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 Mountaineer Square Dance Club

 Englewood Masonic Lodge

3500 South Sherman

Englewood, CO  80110  

________________________________________________________________________________


HOSPITALITY COMMITTEE DUTIES
Per by-laws:

ARTICLE V - Section 2:


Other officers shall be committee people deemed necessary by the office of President.

ARTICLE V - Section 7:

Club officers shall be charged with and authorized to carry out the business of the Mountaineers Club.  Any and all business of the officers shall be available to any club member upon request.

_____________________________________________________________________

Traditional duties:

Senior Hospitality
1. Attend Board Meetings

2. Responsible for providing the supplies needed for serving the refreshments.

Junior Hospitality
1. Schedule the Hosts and Hostesses for the coming year.

2. Send a letter to Host and Hostess in advance of serving date to advise them of their assigned date.

3. Prior to each dance, call each host and hostess to remind them that they are to serve at the next dance.

4. Maintain a current list of duties of the Host and Hostess.  Keep a copy posted to the door (inside) of the kitchen supply cabinet.

5. Attend Board Meetings and report to the Board the current status of your position.

6. Make sure that the Host and Hostesses, at each dance, are knowledgeable about the job and especially how to close-up.

7. Pass Host schedule information to Secretary and Webmaster for publication in newsletter and web page.

Details of duties

Senior Hospitality

1. Attend all Board Meetings

2. Responsible for providing the supplies needed for serving the refreshments.

· There is a list of "Needed Supplies" posted in the cupboard in the kitchen  

· Hosts/Hostesses and others will list anything that needed if we are low or out.

· Hospitality will purchase needed items

· A Sam’s Club membership card is available for purchasing supplies

Junior Hospitality

1. Schedule the Hosts and Hostesses for the coming year.

The Host and Hostess are to be assigned for January of the New Year, in December. The list must be given to the Secretaries at the December Board meeting so they can be included in the Newsletter.

NOTE:
New Years Dance is Hosted by Officers  (Presidents, Vice Presidents, Secretaries and Treasurers),


Honorary Members on Mountaineer Roster are not scheduled to serve.  They are:



Vivian Harris, Dorothy Gillette, Frank and Ruth Goris.

2. Send a letter to Host and Hostess in advance of serving date to advise them of their assigned date.

3. Prior to each dance, call each host and hostess to remind them that they are to serve at the next dance.

If they are unable to serve, it is their responsibility to find a replacement and then notify the Hospitality Committee Chairperson.  They are to make arrangements to get the key to the Lodge.

4. Maintain a current list of duties of the Host and Hostess.  Keep a copy posted to the door (inside) of the kitchen supply cabinet.
5. Attend Board Meetings and report to the Board the current status of your position.
6. Make sure that the Host and Hostesses, at each dance, are knowledgeable about the job and especially how to close-up. 

Give or send them a copy of the Host/Hostess checklist at least 1 week prior to their serving.

7. Pass Host schedule information to Secretary and Webmaster for publication in newsletter and web page.
Miscellaneous notes:

· When a potluck is scheduled - schedule 3 couples or if possible 4 to be hosts and hostesses.  There is extra work setting up for potluck, cleaning up after potluck, setting up for after dance refreshments followed by cleaning the lodge.
· Bags for trash can be 39-gallon size.
Large storage room downstairs:
There is a large storage room downstairs in the lodge. Mountaineer coffee pots and water coolers as well as supplies are kept there.

Keys:

Hospitality is to arrange to make sure that the serving hosts/hostesses have keys and/or access to the Lodge to set up before the dance and to make sure the storage room and building are secure afterwards.

Lodge Equipment:

Coffee pots and water coolers belonging to the Lodge may be found in the kitchen and on the coffee serving bar.  If this equipment is used, it must be returned to the location where it was found.  This equipment should not be taken downstairs to the club’s closet/storage area.
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