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E. THE RESERVATIONS CHAIR SHALL:
1. Ensure that the reservation policy is published on the web site and in the Hui 	Spirit each  month and provide it to the Governing Board.
2. Send out monthly invitation two weeks prior to Luncheon or Event and a 				reminder one day before the RSVP deadline. 
3. Receive reservations for all functions requiring them and notify First and Second 	Vice Presidents of reservation numbers on deadline day so notification can be 	given to the facility used. 
4. Make nametags for the membership and update as needed.
5. Send out informational emails that need to go out to the General Membership.
6. Ensure that your mailing list of members is updated regularly by working with the 		Membership Chair.
7. Arrive early for the monthly functions in order to check-in reservations and 			collect money. 
8. Collect all monies from such functions and turn such monies over to the Treasurer 		within two days.
9. Notify persons who make reservations and do not attend or have not cancelled by 			the deadline.  If payment is not made within sixty days of the reservation 				deadline, membership will be suspended until payment is made.  The Membership 		Chair and the President shall be notified of such suspensions.
10. Provide a Sign-Up Form and a flyer explaining the rules for Permanent 				Reservation for Monthly Luncheons at the August Super Sign Up.  Permanent 			Reservations rules to be determined by the Governing Board. 
11. Attend all Hui O’Wahine Governing Board meetings as a voting member.


**Please refer to the Hui O’ Wahine Constitution, By-laws and SOP for additional board member duties and information**

