Rotary Club of Boca Raton Sunrise
Front Desk Greeter Responsibilities

Before the meeting:

· Get there By 7:00 am set up front desk,

· Put out attendance up sheet,

· Fill out guest cards,

· Put out name badges,

· Set up flags/4-way test and banners, bell and gavel ,

· Assign invocation.

At the end of the meeting:

· All flags need to be taken down,

· Badge box closed up,

· Registration info put away,

· Banners taken down, etc. (General cleanup of our stuff)

