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Hospitality Checklist

Thank you for your help in hosting the hospitality room! If at any time you have concerns or questions, please text or call Valerie Schwab 513-309-1501 or Jennifer Stoehr 314-974-2976. 
Before the Meet Starts
	☐	1. Food will be delivered for breakfast, lunch and dinner.  Once the food is delivered, please place the food on the serving ledge, along with plates, silverware and napkins.

	☐	Fill both coolers with ice from the middle room behind the blocks on the balcony end of the pool deck. One cooler is to be used for people to get ice in cups for drinks. The other is to keep the soft drinks and water bottles cold. Set the coolers out on the end table next to the wall and fill one with a mix of soft drinks and bottles of water.

	☐	There is a Keurig to be left out for people to make coffee as desired. Please refill the water in it and make sure there’s a handful of regular and decaf Kcups available along with coffee cups.

	☐	On the serving ledge put out a small basket of assorted snacks, granola bars, crackers, a bowl of bananas and cuties, and yogurts/cheese sticks on ice. (as available)

	☐	Check with the office to see if there are heat sheets available for the coaches and put them on a table.



During the Meet
	☐	1. Keep the table and counter surfaces clean. You can use the Lysol wipes or you can fill a plastic bin with warm soapy water and wipe down with a rag.

	☐	Refill the soft drinks and water as necessary.

	
	Fill dixie cups with pretzels/chex mix.

	☐	Midway through each session, please offer the pretzels/chex mix, mints and water bottles to the timers, officials, and office workers. You may use a rolling cart on the pool deck or carry a tray.

	☐	 Take a small tray of snacks and water upstairs to offer to the office workers, scoreboard workers and meet announcer.

	☐	 The only people that should be in the hospitality room during the meet are coaches and officials.  Timers, marshals, and swimmers should not be in the hospitality room. It is your responsibility to be monitoring and hosting the room.



After the Meet Concludes
	☐	1. Wipe down the tables and counters.

	☐	Place the garbage cans outside the door.  Maintenance will empty the cans.

	☐	Put all leftover food in the refrigerator or in the cabinet.  Please use your best judgment on if the food should be kept. If food looks like it should be thrown out- please do so.

	☐	Put the soft drinks and water back in the refrigerator.

	☐	If you are the last session of the day, the coolers need to be emptied and left propped open.

	
	If you notice that we are running low on any water, soft drinks, or snacks please text Valerie or Jennifer.




THANK YOU for volunteering!!!
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