ROTARY CLUB OF LITTLE ROCK MIDTOWN

SARGEANT AT ARMS DUTY CHECKLIST
Try to arrive as close to 11:00am as possible on meeting day

Pre-Meeting:

Retrieve the following from the rolling locker cabinet:

1. the black case containing the badges

2. a Member/Guest sign in sheet

3. the "Rotary Meeting" sign

4. the Past Presidents' Plaque

5. the pendants

6. the bell and gavel

7. and a gift mug 

Display the badges, sign in sheet, and the "Rotary" sign on a table outside the meeting room. If anyone forgets to sign in as they take their badge, check off their name for them.

When visitors arrive put their name and club name if visiting from another club on the sign in sheet. If the visitor is the guest of one of our members, take down the visitor and the member's name. Visitors from other clubs Pay $10 for the meal. They will sometimes request an attendance confirmation form (found in the badge case) signed by the Sgt. @ Arms. As a rule new member prospects invited by an existing member are not asked to pay on the first visit. Subsequent visits require $10 meal charge. As visitors arrive we strive to make them feel at home. Escort them into the meeting area to link up with their inviter or introduce them to other members and offer them a trip down the food line. 
The Room:

Checking the room set up:

1. Make sure the American flag is to the left of the podium (speaker's right).

2. Set out the Bell, the Gavel, and the speaker's souvenir gift mug.

3. Attach the Past Presidents board and pendants to the podium.

4. If a/v setup is required, retrieve the two black bags with a/v equipment from rolling cabinet.

The Meeting:

After the opening prayer, the president will ask for a report of visitors. 
The Sgt. at Arms will introduce stand alone visitors. For those who are a guest of a member, we defer to that member for an introduction. The President handles speaker introductions.

The hotel staff may ask for a headcount confirmation. The sign-in list is used for this. 
After the Meeting:

At the end of the meeting the sign-in list is presented to the Secretary for further processing. Any monies collected are given to the Treasurer. All badges are retrieved from the membership and returned to the big black badge box. Remember how the stuff came out of the cabinet. It must now be returned. All pieces parts (the Bell, the Gavel, the Past Presidents board, and the badge box, A/V equipment, et al) will be stowed away in the rolling locker cabinet. For a/v set up questions call Aaron at 501-613-9900
