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       GUIDELINES FOR THE ONTARIO MATHEMATICS OLYMPICS


SECTION 8-HOSPITALITY
Role and Responsibilities:

The Hospitality committee is responsible for planning events for the parents and coaches to attend while the OMO event is in progress. The committee should also ensure that a hospitality room is available for VIPs, media and sponsors at the event site. It may also be necessary to plan activities or entertainment for students, outside of the actual OMO event due to possible travel constraints.
Timeline and Duties:

	Timeline


	Duties

	1 year before
	· Contact the Finance Chair for estimated budget allotment for the coach/parent activity. This will involve approximately 35 adults (at least two coaches per chapter). 
· Brainstorm possible activities that would fit within the allotted budget.  It would be nice to select activities which would give a taste of the local culture and traditions of the area.  Determine whether or not lunch is included in the activity, as this will impact the amount that can be spent on the activity.

	6 months before 
	· Confirm group rates at the chosen venue.
· Ask how much advance notice they will require.
· Ask if a deposit is necessary when making the reservation.
· Make arrangements for lunch (if not included in the activity).

	2 months before
	· Make arrangements for transportation to and from venue (if applicable).

	1 month before
	· Finalize schedule of events with Facilities Chair, OMO Chairs, and Contest Chair.

	Friday of event
	· In conjunction with the Finance Committee, arrange payment for venue (if applicable).
· In conjunction with Registration, collect cell phone numbers from coaches and deliver to OMO Chair .  This number will be used on Saturday if a student becomes ill.


	Saturday of event
	· Accompany coaches/parents, if needed.  
· Bring a cell phone (number also left with OMO Chair.) in case of emergency.

· Bring required cheques for venue(s).

	The week after the event
	· In conjunction with Finance Committee, ensure that all venues have been paid.


Possible Activities: mini-golf, lunch, garden tour, visit a local attraction
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