Host Committee Checklist
Expected Attendance:
Committee Meeting – 30





Assembly                 – 75   

     
Note:       1.  The number in attendance can deviate depending on the weather.

                 
2.  The October election meeting has enjoyed an average attendance of 94 for the past two years.

Room Set Up:

_____  Tables and chairs to accommodate the expected attendance (see above)

_____  Two long tables at front of the room with five chairs for officers.  MGS will bring

            podium which sits on top of the tables.

_____  One table and two chairs for Registrar

_____  One table for meeting handouts (if limited space, handouts can be stacked on front table)

_____  Two tables and one chair for Audio (audio supplied by MGS)

_____  Two tables and one chair for Literature 

_____  Two tables and one chair for Archives

_____  One table and one chair for Grapevine

Supplies Suggested:

_____  Coffee cups

_____  Coffee Stirrers

_____  Creamer

_____  Sugar/Sweet&Low

_____  Plates

_____  Plastic Cutlery

_____  Napkins

_____  Soda Cups

_____  Ice

Things to Remember:

_____  Assign someone to collect the $5.00 per person lunch fee

_____  Provide list of housekeeping issues for the chairman to read (eg: location of bathrooms,

            location of smoking area, parking restrictions, etc.)

[image: image1.jpg]


