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Agenda

ÅResponsibilities of Sentinel per the ICF By-laws

ÅFunction as the greeter at all meetings

ÅSee that members are properly admitted when the 

meeting is in session

ÅNotify the President of any guests

ÅMay be assigned the tasks of keeping the record of 

the members in attendance

ÅAdditional points

Letôs step through eaché.

2



The Sentinel 

Functions as the Greeter 

at all Meetings
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The Sentinel Checks-In Members and Guests

Å The Sentinel is the first person to welcome the monthly               

meeting attendees

Å It is important that the Sentinel greet each person with a                  

smile and friendly welcome

Å The Sentinel acquires a Membership List from the Financial 

Secretary and becomes familiar with current members (see sample)

/ƘǳǊŎƘ bŀƳŜ ω /ƛǘȅ ω {ǘŀǘŜ

Name (Last, First)Address, City, State, Zip Phone E-Mail

Ferrari, Cynthia 123 Street, Halo, CA 77777 999-222-3001 cferrari@email.net

Ferrari, Tony 123 Street, Halo, CA 77777 999-222-3001 tferrari@email.net

Italia, Lucia 456 B Avenue, Halo, CA 77777999-222-3344 luciaitalia@email.net

Smith, Antonio 789 D Circle, Halo, CA 77777999-222-1234 asmith4@email.net

Zamboni, Rita 954 G Lane, Halo, CA 77777 999-222-9555 zambr@email.net

mailto:cferrari@email.net
mailto:tferrari@email.net
mailto:luciaitalia@email.net
mailto:asmith4@email.net
mailto:zambr@email.net
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The Sentinel will See that 

Members 

are Properly Admitted 

When the Meeting 

is in Session
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The Sentinel Checks-In Members and Guests

Å Members and Guests can be checked-in on a General Meeting 

Attendance and Payment Roster (see sample)

Å A Branch can create their own attendance roster or use the 

sample template

Å It is important to communicate with Financial Secretary to keep 

list up to date for monthly meetings

Å If a meal is included in the meeting, the Sentinel will need to charge 

each attendee accordingly

Å If a member from a visiting Branch or a Central Council Member is in 

attendance, they will also receive the member rate. 

Å If your Branch Mentor is in attendance, it is a common practice that 

he/she receives a complimentary meal.

Å Guests will receive a Visitor Packet: Guest Sign-In Form, ICF 

Brochure, Branch Calendar, and ICF Member Application (see samples) 

Å Find the General Meeting Attendance and Payment Roster at 

www.icf.org in Branch Templates area and the Visitor Packet at 

http://www.icf.org/visitor/VisitorPacket_Description.pdf

http://www.icf.org/
http://www.icf.org/visitor/VisitorPacket_Description.pdf
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The Sentinel Checks-in Members and Guests on a Monthly 

General Meeting Attendance and Payment Roster
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Guest 
Sign-In 
Form

Visitor Packet
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ICF 

Brochure

Visitor Packet

Add Contact Name, Phone, Email 
of Branch Financial Secretary
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ICF 

Branch

Calendar

Visitor Packet
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Member 
Application 

Form

Visitor Packet



The Sentinel 

Notifies the President 

of any Guests
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The Sentinel Keeps Track of Guests

Å The Sentinel will collect the completed Guest Sign-In Forms and 

inform the President of the guests

Å The President or Sentinel can introduce the guests 

Å Guests can share a little about themselves after they are introduced

Å The Sentinel can contact the Guest post-meeting to thank them for 

coming and invite them back



The Sentinel 

May be Assigned the 

Tasks of Keeping the 

Record of the Members 

in Attendance
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The Sentinel Keeps Records of their Monthly General 
Meeting Attendance and Payment Roster

Å The Sentinel will keep a copy of their monthly roster in a binder

Å The roster is a good reference for the Branch Officers to review how 

well the meetings have been attended over the course of the year

Å The roster can be used by the Branch Officers to follow-up with 

members who have missed a few meetings 



Additional Points
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ÅCash box needed for food payment  

ÅA start-up fund of $50 - $100

ÅDouble sided tickets for Drawing 

ÅSold for $1 each or 6 for $5

ÅName Badges for members/guests

ÅMembers return them after meeting

ÅGuests receive a Visitor Packet

ÅSign-In Form is filled out and returned

Sentinel Supplies for Monthly General Meetings



18

Optional Ideas for General Meeting Drawings

Mystery Prize Drawing

Å 4-5 Members bring new random prizes sealed in 

paper grocery bag (prize amount decided by Branch)

Å Winners take bags and fill with new prize for following 

meeting

Member Attendance Drawing

Å Place names of each paid member in a basket 

(standard monthly prize amount decided by branch)

Å If name chosen is a member present, the prize is won, 

if not, prize amount added to next meeting until won, 

then start again

Members Donate Homemade Items

Å Baked goods, jam, flowers, stationary, homegrown 

vegetables, special crafts

Å Members can volunteer to take turns bringing items



Be Organized
Keep Sentinel supplies in a box, arrive early to prepare Check-In table, 

get help to sell drawing tickets, give money collected to Treasurer.
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Friendly 
Greeting

Drawing 
Tickets

Visitor 
Packets

Name 
Badges

Cash 
Box



More Informationé

Bollettino

Å Newspaper published 11x / yr

Å Information on ICF areas of 

interest and reports from 

branches throughout the U.S.

Web Site

Å www.icf.org

Å Details about the organization and up-

to-date information

Å Officersô Portal

National Office

Å 8393 Capwell Drive #110

Oakland, CA 94621

1-888-ICF-1924 
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