Society for Human Resource Management – Emerald Coast Chapter

SHRM-ECC – CHAPTER #459

BREAKFAST MEETING RECONCILIATION/BILLING

The Treasurer of the SHRM-ECC will provide a monthly reconciliation of the breakfast meeting proceeds.  The Hospitality Chair will be responsible for providing information to assist the Treasurer as follows:

The Hospitality Chair will maintain a list of all reserved members and non-members, and unpaid guests for each month’s meeting.  Check-in for the breakfast will be done with this list.  Attendees who have not made a reservation will be seated only after all reserved members have checked in.  Attendees without a reservation may be charged an additional amount as voted by the Executive Board.

A no-show who failed to cancel their reservation in a timely manner will be billed for the breakfast meeting.  Any exception to this must be agreed to by the SHRM-ECC President, and will only be allowed in extreme circumstances.

The completed list of reserved members/non-members including no-shows and attendants who failed to make a reservation will be provided at the end of the meeting to the Treasurer.  This list will also include names of all guests including first time guest passes, invited guests, sponsors and speakers.  The Treasurer will reconcile the proceeds from the breakfast to this list.  The Treasurer will bill any no-shows and provide a summary report to the President, which includes:


Number of paid breakfasts (members):

Number of paid breakfasts (non-members):



Number of no-shows:


Number of guests:


Number of guests without reservations:


Total attendants:


Amount paid for breakfast meeting (members x 12.00):


Amount paid for breakfast meeting (non-members x 15.00):


Amount paid for breakfast meeting (w/out reservations x 15.00):


Amount billed for no-shows:


Total received/due for breakfast meeting:


Cost for complimentary guests:
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