
 

Dinner Committee To-Do Checklist 

 

Pre-meeting:            

1. Plan simple décor, small treats/favors, etc. 
(Reminder that décor costs will not be reimbursed 
by Beta Chi) A box of favors exists. 

2. Contact the meeting location/restaurant regarding 
menu choices as well as meeting room needs.  Work 
to keep meal price around $15-17 per person, taxes 
and gratuities included. 

3. Communicate with Beta Chi Program VP with meal 
and location information 

4. Communicate information with Communications 
Committee Chair to publish in newsletter: 

a. Place, date, address, meeting time 
b. Dinner choices 
c. Cost 
d. RSVP information (to whom, deadline)—member 

RSVP with name, email, phone number 
e. Checks made out to Beta Chi 

 
     5.  Collect and keep track of the members attending and 

money sent in 

At the meeting: 

1. Be at meeting 30 minutes prior to start to set-up 

2. Check members in and collect any outstanding meal 
payments 

3. Get monies to Treasurer and work with Treasurer 
and restaurant to settle the bill. 

4. Remove décor after the meeting 

Post-meeting: 

1. Follow up to solve payment situation with members 
who reserved a meal, but did not attend the meeting.  
(See Dinner Reservation Protocol on next page) 
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Dinner Reservation Protocol:  

1. Because the caterers and restaurants only prepare the exact number of 
meals ordered and charge us for each meal ordered we still need to 
make dinner reservations in advance by the given deadline.  Our 
deadlines are set according to their deadlines.  Once we turn in the 
number of meals, Beta Chi is committed to paying that bill whether or 
not the members who registered paid.   

2. E-mail responses and phone calls by the deadline will be accepted for 
dinner reservations, but everyone needs to be aware that a timely e-
mail or phone reservation commits us to paying for that meal 
whether we attend the meeting or not.  It is the responsibility of the 
dinner committee to follow up on unpaid meals. 

3. In addition, if we are able to attend the meeting at the last minute and 
have not reserved a dinner, we need to understand that since a meal 
has not been ordered for us in advance, a meal cannot be provided 
for us when we arrive.   

 
4. Guests’ meals (prospective members invited to a meeting and award 

recipients) are paid for by the member(s) who extended the invitation.  
New members’ meals will be paid for by the Beta Chi (Treasurer) at 
their induction in May.  A non-member program presenter’s meal cost 
is paid by Beta Chi, also. 

 

 

 

 
 

	

	


