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POD PROCEDURE – ROLE OF LEADER & POD Members
1) Meet with your POD Members well in advance of your month (two months prior at minimum).  Among other issues, you will need to decide who will perform which of the following functions either for the entire month or week by week.

· Sergeant at Arms

· 50/50 Draw

· Greeter

· Blessing

· Speaker  and Intro

· Certificates to thank speaker (Paul Walman will provide these to you. Send Paul the speaker list one month in advance please.)

· Thank speaker

· One person to take notes for the bulletin (point form notes sent to Kathi Smith)
· The POD Leader is responsible to get a copy of the Attendance Sheet to Rob Dippell & Kathi Smith.

· Room set-up and preparation

2) The POD has seven members.  Some PODS have found it worked best if one person takes care of one function for the whole month.  Other PODS rotate through the assignments.

3) Give each member a copy of his/her assigned procedure along with this overview.

4) The most important and time consuming POD activity is to find speakers so that you have a roster in place at least three weeks before your month begins.  All members should participate in attempting to come up with a listing of potential speakers. You need to let Paul Walman (to have Thank You certificates printed) & Kathi Smith (bulletin editor) have the list of speakers not later than ONE MONTH before the month begins.  You should send a list of the speakers, topic for each and a short explanation to Kathi. Please do not schedule more than 1 charity to speak to the club during your POD month. If your speaker needs the use of an AV projector please arrange to borrow one from one from Rob Dippell. If we use one from the hotel it costs the Club $75.00.
5) Your POD needs to discuss how it can use some innovation and creativity to help make meetings memorable.  You should choose a name for the POD and a theme for the month.  You have a budget of $100 to spend on promotional/fun ideas.

6) The 50/50 Draw does not always have to be a cash draw. Don’t be afraid to mix it up a little – a vintage bottle of wine, specialty beers, etc. Use your creative imagination.

7) Aim to start the morning program with a call to breakfast (use the bell) at 7:20 a.m. and to finish at 8:30 a.m. sharp.  Tell speakers that they have 20 minutes to speak and entertain any questions.  If they take longer, you will lose the audience and /or have the meeting run beyond 8:30 a.m.

8) Emphasize that the POD members who are setting up need to be in the room by 6:50 a.m. so that you are ready to go by 7:00 a.m. and so that you are there to greet our speaker.  The remaining POD members should arrive no later than 7:05 a.m.  If a POD member cannot make the meeting, they should arrange for a substitute to cover them for that meeting.
9) The Grand River Rotary toolbox with name tags, tickets, attendance sheets, Rotary Bell, Canadian flag, etc. is stored in the AV room next to the Ballroom. The hotel staff will have it out on the table when you arrive on Tuesday morning. If it is not out tell the hotel staff attendant that the Rotary tool box is in the AV room. 

10) Mark Grossman is the club’s liaison with the Hotel.  Contact Mark for any special room arrangements, meeting cancellation (or offsite meetings) and any feedback for the hotel.

11) If your Speaker requires the use of an AV Projector, please DO NOT ask the Hotel to supply this. The cost to the Club is $75.00. There are a number of Club members (Rob Dippell) who have AV projectors that we can use. Please contact the Club President, Mark Grossman or the POD coordinator to make appropriate arrangements.

Above all, try to have fun!  The PODS were created to try to make our meetings more interesting and engaging – keep that in mind when you are planning!!
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