
Greeter
Duties

ARRIVE EARLY 11:30AMARRIVE EARLY 11:30AMARRIVE EARLY 11:30AM

HELP WITH LUNCH SETUPHELP WITH LUNCH SETUPHELP WITH LUNCH SETUP

GREET MEMBERS!GREET MEMBERS!GREET MEMBERS!

DUTIES DURING MEETINGDUTIES DURING MEETINGDUTIES DURING MEETING

STAY & CLEAN UP!STAY & CLEAN UP!STAY & CLEAN UP!

Set  up inc ludes  a l l  i tems f rom back  s torage roomSet  up inc ludes  a l l  i tems f rom back  s torage room
Arrange fo ld ing tab le  outs ide  doorAr range fo ld ing tab le  outs ide  door
From c lear  s torage box :  fe tch  s ignage ,  c l ipboards  wi thFrom c lear  s torage box :  fe tch  s ignage ,  c l ipboards  wi th
Guest  and V is i t ing Rotar ianGuest  and V is i t ing Rotar ian  s ign- in  sheets  ( found in s ign- in  sheets  ( found in
b inder)  pens ,  and guest  badges  and ar range on tab le .b inder)  pens ,  and guest  badges  and ar range on tab le .
Open Badge box  and p lace on  ins ide  tab le .Open Badge box  and p lace on  ins ide  tab le .
Hang Rotary  banner ,  be l l ,  &  gave l  on  podiumHang Rotary  banner ,  be l l ,  &  gave l  on  podium

Set  up inc ludes  a l l  i tems f rom back  s torage room
Arrange fo ld ing tab le  outs ide  door
From c lear  s torage box :  fe tch  s ignage ,  c l ipboards  wi th
Guest  and V is i t ing Rotar ian  s ign- in  sheets  ( found in
b inder)  pens ,  and guest  badges  and ar range on tab le .
Open Badge box  and p lace on  ins ide  tab le .
Hang Rotary  banner ,  be l l ,  &  gave l  on  podium

F i l l  water  p i tchers ,  put  out  cupsF i l l  water  p i tchers ,  put  out  cups
Br ing  out  Utens i l  CaddyBr ing  out  Utens i l  Caddy
Ask  how you can fur ther  ass is t  w i th  lunch setupAsk  how you can fur ther  ass is t  w i th  lunch setup

F i l l  water  p i tchers ,  put  out  cups
Br ing  out  Utens i l  Caddy
Ask  how you can fur ther  ass is t  w i th  lunch setup

Greet  members  and guestsGreet  members  and guests
Note  At tendance on c l ipboardNote  At tendance on c l ipboard
Note  Meal  Dec is ions  on  c l ipboardNote  Meal  Dec is ions  on  c l ipboard

Greet  members  and guests
Note  At tendance on c l ipboard
Note  Meal  Dec is ions  on  c l ipboard

Prov ide  at tendance sheet  to  SecretaryProv ide  at tendance sheet  to  Secretary
Guest/V is i tor  Sheets  to  T reasurerGuest/V is i tor  Sheets  to  T reasurer
One greeter  w i l l  lead P ledge of  A l leg iance atOne greeter  w i l l  lead P ledge of  A l leg iance at
beginn ing of  meet ingbeginn ing of  meet ing
One greeter  w i l l  lead 4-way test  c lose  o f  meet ingOne greeter  w i l l  lead 4-way test  c lose  o f  meet ing

Prov ide  at tendance sheet  to  Secretary
Guest/V is i tor  Sheets  to  T reasurer
One greeter  w i l l  lead P ledge of  A l leg iance at
beginn ing of  meet ing
One greeter  w i l l  lead 4-way test  c lose  o f  meet ing

Clear  P lates  &  CupsClear  P lates  &  Cups
Load S i lverware  in  D ishwasherLoad S i lverware  in  D ishwasher
Wipe Down Sur facesWipe Down Sur faces
Vacuum/SweepVacuum/Sweep
Put  away tab le ,  break  down d isp lay ,  re turnPut  away tab le ,  break  down d isp lay ,  re turn
bel l /gave l  to  back  roombel l /gave l  to  back  room

Clear  P lates  &  Cups
Load S i lverware  in  D ishwasher
Wipe Down Sur faces
Vacuum/Sweep
Put  away tab le ,  break  down d isp lay ,  re turn
bel l /gave l  to  back  room
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