On day of meeting
Unlock the door
Record the location of tables and chairs
Set up tables and chairs for dinner; set up sign-in and possible displays

Restore tables and chairs to their original location
Clean up the room
Lock the doors

Checklist

Item More info assigned
Table cloths for 8§ tables (2 Ken
service tables, 6 dining tables)
Flowers and vases (for each
table?)
Sign-in sheet Ken
Name tags. Ken
Pens. Ken
Clipboard

A door prize? (from numbered
sign-in or name tags)

Extra serving utensils,

Paper plates, flatware.

Cups (cold beverage)

Napkins, paper towels

Trash bags.

Water pitchers

Coffee urn/coffee box, coffee
cups.

Tea bags, hot water.




Sugar, milk.

Cider (2 gallons? 4 half-
gallons?)




