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Media Contacts 

 
Supply list 

• Ice, from nearby place 

• Food 

• Drinks: beer, wine 

• Chairs 

• Folding/plastic Tables 

• Credit Card reader (Elise brings) 

• 30 Books (Elise Brings) 

• Printed introduction for John 

• Bowl for attendees to put business cards in 

o Extra cards for people to write info on if don’t have business card 



 
 
RUN OF SHOW: 

3:30 p.m. – Set-up: tables, chairs, food and drink 
4:30 p.m. – Elise Arrives at DEVENEY 
4:35 p.m. – Setup books from Elise, Chris gives Elise tour, etc. 
5:00 p.m. – Networking, attendees arriving 
5:30 p.m. – John introduces Elise 
5:35 p.m. – Elise Q&A with John  
6:00 p.m. – John draws and announces free book winner  
6:05 p.m. – John toasts Elise and success with book 
6:10 p.m. – Signing, books for purchase, networking 
7:00 p.m. – Break down, clean-up 
Food order 

 

MARTIN WINE CELLAR DELIEVERY ORDER: 

Napa Pinwheels – (50) 57.00 

Santa Fe Pinwheels – (50) 57.00 

Vegetarian Pinwheels – (50) 57.00 

 

Artisan Cheese Tray – (large 20 – 25) – 70.00 

Hummus Platter – (serves 25 – 30) – 60.00 

 

Boudin Balls – (25 pieces) – 25.00 

Mini Pork Quesadillas (25 pieces) 32.00 

Beverages (wine, beer, water) provided by Debbie. 

 

Approximate cost for appetizers: 358.00 + tax + delivery. 

CALL 48 HOURS IN ADVANCE OF THE EVENT 

Contact: 504-899-7411 

3827 Baronne Street 

New Orleans, LA 70115 



 
 
Day of Duties 
Time Task/Duty  Person Responsible 

3:30 p.m. Pick up ice from 
Walmart/Dats, etc., put in 
cooler 

Hannah 
 

3:30 p.m. Table/Room Setup Lizzy instructs on set-up; 
Avery, Veronica, Hannah 
move chairs and tables 

3:30 p.m. Chair set up All Associates 

3:50 p.m. Set up sign outside Veronica 

4:00 p.m. Set up bowl, raffle entry 
station 

Veronica 

4:00 p.m. Set up drinks, put on ice Debbie 

4:00 p.m. Set up food Lizzy 

4:30 p.m. Greet Elise Chris 

5 – 5:30 p.m. Greet attendees, down by 
gate 

Carrie, Savannah 

5 – 5:30 p.m. Man Sign-in Raffle entry 
station 

Veronica 

5-6 p.m.  
6-7 p.m. 

Restock food and drink as 
needed 

Avery 
Veronica 

5-5:30 p.m. Bar Katie 

5-7 p.m. Photos Max and Mandy 

6-7 Bar Katie 

6:00 Book Drawing/Announcemnt John 

6:05 Toast to Elise John 

6p.m.-7:30 p.m. Credit Card/Square 
Operating  

Lizzy 

7-7:30-TBD end time Trash Avery 

Put leftover food/drink away Lizzy, Debbie 

Empty Ice from cooler Veronica 

Move Tables Back All Available 

Chairs All Available 

 



 
 
Room Layout 

 


