Party Host (POC) Instructions

Under no circumstance is it possible to charge over the cost of the meal to cover costs for a gift or decoration.  The club cannot return funds to the POC of the function for this type of expense.  The POC must acquire these funds in another manner.   All payments must be made to the cashier.  

  The attached sample prorata sheets are the standard for the Air Force. Prorata forms must be submitted before the function or by 1000 hours on NLT 1000 the first business day after the function with payment in full.  
  Prorata sheets must contain all information necessary to ensure the individuals attending a special function are charged correctly for the function. Everyone involved in a special function must understand the charge for the function appears on an individual's statement with the date the club posts the prorata sheet and transmits the charge to First USA (FUSA).  The longer the POC delays submitting the prorata, the further removed the billing date (function date on the member’s statement) is from the date of the actual function.

It is the responsibility of the POC to ensure all club members attending this event receive their $2.00 “Members First Plus” discount off the quoted price.  You must inform all guest of this membership benefit and properly account for all funds, to include providing the catering office with a listing of all club members receiving the discounted price.  For cash customers who are members of the local club he project officer must obtain full name including middle initial and the last four digits of their club membership account number.  For cash customers that are not members of the local club but are members of a club at another installation the project officers must obtain full name and the last 10 digits of the club membership account number.  For charge customers you must annotate the entire club membership account number and expiration date and have the person sign for the charge.  The project officer is responsible for all declined charges that are not signed by the attendee.  If the attendee is a club member but wants to charge his meal to another Master Card or Visa, please provide the information required for cash customers above and the entire charge card number and expiration date of the credit card they plan to use.

POC’s must insure all individuals signing up to attend the special function understand they either pay cash, check, (checks can only be taken for club members only) VISA or MasterCard.  The club does not accept VISA or Discover cards.  The club does not assume responsibility for individual attendee payments.  The special function POC is responsible for collecting cash or charges using the appropriate prorata sheet.  In addition, if after the prorata is processed, and charges are declined, and there is no signature on the prorate sheet the POC must be aware the declined charges are their responsibility.  The club manager working through the POC will diligently pursue resolution of all declined charges or uncollected debt associated with the function.  If unable to resolve the declined charges within 20 days from the function date, all declined charges will be charged against the POC’s account.  Please ensure all checks are annotated with the party contract number.  If the check does not clear the bank we can easily research which function it was for.  All fees for bounced checks will apply.
POC’s must make every effort to get  each attendee to sign the prorata sheet authorizing the charge.  This is required by AFM 34-228 and is a precaution since account numbers taken by phone without a signature could possibly be disputed.  The function host is held responsible for all declined charges not cleared within 20 days of the function.
You may revise the attached prorata sheets to add information to meet your needs.  However, space is limited and information required on the example cannot be deleted. 

POC must inform all individuals handling prorata sheets that member data given on the prorata is subject to the Privacy Act of 1974 and is extremely sensitive to misuse and fraud, as it contains MasterCard/VISA account numbers and expiration dates.  All prorata sheets contain the Privacy Act statement.  The POC must control the prorata sheets and prevent them from unsupervised circulation. We also recommend attendees come to the POC to sign for a function to limit exposure to sensitive information.

The party host (person signing contract) must provide an estimated number of guests attending by noon 10 days prior to the event.  This allows the club to plan and order food based on those numbers.  By 12:00, 48 hours before your event you must call the club with your “guaranteed” number of guest.  This is the amount of guests you are obligated to pay for.   If your event is held Monday – Wednesday you must provide this information by 12:00 hours the Friday before your event.  You may increase your numbers after the 48 hour period (depending on food availability and room capacities) but you can not decrease your numbers with one exception.  If someone is called to duty or has a verified emergency situation we will not charge the host for that dinner.  Please remember, by this time the club has ordered, and prepped the meals for your function and can not take a loss of revenue on that food for any other reasons than stated above.   Please ensure your guests are aware of this requirement.  All guest added after the 48 hour time limit will be charged.   All room setups and arrangements must be coordinated with the club 
 Member/non-member counts must be verified by the caterer prior to your arrival at the cashiers cage to make payment.  For large functions (100 and over) we ask that you make an appointment with the cashier’s cage to make your payment.  Depending on the number of charges and checks this process could take up to 45 minutes.  The better your prorata sheets are organized the quicker the process will be.  We highly encourage you to use the provided “Microsoft Excel”  prorata sheets. 
