Hospitality Responsibilities

SLA - SAN ANDREAS CHAPTER

HOSPITALITY COMMITTEE

PRE-MEETING RESPONSIBILITIES

· Collect reservations/checks for chapter meetings and events.

· Prepare nametags for chapter meetings and events.

· Bring cash box and change to chapter meetings.

· Select and reserve the meeting venue for formal chapter meetings and events - working in concert with Program Committee.

· Support Program Committee as needed on smaller, informal chapter meetings.

· Select and order food, supplies, decorations, etc. for all chapter meetings and events.

MEETING RESPONSIBILITIES

· Coordinate venue set up.

· Coordinate food set up.

· Collect checks for reservations.

· Distribute nametags.

· Maintain a registration checklist.

· Turn over all checks to Treasurer.

POST MEETING RESPONSIBILITIES

· Clean up venue, supplies and leftover food.

· Provide final meeting attendance list to Treasurer and Membership Committee.

· Provide check request for reimbursement to Treasurer.

Example

SEPTEMBER 10, 2002  - ADOBE HOUSE

· Reserve Adobe House for $75

· Pick up supplies, drinks at Costco

· Order 10 extra-large pizzas for delivery from Kapp’s Pizza – cut half sizes

· Bring tubs of ice and cash box

· Pick up 10 round and 3 rectangular tablecloths

· Order/pick up 2 large vegie platters from Safeway

· Order/pick up 7 pies from Marie Callendar’s 

· Bring nametags and checks/reservation list

· Clean-up
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