THE MENTOR CHECKLIST

Indoor Event

STEWARD

Name __________________________________

Ph # ___________________________________

You will be in charge of moderating all meetings.  Be sure to stress to everyone that even though they are only in charge of 1 area, they need to be knowledgeable about the whole event. 

You will have to keep people on track (not too vague, not too detailed). Watch out for rabbit trails.  Also, keep folks listening.

How many are you expecting to attend?

Who is the person who will take care of you?

Do you have the site contract?

Do you have a site?

What is your site fee?       Feast fee?

Will there be a tournament on Sunday?***

If so, who is in charge? ______________

Phone # _________________________

If so, What are the  prizes for:

- the heavy list 

-for the rapier list? 

-for the archery list?  

*** see last page for furthur details

Will there be an A&S competition?

If so, who is in charge? ____________ 

phone # _______________________ 

what are the prizes?

Are any special prizes needed for any specialty events?

· If so, who is judging them?

______________________________

Have you written your first event announcement?         

Deadline date? ________

Second event announcement?          Deadline date?_____________

Third event announcement?           Deadline date?______________

Have you sent the announcements to the other groups in the region and asked them to place them in their local newsletters?

Have you sent invitations to the current champions (check with B&B)?

former B&B’s of BG?

Crown/Prince?

landed B&B’s?

Site times:

· can we decorate Friday night?

· When can we get in Sat am?

· When does the site open to the public?

· When does the site close?

· When do we have to be out?

Can we hang things on the walls? How?

SITE SETUP

Do they have tables and chairs?


What shape tables?        How many?


How many chairs?

Draw table layout for the day

Draw table layout for the feast.

Who is in charge of rearranging the tables ___________

Have you asked the owner about handling clogged toilets?

Have you made arrangements to get stuff from the shed?

Have you drawn a sketch of the site?

If you will be rearranging the hall for different activities (ie classes during the day and feast in evening) you should have a site map with table arrangements for each activity)

Who is in charge of rearranging the hall?

Have you written your schedule of events?

1.

2.

3.

4.

5.

6.

Where is parking?

Do you have enough signs? 

Are you familiar with the site lighting and how to turn it on or off?

Do you have emergency phone numbers for the owners?

Will you need any form of additional handout at the gate?

Who is in charge of tearing down the outdoor stuff before dark?



_____________________________

Who is in charge of site cleanup

  -  _______________________

GATE

Who is in charge of the gate? __________

    Ph # __________________________________

What time do they start? _____End?____

Have they been trained by the treasurer?                   

Have you?

Do they have table and chairs?   

Who is decorating the gate?  

(This is the first thing people will see when they arrive, it needs to be decorated before the opening of the gate.  It should be either the person in charge of gate or one of their helpers, but not the person who is decorating the hall)               

Can they setup and decorate Fri night?

Do they have the appropriate forms _____   

 money box _____  startup cash____   

pens _____

Do you have typed instructions on gate procedures?

AMBIANCE

Who is in charge of ambiance?

Ph # ____________________

Do they have a crew?

Have they discussed gate décor?

Describe the décor for the hall.

FOOD

Who is your feastocrat?  _____________

    Ph # ____________________

Have they seen the kitchen so that the meal is compatible with the site?

What is the menu?     

For how many people?

Who is getting all the gear from the shed?

Who is the person in charge of cleanup?                                           

Do they have a staff?

Will the feast  be served?

If so, Who is your head server? ____________________                                  

Ph#

How are they going to recruit other servers?

Will the feast be a buffet?

If so, who is in charge of maintaining cleanliness and prettiness of the buffet tables?

CROWN LUNCH

Who is making lunch for the crown?   

Who is serving it?

Who is in charge of kitchen cleanup?

ph # ___________________

ARTS AND SCIENCES

Who is in charge?  ___________________

·      ph  #_______________

Is there a theme?

Explain how it will be run?

Where will it be set up?

Who is providing tables?                                   Tablecloths?        Chairs?

Do you have a sign up sheet that asks for name , ph #, and what they’ve entered?

Is there more than one competition occurring?  How will you distinguish who is entered into which competition.  

Do you have cards for the entrants to put by their items?

Do you have a judging form?

Who will judge?                        

(if it’s laurels, it’s a nice touch to invite them rather than expect it)

What are the times for setup and takedown?

Have you arranged a herald to announce these times?

Do they need to send a letter of intent?

Will there be classes? What are they?

Where will they be held?

What are the times? How do these times fit in with the Stewards schedule?

HERALDRY

Who is in charge of your vocal heraldry?

Do they have a crew?

Who will do announcements during the day?

Who is doing morning court?                                              

Evening court?

Who is heralding the tournaments on Sunday?

BARON & BARONESS

Have you discussed courts with them?

Do you want them to do any specialty stuff?

TOILETS

Who is in charge of checking on the toilets?

Do you have backup toilet paper?

CHILDREN’S ACTIVITIES

Who is running them?

From what time?

How will they tie into the event?

CLEANUP

Who is in charge of cleanup –  you are not allowed to be in charge of this.

POST EVENT 

Post lost&found in the black star.

Set meeting time and place for the post event debriefing.

Write up a post event financial report.  

Determine who your **volunteer (s) of the event is(are)*

CHIVALRIC TOURNAMENT

Who is in charge?

Ph#

Explain how the tournament will be run.

Is a letter of intent needed?

Who is in charge of maintaining the list?

Who are your vocal heralds?

Who is your marshal in charge? (doing inspection, etc.)

Who is bringing the list ropes and poles?

RAPIER TOURNAMENT

Who is in charge?

Ph#

Explain how the tournament will be run.

Is a letter of intent needed?

Are judges needed?                 Who will they be?

Who is providing the listmistress pavilion?

Who is the listmistress?

Who are your vocal heralds?

Who is your marshal in charge? (doing inspection, etc.)

ARCHERY

Who is in charge?

Do you have targets?

How will it be run?

Do you have boundaries

Do you have a pavilion?                     Water?

Who is getting the equipment to the event?

