TABLE CAPTAIN JOB DESCRIPTION
1. Fill table of guests at Community Breakfast on February 12, 2009.  (This will mean confirming 8 guests by reminding them personally by phone or email in advance as well as the day before.)

2. Mail the Save the Date cards to each guest as they accept your invitation.

3. Keep a separate list of those unable to attend who have said they would like to receive more information about the organization.

4. Submit final guest list to organization on February 4, 2009.
5. Arrive at the event no later than 7:00 to greet your guests and pick up your Table Captain Packet.

6. Pass out the pledge cards and envelopes as instructed during the breakfast.  This will occur during the ask speech at approximately 8:15 a.m.
7. Set an example for your guests by enjoying the event and filling out your own pledge card when instructed.  Guests will be looking to you at that moment to see what they are supposed to do.

8. Collect completed pledge cards and envelopes from your guests and turn them in to the event coordinator before you leave the event.

9. Call your guests within 2 days to thank them for coming and get their impressions and feedback.  (Do not ask them for money.)

Sample Script to Use To Invite Your Guests

“Hello, ____________.  I’d like to invite you to join me at my table at the Community Breakfast for the District 50 Education Foundation.  This is a free breakfast for people to come and learn more about the organization.  You will be asked to consider making a contribution, but there is no minimum or maximum gift requested.  It will be the job of the foundation to inspire people to want to give.  As much as anything, we want people to come and find out about the great programs offered.  I would be delighted if you join me.”

