Luncheon Checklist

NAME BADGES

· Boxes

· Blank badge stock for on-site registrations

· Blank badge holders

· Assortment of ribbons that might be needed

· Nametag chains

· Badge collection sign & basket

· Executive Director to double check name badges (color, spelling, changes, etc.)

CERTIFICATES 

· Certificate for property in jacket

· Certificate for speaker in jacket

· Certificate for sponsor in jacket, if applicable

· Certificate for workshop speaker in jacket, if applicable

NEW MEMBER ORIENTATION 

· Copies of current handouts

· Upcoming date handout

· Volunteer sign-up sheets

· New Member ribbons

· Magazines to hand out

SIGNS 

· Registration and Registration is closed

· New Member Orientation

· SIG meeting signs, as appropriate

· Schedule/Room Locations

· Parking (yard signs)

· Head table reserved signs and holders
· New Members table

· “Please return badges”

· Name badge box signs 

· Workshop signage, if applicable

· Easels, if applicable

OFFICE SUPPLIES 

· Tape

· Spray adhesive

· Current directory

· Markers

· Blank paper

· Business cards

· Hammer

· Scissors

· Pens

REGISTRATION MATERIALS 

· On-site registration forms

· Petty cash 

· Attendance roster by name

· Attendance roster for workshop, if applicable

· Meeting notebook

· Pre-made receipts

· Onsite receipt books (at least 2) for money

· Stapler (to staple checks and business cards to forms)

OTHER

· Membership brochures – individual & corporate 

· Magazine (most current issue) 

· Other current event & registration info 

· Direct phone # for contact at property 

· Agenda for podium (large print) & extras 

· Is guest speaker registered?  Does s/he have name badge w/speaker ribbon? 

· Are sponsors registered?  Does s/he have name badges?

MISC TO DO

· E-mail President copy of agenda on Monday prior to luncheon

· Give guarantee to hotel on Friday prior 

· Change outgoing office message (and personal) night before event 

· Make sure directions are posted on web site 

· Delete link to online reg form; this can be done night before luncheon

· Request coat rack, if needed 

· During closing announcements/comments, person at podium should remind everyone to return their name badge as they leave

· During luncheon (well before dismissal), put nametag boxes “away” (i.e. behind table) so that people don’t “try to help” by putting their nametag back in the box as they leave.  If they do that, you think they were a no-show. Before the boxes are put away, make list of nametags remaining to bill for no-show ($15) or store them separately.

· 2 Flip Charts and Markers
· 2 Focus Group Signs, if applicable
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