TRIBUTE TO WOMEN IN THE MILITARY ~ SOP

GIFT BASKET FOR KEYNOTE SPEAKER

By: Marsha Thole, 505-856-3352, mthole@earthlink.net

WHAT:
Gift basket is purchased for the keynote speaker 

WHO:
Anyone can perform this task. 

WHERE:
Purchased from: Southwest Gift Baskets, 11200 Montgomery Blvd NE, ABQ NM 87111 (SE corner of Montgomery & Juan Tabo, in the strip center, next to the Great Harvest Bread Co).  Tel: 294-4299 

WHEN: 
NLT Tuesday the week of the event. The gift basket will be presented to the speaker at the dinner we hold for her (which could be Wed or Thurs). 

HOW:
Go to the store and select a basket that has non-perishables in it, preferably nothing liquid if the speaker is traveling by plane (can’t take onboard in carry-on).  

PAYMENT:
Pay for it and get a receipt to be reimbursed. 

OTHER:
Check with the Protocol person handling the keynote speaker. The speaker may want us to mail the basket to her. If so, be sure to get the address that she wants it mailed to. Then, take basket back to the store and have them mail it. Pay again, and get a receipt. 

EVENT DAY:
No other actions required the day of the event. 
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