups aims are required:

· Groups – got.
· BSR Companies – need Chaffers.

Sponsorship There is no intention to ask for sponsorship other than some assistance from BSR members for photocopying.
Other Events – TBC  Isabel anything else.
7 Jun

- The Town Museum will be open from 10.30 am to 4.30 pm. SH to confirm.
- The Costume Museum will be open from 11 am to 4 pm. Café open from 4 pm. AP to confirm.
Advertising 
· Key is:

· Use word of mouth – owners and the clubs/ societies they go to..

· Paper not too early with the flyers as people will wait quite late in the day to make a decision to come.

-   Signs to Be Produced
· Large entry signs - DR. To be delivered on 8 Jun.

· Plants etc for sale – Owners.

· Toilets – Owners.

· Road signs. 

-- Waterproofed (1), Exit of Ham & Marsh car park, 

-- Non-waterproofed (3): Ham & Marsh car park on route to TIC, Milldown, Somerfields car park. 

· Flyers & Posters   
· DR to produce small flyers, B&W and Colour posters to advertise the event and get them printed at work and owners. Give on 22 Apr. Printers: TR (Roberts) – 100 (x4) flyers for DR and rst for own distr, KP (Chaffers) – 50 colour, 100 B&W, JT (Turnbulls) – 100 B&W, Gary – 120 (x4) flyers.
· Early May to clubs – 200.

· 650 for James of Blandford on 30 May, 200 total for cafes on 29 May and 5 Jun.
· Internet
· Entry to be made by 22 Apr on www.thisisdorset.co.uk DR. Done.
· MM will be the Press Officer for the event and liase with the media. Press summary to MM by DR on 16 Apr.
· Town Crier. AP will ask if Town Crier can advertise the event on Sat 6 Jun.

· Jan 
· AP to get included in Town Council events list.

· Mar
· BS, through BHS, to inform other Horticultural Societies in the area (currently: Milbourne St Andrew, Pimperne, Winterbourne Stickland, Blandford St Mary; tbc Sturminster Marshall, Wimbourne, Sturminster Newton, Shattesbury).  (BS)
· Apr / May
· AP in TIC and out through B&Bs etc.

· AP to arrange distribution through James news-agents in May – 650.

· BS, through BHS, to other Horticultural Societies in the area.
· Early Apr DR through Country Gardner – Apr (NGS will not advertise)
· DR to all owners – 2 May.

· PA Digwells.
· PA to promote through U3A, including magazine.

· PA to Jonathan Pinder’s clients.

· PA/ AP to distribute flyers to Garden Centres/ Shops in area. 

· TR/ Tony Horrocks to distribute posters around shops through Chamber of Trade 
· PA/ AP- Other areas for posters: Churches, sports halls, CA airfield, tea shops, OAP homes (perhaps have a ticket selling day, allotment groups.

· Clubs to be approached, WI (PA), Probus (PA), Rotary Clubs (TR), U3A (PA), Lodges (?), 41 Club (TR), Lions (?). 

· Jun
· MM to approach TV, radio and press to advertise the day. 
· Blackmore Vale, Vale and Village and the Western Gazette. Forum Advertiser (free but may be too late). Action. 
· Vale FM – happy to speak on or invite along.
Owners Open Event - Sun 24 May. Willing Owners will open their gardens to each other to give them the opportunity to go and see them. Gardens will be opened for 30 minutes each between about 1000 and 1800 with a break for lunch.  Details tbc. 
Opening Event

· AP has request that the Mayor will open the event at TIC at 11.30 am on Sun 7 Jun and this has been agreed. Letter from DR to Mayor on 19 Apr.
· The following BSR/ CUBC will attend the opening: TBC but probably: GC, TR, DR, AP and anyone else who wishes to come along.
· AP will see if the Town Crier can be available.

· MM will invite the Press.
MP Visit
AP will approach the MP to attend the event in the afternoon and it is in his diary. If he can attend, DR will act as the guide from Stour House (JC). It is confirmed he will come arriving at Stour House at 13.30.
Post Event

  - A survey will be sent to all the participants (by 24 May) to get their feedback and see if they would like to do it again. DR

- Money collected by home owners to be collected or delivered to Endellion stating how much raised for: tickets, teas, BOG buckets. Owners/ DR
- Money raised by will need to be reconciled with the TIC. AP
- There will be a final thank-you letter with financial reconciliation and findings of the survey - DR
2011 Event  It is intended the event should be every other year to avoid Dorset Art week. It will also take place in the year that the Georgian Fair does not.  The next event will likely be on Sun 12 Jun 2011. 

Dates

· 29 Jan – letter to Owners - JT.

· 5 Apr – Logos and group write-ups – .

· 5 Apr – Letter to Country Gardner. DR.

· 16 Apr – draft map/ ticket to be produced – DR.

· 16 Apr – media lines from DR to MM.

· 22 Apr – flyers and maps to those who are printing. DR

· 22 Apr – Update letters to the Owners – DR.

· 22 Apr – map to owners for comment by 4 May – DR.

· 22 Apr - Entry to be made  www.thisisdorset.co.uk DR. 
· 24 Apr – posters for the event to be laminated – DR.

· 24 Apr – flyers for the event to be produced – DR.
· 24 Apr – flyers distribution by Roberts Electricals – TR.

· Late Apr/ May, distribution of flyers  - Committee.

· By end Apr – Initial press releases – MM.
· 1 May – Flyers to Clubs in Blandford.

· 4 May  - final comments on Maps to DR by owners.
· 4 May – Owners let DR know if you need insurance cover for the event. 

· 4 May – Owners let DR know numbers of tickets they want. 

· 5 May – confirm insurance requirement to AP – DR.

· 9 May – map prototype complete – DR.

· 10 May – letter to owners with final update - DR.
· 16 May  - map masters to print – DR to nominated printers.
· 18 May – tickets on sale – DR to distribute. All.
· 23 May Sat – Drinks Endellion and briefing on the event and issue tickets and posters – Committee and Owners. Survey, signs, maps to owners.
· 24 May Sun – Owners garden visit Owners.

· 27 May – flyers for B&DHS – DR.

· 28 May – flyers printing complete – TBC.

· 28 May – collect plants at end of the B&DHS Plant sale - DR.

· 29 May – flyers to cafes – TR.

· 30/31 May and 6 Jun collect garden items – DR. 

· 29 May – Marsh Ham exit sign out – DR.
· 30 May – flyers to James of Blandford - AP
· 31 May – James of Blandford Flyers

· 3 Jun Tue – Final Press release – MM.

· 5 Jun – flyers to cafes – TR.

· 5 Jun pm – Other hard signs out - DR.

· 6 Jun Sat – Town Crier to advertise the event – AP. 
· 7 Jun Sun – 12 am to 5 pm Garden Open Day. Open by Mayor at TIC by 11.30 – DR. 
· 7 Jun Sun pm  - MP visit TBC. DR.
· 7 Jun Sum after 17.00 - collect in signs – DR.

· 14 Jun , all money returned to DR.

· 14 Jun, thank-you letter issued - DR.

Annex:

A. Gardens and Owners.
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