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GARDEN WALK JOB OPPORTUNITIES    

 

Chairman:  ________________________________________________ 

Co-Chairman:  _____________________________________________ 

 
Recording Secretary________________________________________________________   Budget: _________    
Takes meeting minutes for the monthly Garden Walk committee meetings.  E-mail to committee.
  
 
Correspondence: __________________________________________________________   Budget: __________ 
Writes letters inviting other garden clubs, District V Director, etc.  Send complimentary tickets to garden 
owners, last year’s garden owners, sponsors, and other requests.  Thank you notes, etc.,   
 
 
Ticket/Poster Development Coordinator:  _____________________________________    Budget: __________ 
 
Development Staff__________________________________________________ 
Designs tickets, posters and save-the-date and arrange for printing.  Solicit photo submissions from club 
members to use for posters and save-the-date.  Coordinate with sponsor chair to ensure all sponsors and those 
who sell tickets are included in the materials.   Coordinate with signs chair to make sure garden numbers and 
map match preferred route.  Deliver all printed materials to the distribution coordinator.  All materials must be 
ready for distribution in early May. 
 

Sponsor Coordinator 1): ____________________________________________________   Budget: __________ 

Sponsor Coordinator 2): ____________________________________________________ 
Lines up sponsors for this year's walk starting with last year’s sponsors.  Encourage them to pay now and track 
till all are paid.  Check with the ticket coordinator for deadlines for information.  Give list of sponsors to the 
garden walk chair(s), our webmaster, and distribution committee. 
 

Hostess Coordinator 1): __________________________________________________         Budget: __________ 

Hostess Coordinator 2): ______________________________________________________ 
Determines the number of members needed to cover each garden and assign someone as garden coordinator 
for each garden.  If desired, you may have a garden coordinator for each shift.  Supervises members sign-up for 
gardens at the May & June meetings.  Works with each garden coordinator to have them arrange for card 
tables, coolers, cash boxes, etc. and return same after walk.  
 
 
Ticket & Distribution Coordinator: _____________________________________________ Budget: _________ 
 
Distribution Staff_______________________________________________________________   
Manages and tracks the distribution of tickets and marketing materials to members and sponsors.  Monitors 
sponsor’s ticket inventories and provides additional tickets as needed.  Picks up sales receipts and unsold 
tickets as appropriate both before and the day after the walk. 
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Gifts Coordinator: _______________________________________________________  Budget: ___________ 

Gets information on possible gifts for each garden owner and secures same before the Walk.  Arranges for 
delivery of the gifts which may be done by the individual garden coordinators on the preview day.  
  
 
Transportation/Signage Coordinator: ________________________________________Budget:  ___________ 
Plots best route for viewing gardens. Coordinates with ticket chair so that garden numbers match preferred 
route.  Notifies local authorities of event, determines number and types of signs needed, and how many cones 
needed from Elmer’s.  Locates best parking areas, arranges for distribution and retrieval of signs, cones, etc.   
 
 
Publicity: _______________________________________________________________Budget: ___________ 
May be handled by club publicity chairman. Notifies Garden Gate and MGC calendar of time and date of walk, 
arranges with newspapers, etc. for articles, takes publicity pictures, etc. The club publicity chair has detailed 
guidelines. 
 
 
MyNorth Coordinator: ___________________________________________________ Budget: ____________ 
Coordinates the FGC MyNorth ticket page, tracks ticket sales, and prints the list of purchased tickets for each 
garden coordinator and garden walk chair. 
  
 
Education Coordinator (optional) ___________________________________________Budget:  ____________ 
Coordinates workshops/demonstrations/educational displays for the walk. Arranges day-of-walk logistics for all 
educational activities. Arranges for the acquisition of any necessary supplies and/or equipment. 
 
 
Refreshments Coordinator(s): _____________________________________________ Budget:  _____________ 
Makes logistical arrangements for refreshments, including advanced access to refreshments center and signups 
for refreshment center workers.  Decides on what to serve and arrange for same. 
 
 
Workshop/Flower Arranging Coordinator: ___________________________________ Budget: ____________ 
Coordinates workshops/flower arranging demonstrations for the walk, picks best garden for demonstrations, 
arranges for same, and secures and returns needed supplies.   
 
 
Landscape Design Award Coordinator: _____________________________________    Budget: ____________ 
Arranges to have pictures taken on preview day or the day of walk and gathers all walk information.  
 
  
 

PLEASE NOTE:  ALL BILLS MUST BE APPROVED BY THE CHAIR OR CO-CHAIR BEFORE BEING GIVEN TO THE 
TREASURER FOR PAYMENT, ESPECIALLY FOR LARGE PURCHASES.  BE SURE TO USE OUR TAX-EXEMPT LETTER 
WITH THE VENDOR SO THAT WE DON’T PAY MICHIGAN SALES TAX.  FOR PURCHASES OVER $350, THE FGC 
PRESIDENT MUST APPROVE BEFORE THE PURCHASE.  PLEASE USE THE “FUNDS TRANSFER SLIPS” PROVIDED 
AND TURN BILLS IN ASAP SO WE DON’T GO OVER OUR BUDGET.  THANKS 
 
 


