Sergeant-at-Arms Duties
Suggested compilation of the duties of the SAA for the Rotary Club of Pittsford:

At each Rotary Meeting the Sergeant-at-Arms shall-

1. Ensure that prior to the start of the meeting (7 a.m.) the set-up team has


a. brought all club props and supplies from the storage area (see list below) to the 
     
    
    meeting room and arranged them in the routine manner; this shall include:



*set-up stand and club banner in the front of the room



*place bell and gavel on the front table



*place badge box and cash box on check-in table



*place the raffle can and tickets on the check-in table


b. arranged tables, chairs and podium as needed

2. At the appropriate time during the meeting

a. collect Happy Dollars with appropriate hoi poloi and pass them to the cashier


b. conduct the raffle drawing by:



*reporting the dollars available in the raffle



*select someone special to draw the number and use the cards for the drawing



*award the prize or place the roll-over dollars in the cash box for next meeting


c. have the president identify the set-up team for the next meeting

3. Following the meeting have club members


a. return all club props to their places in the storage room with the cash box 
  
      
    secured in the locker



b. reset furniture if requested by the library staff

Club props and supplies:


Blue box, bell, gavel, badge box/badges, cash box, raffle can/tickets, Happy Dollar pipe


Banner/stand case.
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