
 

 

Hospitality Chair 
 
Hospitality is a really important part of NWDC.  Having a gracious social aspect in 
NWDC events  is an essential part of the NWDC “brand.”  Partying at each others’ 
homes or studios creates intimacy in NWDC and is a major reason to belong to our 
group. 
 
Hospitality chair:  to accomplish all of the tasks below, get help!  Ask for advice and 
assistance.  Create teams where appropriate. 
 
For large parties, the Hospitality Chair is charged with: 
 
1)  Finding the host or venue for the parties.  NWDC likes to party at member’s 

homes or studios. It’s a great way for members to contribute to NWDC. Advertise 
your need for a host in the newsletter.  Ask long term members or the board for 
suggestions. Summer parties, usually held in August, can occur mainly outdoors.  
People with big yards and small houses can host these events.  

 
Sometimes NWDC has gone to the home of a non-member who has ties to the group 
(eg. the 60th Summer Social) or sometimes we’ve rented a venue that holds some 
interest for the group. (eg. a venue we haven’t used but have thought about:  Digipen, 
digital media school where Member Ken Turner teaches.  Another suggestion was 
Columbia City Gallery, where several NWDC members have association. Brightwater 
Treatment Facility, which has an art collection, has been suggested.)  
 
 
2)  Advertising the event in the newsletter (Save the date!) and sending out a e-

mail blast invitation closer to the date.  A photo of the site, art work, or host helps 
motivate party participation.  Include a reminder that it’s a potluck and to bring food 
on a hand crafted dish. Suggest labeling dishes with ingredients for members with 
food sensitivities.  Include date, time, host’s address and phone number, plus parking 
advice.  

 
   Do we want an RSVP?  Set up an e-mail address for that? 
 
 
3.)  Visiting the site before hand to co-ordinate with the host.  Together, plan how 
to use the space for the party: 
 Directions & parking   
 Get any specialized instructions for the newsletter or e-mail blast. 
 Handi-cap spots? 
 Need any volunteers to direct parking? 
 



 

 

 Where shall guests enter the house or yard?  Get name tags? See Pary 
 schedule (if having a program.) 
  
 Establish serving stations: 
 
 Drinks 
 Have a balance of alcoholic and non-alcoholic bevereges.  
 Ice?  Coolers for ice? 
 Water pitchers or water “samovar” 
   
 
 hors d’oevres  
 
 entrees 
 Counter space, host’s serving tables, or rented tables? (discount for non-profit from  
 rental co.) 
 logistical flow 
 Table cloths?  Plastic? 
 
 Bar-be -que on site?  Meat platters?  fried chicken?  Commercial barbeque?  
 Food safety issues in transporting foods. (suggestion for food safety of hot foods:  serve  
 food using a Sterno disposable foil chafing system (water in bottom dish above sterno). Available  
 at Cash & Carry in Bellevue.  Keep extra food warm in oven at 175 degrees.)  
   
 desserts 
 coffee, tea with dessert?  
 
 Trash cans.   
 Trash bags. 
 
 Seating & eating 
 renting tables & chairs?  How many?  where to put?  Order locally.  Budget? 
 
 Designated space for announcements or displays    
 microphone? 
 Laptop with Website display 
 
 Flowers? 
 
Volunteers 
Day before: 
Rental delivery is usually on Friday.  Try to get it delivered in the morning or even on 
Thursday.  Good to set up tables on Friday.  Decisions on the actual arrangement of 
tables & the logistical flow become concrete .  Four people, capable of lifting, is a good 
number to have for set-up. 



 

 

 
Good to have a volunteer at each station to set up and arrange the station.  Volunteers 
to periodically check the station.  
 
Tech person for sound or imagery 
 
Clean-up.  Volunteers to take away full trash bags that evening or next day.  Rental 
pick-up usually on Monday. 
 
 
 
Purchasing and bringing beverages and party supplies to the event  
 
From Costco 
Plastic cups for wine -- smallish is good 
cups for coffee 
Chinet paper dinner plates 
paper dessert plates 
napkins 
 
Red & white wine. (Charles Shaw is a good inexpensive brand.)  
Non-alcoholic bevereges.  Flat of flavored waters.  San Pellegrino lemon & orange. Iced 
Tea. 
Ice for drinks. 
Ice for cooling drinks. 
NWDC has a water “samovar.”  
NWDC does not have any coolers. 
 
NWDC has coffee pots to brew coffee on site. 
I have an electric pot for tea.  
 
 
 


