HOSPITALITY
Pre-Meet Responsibilities:

· Plan the menu for the hospitality room and submit to the Meet Director at least one month prior to the meet.

· With the approval of the Meet Director, price, order and purchase food
· Organize the hospitality contribution signups

· If appropriate, and with the approval of Meet Directors, investigate prices and hire  caterer.  Generally only done for National level meets.

· Inventory all club hospitality supplies at least 2 weeks prior to the meet.  Make list of any equipment that needs to be purchased.

· Coordinate pick up and delivery of all hospitality equipment and supplies from storage are to pool.  Pickup items from pool area also.

· Arrange for another club member to pick up and deliver the hot food purchases.

· Obtain check from Meet Director (or Business Manager) for amount budgeted to purchase food

· Coordinate with the Volunteer Coordinator how many volunteers you will need at each session.

· Attend all Meet Steering Committee meetings as scheduled by the Meet Directors.

Meet Responsibilities:

· A chairman must be present at all times during the meet.

· Staff the hospitality room in a friendly manner

· Coordinate the delivery of drinks and snacks to any deck or volunteer workers and merchandising vendors who are unable t leave their positions during the meet.

· As the meet progresses, monitor the food consumption and determine if additional purchases should be made

· Arrange for any additional food or drink purchases as the meet progresses.  It is not acceptable to ever run out of food!
· Hospitality room must remain open at all times during the meet.
· If club members are donating food, keep a list of donations and monitor the arrival of donations.
· Coordinate the clean-up of hospitality area on the last day of the meet
· Inventory food items being placed back in storage.  Make a list of supplies or equipment that will need to be purchased for the next meet.
· Return all club owned hospitality supplies to storage shed upon completion of the meet.
Post Meet Responsibilities:

· Submit to the Meet Directors (or Business Manager) a list of any families that did not donate their contribution or any families that failed to bring an item they signed up for.
· Write an evaluation report of the hospitality room procedures and submit to the Meet Directors.
· Participate in a meet evaluation meeting as scheduled by the Meet Directors.
Requirements:

· Pleasant, outgoing personality
· Positive representative of Club
· Ability to plan menu and serve large group while staying within budget.
