APPENDIX A

09/27/02

Basic Duties Checklist for Dining-In Committees
Page 2 of 2
CC Pam 145-8


	Group
	Item #
	Committee/Description
	Check

	A-1
	
	Program Committee
	

	
	a.
	Plan the sequence of events.
	

	
	b.
	Prepare and publish a detailed agenda for conduct of the Dining-In.
	

	
	c.
	In coordination with the Protocol Committee, prepare the appropriate toasts for the Dining-In.  
	

	
	d.
	Plan the entertainment.  This includes games, music, or any other activities decided.
	

	
	e.
	Obtain awards to be presented to the winners of the games, if included.
	

	
	f.
	Arrange for public affairs coverage.  This includes a photographer.
	

	
	g.
	Prepare a script for the President.
	

	
	h.
	Prepare reminder cards for the President and other key personnel who are scheduled to propose a toast.
	

	A-2
	
	Dining Room Committee
	

	
	a.
	Coordinate with the facility for the appropriate table and seating arrangements.  A formal contract may be required. 
	

	
	b.
	Prepare place cards.  The cards should be prepared so that the lettering is readable from the standing position. Only the person’s grade and last name are printed on the card.  Coding for the meal selection may also be included.
	

	
	c.  
	Prepare centerpieces for the tables.
	

	
	d.
	When appropriate, check and clean the unit’s silver, crystal, and china.
	

	
	e.
	Request a podium with lights and microphones.  The microphones should be conveniently located for the President, Mr. Vice, and the guest speaker.  
	

	
	f.
	Arrange for two red carpets for the receiving line.  They are to be arranged in the shape of an “L.”  
	

	
	g.
	Arrange for the appropriate flags and colors with stands.  
	

	
	h.
	Ensure that the unit trophies, relics, and souvenirs are present and in good order.  
	

	
	i.
	Obtain a gavel and board to be positioned at the President’s table.
	

	
	j.
	Obtain a set of dinner chimes for Mr. Vice’s table.  
	

	
	k.
	Obtain a candelabrum or kerosene lamp to serve as a smoking lamp.  
	


	Group
	Item #
	Committee/Description
	Check

	A-3
	
	Mess Committee
	

	
	a.
	Reserve the dining facility for the appropriate date and time.
	

	
	b.
	Coordinate with the club on the selection of the menu.
	

	
	c.
	Coordinate with the facility manager for the time and method of serving the food courses.  
	

	
	d.
	In coordination with the Program Committee, prepare the menu card and program.  
	

	
	e.
	If a Punch Ceremony is part of the pre-dinner activities, ensure the required ingredients are available.  
	

	
	f.
	Establish a system for collecting funds from the attendees and payment of the mess charges.  
	

	A-4
	
	Protocol Committee
	

	
	a.
	Coordinate with the commanding officer or President of the Mess in preparation of the guest list.  
	

	
	b.
	Prepare and mail invitations to the guests at least sixty days before the Dining-In.
	

	
	c.
	Distribute invitations to the members of the command at least thirty days before the Dining-In.  
	

	
	d.
	Advise the Dining Room Committee on the seating arrangements.
	

	
	e.
	Prepare the seating chart and post it in the lobby of the mess on the afternoon of the Dining-In.
	

	
	f.
	Prepare a biographical sketch of the guest speaker and other guests as required.  
	

	
	g.
	Brief the President on protocol matters as required.  
	

	
	h.
	Plan for and establish the receiving line.  
	

	
	i.
	Prepare “thank you” letters for the commander’s signature and mail them to the guests following the Dining-In.  
	

	
	j.
	Coordinate with and assist the Program Committee in the preparation of toasts.  
	

	
	k.
	Coordinate with and assist the Dining Room Committee in the establishment of the flag line.
	


