Sgt. At Arms – Front Desk Positions & Duties:

FRONT DESK:
· The Two front desk people to be there by 7 am to set up cash box, name tags, SAA pot, draw tickets, banners & the podium. 
· PLEASE REMEMBER TO REMOVE BANNER AT END OF MEETING

· Administer “Ace Wins All” attendance draw: 
                     -split raffle tickets – one half in pot, the other on the table 


-only members get a draw ticket

    

- bring pot to guest speaker for the draw, winner picks a card from 

the deck                  

- discard pack of cards after first ace is drawn-
· A $50 float must be left each time-preferably in $5.00 bills-count beginning float and note on reconciliation sheet
· Check off members on attendance sheet and collect monies from members & guests- 
      C      for cash  

·    for a cheque

      PP   for a pre-paid card

· List all guests on the separate guest sheet to be properly introduced- if paying make sure to add to tally
· Give attendance sheet to Secretary
· Ensure cash/cheques with accounting sheet are placed in large white envelope- “End Polio Now” funds (from chamber pot) are placed in small white envelope & marked Polio Plus- give both to the treasurer-if treasurer absent give to President
· FD items- please familiarize yourself with them:

1. duty schedule

2. attendance sheet

3. guest & visitor sheet

4. accounting sheet

5. large envelopes for money- small for the polio plus funds
6. draw tickets

7. decks of cards
GREETER: 
· Must be there by 7:00 am to greet arriving members

· This is an important part of the structure of meetings- it allows for building of fellowship & interaction between greeter & members 

· This is your chance to say hello to all the attending members in one day

· Greeter to announce guests and visitors using the prepared text, to give proper recognition to our guests-
GRACE:
· There is a printed Rotary grace in the binder- there is a variety of grace that can be found on the Rotary website and on Google
SPEAKER INTRO:
· You are the Club representative for the guest speaker
· Please watch for the guest, welcome them, take them for coffee &  breakfast, introduce them to President and members and sit with them at the head table-
· Get their Bio from the scheduler, Angelo, ahead of time-  
· Pick up thank you certificate from the President and make sure they have signed it
Please realize that all of the duties are important and add value to our meetings
Please arrange your own replacement if you are unable to fulfill your assigned duty. 

