PIKES PEAK CHAPTER, IAAP 
HOSTESS GUIDELINES AND CHECKLIST FOR MONTHLY CHAPTER MEETINGS
Updated September 2011
MEAL:

The Chapter Liaison will contact  a caterer and provide the meal selection and price by the 20th of the month prior to each Chapter meeting to the Board President using the “Monthly Meeting Notice” Template attached to these guidelines.

OTHER:

Hostess(es), if desired, may choose to decorate for the monthly meeting with table favors and/or table centerpieces.  Please note that this is purely voluntary.  While assigned seating is not mandatory, it is asked that hostesses come up with a fun gimmick that allows for everyone to be seated randomly.  (Example, color coded candy, papers, stickers that correspond with a specific table.)
RESERVATION LIST:  

The Reservation List is compiled by the Chapter Liaison. The Reservation List template can be found by logging on the Chapter’s Website at http://www.iaap-pikespeak.org.  The final RSVP deadline is 5:00 p.m. on the Thursday before the Chapter meeting.  Note any special meal requests on the list.  The Chapter Liaison will handle all requests for changes (cancellations or additions) to the reservation list that occur after 5:00 p.m. on the Thursday before the Chapter meeting. 

Members/guests will RSVP for the Chapter meeting via email (most popular method) or telephone.  Each RSVP will be acknowledged with a reply to the reservation e-mails to confirm that reservations have been received and added to the RSVP list.  If the member/guest leaves a voicemail message, the call is returned to confirm receipt of the reservation.

Members/guests who do not cancel their meal reservations before the final RSVP deadline stated above will be billed by the Chapter Treasurer for their meal as directed by the Chapter Liaison.  Confirmation e-mails/notes should be kept in the event the Chapter Treasurer needs to bill a member for a meal.

Members/guests may RSVP to attend the meeting only (no meal).  Annotations will be made on the Reservation List under the “Amount Due” column by inserting the words “Meeting Only” or “No Meal” for members/guests not requesting a meal.  Members are listed in alphabetical order by last name on the Reservation List.  It is also helpful to the Chapter Recording Secretary to include the members’ CPS or CAP designations on the Reservation List. 

Members may also RSVP for a guest that may be attending the Chapter meeting.  Guests’ names are listed in alphabetical order by last name, their company (if known) and sponsor’s name on the Reservation List on the “Guest/Company” section of the list.  This information is helpful to the Membership Chairman and the President. 

The Chapter Vice President is contacted to confirm if the guest speaker will be at the meeting for dinner and to include them on the “Guest/Company” section of the Reservation List.  The Pikes Peak Chapter pays for the dinner of the guest speaker.  

NIGHT OF THE MEETING AND ROOM SET UP:  

Hostesses are encouraged to plan to arrive between 5:00 and 5:15 PM.  The members of the Chapter Board of Directors do their best to arrive early to set up the meeting room and can always use some assistance.

The Chapter Liaison will provide the Hostesses with the most current reservation list the day of the meeting via e-mail, and will have copies available the night of the meeting.  Other supplies that are helpful during the night of the meeting are a calculator and dollar bills for making change.

The Chapter Treasurer will provide the Hostesses with Receipt Forms to distribute to those members that request them. 

The Chapter President will ask the Hostesses to welcome members and guest(s) to dinner.  Please invite members who brought a guest to start the meal.  

Hostesses will sell drinks to members and others throughout the meeting.  A cash box and change will be provided.

During the meal, Hostesses must finalize the financials for the evening and then join the other Chapter members for the meal and program.  It is suggested that one of the Hostesses sit at a seat near the door to help any late arrivals.

FINANCIAL RESPONSIBILITIES: 
The evening of the meeting, collect the money for the meal due from each member, checking off their name when they pay, and noting whether they paid via check or cash.  Also, check off the names of the members who attend the meeting only (no meal).  Total the amount due and double check it against the amount you have collected.

The Hostesses must complete a Fund Collection Confirmation Form which confirms the amount of money collected during the evening.  The form will be provided by the Chapter Liaison or can be obtained from the Chapter Treasurer the evening of the meeting if needed.

Before departing the meeting location, the Hostesses should give the Chapter Treasurer all funds collected and the Fund Collection Confirmation Form.  Hostesses should also take a moment to go over the Reservation List with the Chapter Treasurer and indicate which members/guests did not attend the meeting for invoicing purposes.  
ATTENDANCE
As an alternative to roll call, hostesses are asked to highlight names of all members in attendance on a chapter membership roster as the members check in.  The highlighted roster should be double checked by either a greeter or a member of the Chapter Board and initialed (or signed) and dated and provided to the Chapter Vice President and/or Recording Secretary for the official records.  
Thank you for volunteering to service as a Hostess!  

HOSTESS & LIAISON CHECKLIST FOR CHAPTER MEETINGS

	
	By 20th  of the Month Prior to the Chapter Meeting
	Chapter Liaison finalizes menu selection with a selected caterer.

	
	Print out Copies of Hostess Guidelines, Reservation List and Funds Collection Confirmation Form (Liaison)
	Copies Will Be Provided by the Chapter Liaison or Can Be Obtained on the Chapter Website.

	
	5:00 P.M. the Thursday Before the Chapter Meeting
	Chapter Liaison finalizes the Reservation List 

	
	Starting the 25th of the month prior to the Thursday Before the Chapter Meeting
	Take Member and Guest Reservations

Verify with the Chapter Vice President if Speaker Will Have Meal

	
	Noon, Friday before the Chapter Meeting
	Chapter Liaison confirms number of meals with caterer (if numbers change after this deadline, Liaison keeps caterer informed)

	
	Day of the chapter meeting
	Liaison creates the sign-in sheet used by Hostesses.  All attendees (members, guests, speaker) are listed alphabetically by last name. 

Liaison provides the hostess(es) a roll call sheet of the entire Chapter membership for the purposes of keeping attendance at each monthly meeting or other event.  The roll call sheet should be double checked/verified by a member of the Chapter Board, signed/initialed and dated and then provided to the Chapter Vice President and/or Recording Secretary at the end of the meeting for the official record.

	
	Night of the Meeting

(Hostess duties)
	Arrive between 5:00 and 5:15 PM to Help Set Up The Chapter Liaison will provide the hostesses with an updated reservation list.Chapter Liaison will provide the hostesses with receipts  should a member request a receipt for payment Mark Off Members/Guests During Check in and Collect Funds Invite Members/Guests to Dinner (Members Who Have Brought Guests First)

Count Collected Funds and Fill-out Funds Collection Confirmation Form

Give the Reservation List, Funds Collected and  Funds Collection Confirmation Form to the Chapter Treasurer

Sell beverages as needed to members and others.

	
	At conclusion of the meeting
(Liaison)
	Turn in the beverage cash box to the Chapter Liaison.



	
	Within one week after chapter meeting
	Updated attendance roster to reflect attendance of the meeting (if the sign-in sheet seems incomplete, i.e. some members have not signed in) the roll call sheet completed by the Recording Secretary should be consulted.


