Catering Host/Sponsor/POC

Checklist

The following are the duties and responsibilities of a catering host, sponsor or POC.

	Reference
	Duty
	Briefed By
	POC Initials

	AFM 34-228, Para. 5.2.
	The cost of personal gifts will not be included in the charges for a facility, party, or function.
	
	

	AFM 34-228, Para. 5.2.1.
	The special function project officer or point of contact must provide a minimum guarantee two business days in advance of the function and agree to make payment for the number specified for functions when food is prepared.
	
	

	AFM 34-228, Para. 5.2.3.
	The person booking the party is responsible for paying the entire amount of the bill at the conclusion of the event. However, the club will accept payment up to two business days after the event, or for weekend events, on the first business day after the event.
	
	

	AFM 34-228, Para. 5.2.3 
	A pro-rata sheet listing attendees whose accounts are to be billed for their share of the special function charges is acceptable.
	
	

	AFM 34-228, Para. 5.2.3 
	Members must sign the pro-rata sheet to authorize the charge to their account. Project officers or hosts must

obtain the member’s signature.
	
	

	AFM 34-228, Para. 5.2.3 
	Project officers must protect the information on completed pro-rata sheets according to the Privacy Act. See AFI 34-272, Chapter 2 for project officer responsibilities.
	
	

	AFM 34-228, Para. 5.2.4
	The project officer must turn-in the fully completed pro-rata sheets to club management before the function or not later than 1000 on the next workday after the function.
	
	

	AFM 34-228, Para. 5.2.6
	The function host/sponsor is responsible for paying for any damage to the club facility, equipment, decorations, or fixtures caused by guests.
	
	

	AFI 34-272, Para. 1.11.2.3.
	A member of an on-base family service organization or private organization may reserve club facilities for noncommercial meetings and special functions provided he or she is a club member.
	
	

	AFI 34-272, Para. 2.11
	Units appoint a project officer for unit parties or special

Functions. Pro-rating the cost of unit parties to each participant is an Air Force tradition.
	
	

	AFI 34-272, Para. 2.11
	The responsibilities of the project officer include:
	
	

	Para 2.11.1
	Contacting the club catering staff as soon as possible to book the facility for the function.
	
	

	Para 2.11.2
	Confirming the party menu and signing the party contract by the club’s dead line
	
	

	Para 2.11.2
	Critical Process for Project Officers: If participants are expected to pay their share of the cost, ask for party Pro-Rata Sheets and instructions on how to complete them.

 It is vital project officers obtain all the information requested on the party Pro-Rata Sheets, and especially the signature for each charge authorization. If the project officer provides all the information required on the Pro-Rata sheets, then the Services staff follow-up with anyone whose account is declined, or whose check is dishonored.)
	
	

	Para 2.11.3
	Providing the club with an accurate count of the final number of attendees at least 48 hours (Excluding holidays and weekends) before the function.
	
	

	Para 2.11.4
	Turning-in properly completed Pro-Rata Sheets not later than 1000 hours on the first workday following the function, and making full payment at that time.


	
	

	
	Guest procedures
	
	

	AFI 34.272 Para. 1.7.2
	Eligible persons who have not joined the club may attend mandatory, official military functions held at the club, (example: commander’s call). The installation commander may allow eligible non-members to use certain club facilities (example: lunch), or participate in specifically designated functions (example: wing parties). Whenever the commander extends the hospitality of the club to eligible nonmembers, the nonmember pricing applies to any food, beverages or services purchased.
	
	

	AFI 34-272, Para. 1.12
	Eligible nonmembers who decline club membership

are not authorized to be guests of members. The installation commander determines when eligible non-members may use base clubs. If allowed to use the club, they must pay nonmember prices.
	
	

	AFI 34-272, Para 1.12.3
	A bona fide guest(s) is a person or persons, not eligible for club membership, whom a member personally and specifically invites to accompany the member or the member’s group to the club. Member pricing applies to bona fide guests. An eligible nonmember is not authorized to the use the club as a guest of a member.
	
	

	97 SVSRMC OI 34-32, Para. 2.1.6.3
	In order to ensure the normal flow for lunch is not interrupted or delayed, any function consisting of 30 or more individuals that include a meal between 1100 and 1300 hours, Monday – Friday must be on a  signed special function contract, with a guarantee/final count. 
	
	


Name of Event: ____________________
Date of Event: _____________

Contract #: _______________________

POC/HOST/SPONSOR: _________________________________





(Printed Name, and Grade

Duty Phone #: _________________________

Last 6 Digits of his/her Club Card # ___________________________________

