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POD PROCEDURE – SERGEANT AT ARMS

1) Arrive by 6:50 a.m. and have a pen with you.
2) Put out the attendance sheet, the name tags and the makeup cards

3) Record the names of attending members, visiting Rotarians and guests (and note whose guests they are).  Collect $15 from visiting Rotarians and guests who are attending beyond their first time.  Suggest the 50/50 draw.  Sign and date any makeup cards that are used.

4) Give any monies collected to the 50/50 person for inclusion in the money envelope that is given to the treasurer. 
5) On the outside of the envelope containing the money collected, please indicate the date, the amount enclosed for 50/50, and amount for visiting Rotarians. (Please list these amounts separately).  
Date:

50/50 Draw $:

Visitors $:
6) Announce the number of members present introduce the  visiting Rotarians and guests (and have them stand for recognition)

7) The POD Leader is responsible for giving a copy of the attendance record to the Club Secretary. The POD Leader is also responsible for making sure that the notes from the meeting are emailed to Bulletin Editor.
8) Collect all name tags and put them back into the Rotary toolbox before you leave.

9) Let the POD leader know if attendance sheets are running low.

10) Ensure that another member of the POD can fill in for you if you are unable to make the meeting.
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