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POD PROCEDURE – ROOM PREPARATION

1) Arrive by 6:50 a.m.
2) See that the air conditioning or heat and lights are all on. 
3) The ROTARY TOOL BOX containing the Canadian Flag, Rotary Bell, attendance sheets, tickets, etc. will be set out on the table by the hotel staff. If for any reason it is not there, the Rotary toolbox is stored in the AV room next to the Ballroom. Just as the attending staff person to get the tool box for you.

4)  SET UP THE FLAG & ROTARY BELL ON THE TABLE AT THE FRONT AND CURRENT YEAR’S THEME BANNER ON THE PODIUM, SET OUT NAME TAGS ON TABLE IN HALL.  
5) Ensure that the microphone is at an appropriate volume and working properly.

6) Help the speakers’ POD person to set up AV and distribute any materials from the speaker to the breakfast table.

7) Do a quick glance at the tables to make sure that coffee, water, etc. Is in place.  Ask the staff to have the buffet set up by 7:15 a.m. at the latest.  Call to breakfast is scheduled for 7:20 p.m.
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