GREETING AND REGISTRATION TABLE

PREPARATION (By Open House Attendees)

· Set up a single greeters table and chair(s) (usually right outside of the meeting room door)

· Obtain clipboard from storage tub 

· Obtain registration sheets and place on clipboard

· Obtain multiple ink pens from storage tub and place on table

· Obtain Comment Cards, Fact Sheets, Scoping letters, and copies of slide program from storage tub and display on the table

· Put on your name tag 

ROLE DURING OPEN HOUSE 

· Greet each visitor and ask them to sign the registration sheet

· Advise them of what they must do in order to be placed on the mailing list (this will depend upon how Terry Shepherd sets up the registration sheets to indicate such)

· Label each registration sheet numerically (sequentially) and indicate date, and meeting location.  Also note on the registration sheet where Open House Sign-in ends and Formal Program sign-in starts   

· Advise each visitor of the availability of printed copies of the slides, Fact Sheet, and Comment Card

· Explain that study team members are available in the meeting room to answer their questions; advise them to look for someone with a nametag like yours if there is a substantial crowd in the room.

· Note: Special security procedures will be in effect in the Walla Walla District Headquarters building during the Open House.  Please review and assist in the courteous enforcement of the procedures/restrictions. 

ROLE JUST PRIOR TO AND DURING FORMAL PROGRAM 

· Greet each visitor and ask them to sign the registration sheet

· Advise them of what they must do in order to be placed on the mailing list (this will depend upon how Terry Shepherd sets up the registration sheets to indicate such)

· Ensure registration sheets are labeled numerically (sequentially) and indicate date, and meeting location.  Also note on the registration sheet where Open House Sign-in ends and Formal Program sign-in starts   

· Advise each visitor of the availability of printed copies of the slides, Fact Sheet, and Comment Card

· Close the meeting room entry door when the program begins. Continue to register visitors.  Advise them that the program is already underway and send them in.  

· Remain at the registration table to greet late-arrivals for approximately 10 minutes after the program starts, then open the meeting room door, step inside the room just enough to hear what is going on and to allow you to continue to monitor for visitors.  If there are late arrivals, step back outside of the room, close the door behind you, get them registered, advise them the program is underway, then send them in.  Be ready to facilitate or help facilitate a group when/if called upon to do so during the break out session.  

ROLE WHEN PROGRAM HAS ENDED
· Collect ink pens, attendance rosters, remaining handouts, etc. and place in storage tub.

· Return table to storage location if necessary
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