
Columbia Grange 267


Event Protocol December, 2018 
Please refer to the Event Checklist Form for an easy reminder that you’ve followed these criteria! 

APPROVAL  
If you have an idea for an event, or a class at the Grange, that’s great! The Grange membership always 
welcomes its members to get involved and spearhead new community experiences. The following 
information will be a guide for approval of  your event, and steps to take. 

1. Discuss your idea with the Grange President or another board member to determine whether it’s 

an appropriate event or class for the Grange venue.

2. Complete the Grange Grange 267 Event Request Form and submit to the Event Committee.

3. The Event Committee will discuss the idea and present it at a Grange meeting, held on the first 

Tuesday of each month, for a membership vote.  

4. If approved, a date/time will be determined, the event/class will be scheduled on the Grange 

calendar and needed funds for the event will be approved.


PROMOTION  

Once your event is approved, start planning at least 6 weeks, or more, before the event. Three months 
or more advance notice is ideal, but not required.

Designing the Flyers 
• If you need help designing a flyer, you can contact Carlyn (web manager 

(mitasc@cascadeaccess.com or call 503-695-5853). If Carlyn is out-of-town, you can contact Matt 
at Leamy’s Printing, (design@leamydesign.com, or call 503-492-1243).


• If you create your own flyer, it needs to include: 

1) A clear indication that the event or class is hosted by Columbia Grange 267 (this is important 

because only Grange sponsored events are covered by the Grange’s liability insurance); 

2) Include the Grange address, phone number, website, and email address (don’t assume everyone 

knows where the Corbett Columbia Grange is located). If you want, you can include your own 
phone/email info for questions (37493 NE Grange Hall Road, Corbett, OR 97019, 503-695-2200, 
columbiagrange267.org, columbiagrange267@gmail.com); 


3) Create a design that is easy to read on the internet, on the website and social media; 

4) Send the flyer to columbiagrange267@gmail.com for proofreading and approval; 

5) If you have an original flyer that you created by hand, be sure you get it scanned at Leamy 

Printing so a jpeg or pdf can be easily posted on the Internet, and/or sent as an attachment to 
mailing lists. Please do not just take a photo of your flyer, the reproduction quality will be low. 


Printing the Flyers  
1) Format the flyers for 11x17, 8.5x11, and 4 or 2-up for small handouts OR have Matt Leamy do 

this. 

2) Email pdf’s of each size to Leamy Design at matt@leamydesign.com and request printing:  

(4) 11x17; (12) 8.5x10; and (15) 2 (or 4)-up depending on readability.


Posting the Flyers 
1) Send jpeg’s of your flyers to Carlyn or Maureen to post on the Grange FB site. They will also post 

on Corbett Farm and Trade, Corbett Area, and Nextdoor.com. 

2) Post flyers at the Grange—11x17 in the outdoor marquee, 11x17 inside on the Grange “Events” 

board or the “Classes” board. Post one 8.5x11 outside the front door of the Grange on the side 
Grange bulletin board. Put about 20 small flyers on the Grange table inside the Grange.
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2) Post an 11x17 or 8.5x11 poster downstairs at Helping Hands. You will need tape for downstairs. 
Also, put about 20 handbills on HH table so shoppers can pick one up if they want.


3) Post 8.5x11 flyers at: Corbett Schools (Caroline Oakley can help with this-she usually wants 
about 6 flyers); Springdale Market; Liz’s Coffee Cabin; Corbett Water District (11x17); Corbett Fire 
Station (8.5x11); West Columbia Gorge Chamber of Commerce in Troutdale (11x17 and they’ll 
put it on their website if you send a pdf); Troutdale Library (need approval first).


4) Send a flyer to Stephen Floyd at the Gresham Outlook for inclusion on their events calendar 
(endofdiskone@gmail.com).


LOGISTICS 

Now that you’ve gotten the word out about the event, you want to plan on bringing it to life with help 
from other Grange members. Here are the next steps:

• Line-up volunteers to help with set-up before the event, during the evening, and clean-up after the 

event. Let us know if you need help recruiting volunteers.

• Coordinate with a Grange Board member with a Grange key to open and close the Grange the day 

of your event.

• Coordinate with a Grange Board member to take cash at the event (if appropriate). 

• Follow the clean-up protocol posted in the Grange kitchen. 

• Save all receipts from your purchases and complete the Grange Reimbursement Form available in a 

hanging file storage by the kitchen. 

• Complete the Event Follow-up Form to account for any money taken in and to let us know how your 

event went! You can leave this form in the hanging file.

• Congratulations—you’ve successfully created a Grange event for the Corbett community! 


COLUMBIA GRANGE CLASSES 
If you want to offer a class at the Grange, contact Maureen Michelson (mrgmichelson@gmail.com) for 
information on rental fees, calendar postings, and invoicing. It’s easy once you hear the details! We are 
always looking for new classes to offer our community!


mailto:mrgmichelson@gmail.com

