HOSPITALITY TEAM LEAD

AUGUST

· Arrange for hotel rooms for judges if needed. (KI Inn / Resort)
· Send tax-exempt form to hotel where judges are staying.

· Contact Dave Monesmith, executive director, Central States Judges Association, E mail address, dmonesmith@indy.rr.com for how many rooms are needed.

· Arrange for hospitality area for judges when they arrive (Choir Room).
· Arrange for hospitality area for bus, truck drivers & directors inside school (Teachers Lounge).
· Arrange for name tags of judges and other notable guests.

· Arrange for four tables in critique room (Auditorium stage).
· Secure volunteers for staffing / gophers in hospitality rooms.
· Arrange food, drinks (soda and bottled water) and supplies for hospitality tents. bags of ice (3 or 4) plates, cups, bowls, napkins, forks, spoons, coffee supplies, baggies, paper towels and trash bags.

· Send E mail to band parents for food donations.

· Arrange for soda and bottled water in press box.
· Arrange for convenience supplies for judges. (AA batteries, candy, aspirin and tissues)

ONE WEEK BEFORE EVENT
· Contact judges about traveling accommodations at dmonesmith@indy.rr.com 
· Arrange a travel pack for judges of things they may have forgot

· Send E mail to band parents for food donations.

EVENT DAY

· Greet judges and take them to the hospitality room.
· Complimentary copies of programs.
· Set up food table in press box for judges.
· Escort judges to press box and make sure they are comfortable.

· Throughout the day, provide beverages (from concession) and assistance as required.

AFTER EVENT

· Be sure to say good-bye and express sincere thanks for being there.
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