Autocrat Assignments for

Altavia Anniversary and Crown / Day of Meetings

· Site Liaison  (Seneschal will handle)

· The contact for the site owners

· Coordinate, communicate, facilitate with the owners regarding our use of the site

· Bring all site permit paperwork to event

· Represent the group to any site officers at event

· Amenities Map Coordinator

· Find and update any existing amenities map for this site

· OR create a new map if necessary

· Provide info on restaurants, gas stations, stores, banks, etc

· Submit map to Seneschal for photocopy

· Make sure the copies get to the event and are displayed at Gate

· Contests Coordinator

· Work with the A&S officer, and anyone else who wants to sponsor a contest

· Get approval from the committee, B&B & Seneschal for proposed contests

· Coordinate time, space, table, and pavilion requirements for the contests

· Be sure that judges and, if necessary, attendants are provided

· Work with the Info Coordinator 

· Mark out reserved spaces (if any) the morning of the event

· Be the go-to person the morning of the event, helping folks find their space and dealing with last minute additions, changes, problems

· Reclaim materials used to reserve spaces

· Fund Raisers Coordinator

· Work with the Exchequer and anyone who wants to sponsor a contest

· Get approval from the committee, Exchequer, B&B, & Seneschal for proposed fund raisers

· Coordinate time, space, table, and pavilion requirements for the fund raisers

· Be sure that attendants, cashiers, and cash boxes, are provided (as approved by Exchequer)

· Work with the Site Map, and Info Coordinators 

· Mark out reserved spaces the morning of the event

· Be the go-to person the morning of the event, helping folks find their space and dealing with last minute additions, changes, problems

· Work with the fund raising activities during the day:

· Help them keep track of time

· Deal with cash box problems, requests, etc

· Get Heraldic or Constable support as requested / needed

· Reclaim materials used to reserve spaces

· Merchant Coordinator

· Contact merchants (in person, via Merchant Yahoo Group, via CP ad, etc)

· Receive and process merchant requests and questions

· Get space requirements

· Verify that they realize that each of their workers will need to sign in and pay site fee

· Verify that they understand the site’s merchant fee requirements

· Reserve space for them

· Work with the B&B, Seneschal and Site Map Coordinator to determine merchant layout 

· Work with the Info and Parking Coordinators

· Assign merchant spaces 

· Create map of all merchant assignments

· Mark out reserved spaces the morning of the event

· Be the go-to person the morning of the event, helping merchants find their space and dealing with last minute additions, changes, problems

· Meet and greet all the merchants, keep in contact with them during the day

· Provide them any paperwork that the site requires them to fill out for merchant fees (with Exchequer)

· Gather any info or fees we need from them for site merchant fees (with Exchequer)

· Halfway through the event, walk through with a “gate kit” to assure that all merchants have signed up and paid their site fees (with Exchequer)

· Reclaim materials used to reserve spaces

· Crash / Motel Space Coordinator

· Crash space for Altavia Annv and Crown / Day of Meetings

· Work with the Info Coordinator and with the Barony to find crash space

· Coordinate any crash space requests with available offers

· Work with the Royal Coordinator to handle Their crash space requirements (if any)

· Motel space for Crown Tourney / Day of Meetings:

· Working with the Seneschal, identify and work with local motels to get discount rates

· Get feedback and approval from Committee, B&B, & Seneschal BEFORE entering into an agreement

· Remember ONLY the Seneschal can sign contracts

· Work with the Info Coordinator to publicize the info to other geopolitical groups

· Eric Space / Site Map Coordinator

· Work with the B&B, Seneschal, Marshal, and committee to determine eric and event layout

· Assign eric space (Baronial, Royal, Offices as needed, other Baronies as requested)

· For Crown, work with B&B and Seneschal to request other Baronial pavilion size info

· Create map of all site assignments, on and off the eric

· Work with Merchant, Contest, and Fund Raiser Coordinators

· Mark out reserved eric spaces the morning of the event

· Be the go-to person the morning of the event, helping folks find their space and dealing with last minute additions, changes, problems

· Reclaim materials used to reserve spaces

· Parking Coordinator

· Work with the B&B, Seneschal, Officer and Royal Liaisons, etc to determine who needs how many parking spaces reserved and where

· Work with Site Map Coordinator to map out reserved parking spaces

· Mark out reserved spaces the morning of the event

· Be the go-to person the morning of the event, dealing with last minute additions, changes, problems

· Reclaim materials used to reserve spaces
· Site Favors / Autocrat Baldrics Coordinator

· Find and coordinate with a person(s) to make site favors and autocrat baldrics

· OR be the person to make site favors and/or autocrat baldrics 

· Make sure that they:

· Are within the approved budget amount

· Fit in with Their Excellencies requirements

· Fit in with event theme (if applicable)

· Are provided to Gate on time and in a usable format
· Info Coordinator 

· The official info coordinator, responsible for all flyers, E-mail ads, etc (Except Merchant)

· Responsible for coordinating all info about the event – between committee members, Baronial officers, SCA populace.

· Prepare the 3 CP ads 

· Get approval from the committee, B&B, and Seneschal

· Submit the ads by the 25th
· Submit and update event info to the Webwrights

· Report on the event at Altavia Council meetings

· Each month before the event, and the meeting after the event

· Make Court announcements

· Pre event if needed

· At event
· Royal Coordinator 

· Send invite to Royals and Their Chamberlain

· Include event info and lunch info

· With Their Chamberlain verify:

· Attendance

· Time of arrival / departure

· Number of parking spots needed

· Pavilion size and requirements

· Lunch approval

· Crash space requirements

· Royal requests or concerns

(Continued next page)

· Royal Coordinator  (continued)

· Coordinate lunch for Their Majesties

· Find and coordinate with a person to provide lunch for Their Majesties

· OR be the person to provide lunch for Their Majesties

· Make sure that the lunch:

· Is within the approved budget amount

· Fits in with Their Majesties food requirements

· Fits in with event and Royal time requirements

· Receives pre-approval from Royals (via Their Chamberlain)

· Officer Liaison 

· Work with the Baronial officers for Altavia Annv and Crown, Kingdom officers for Crown

· Contact them with event info

· Verify attendance

· Find replacements if they can’t (they should take care of this)

· Communicate Baronial and committee requirements to the officers. Such as: 

· Constable responsible for putting up and taking down directional signs

· Marshal responsible for marking out eric(s) at site open time

· Communicate officer requirements to the committee. Such as:

· Exchequer: Space/table/pavilion requirements for Gate

· Marshal: 

· Fighting info needed for CP ads

· Number and size of erics (for site map)

· Lists: Space/table/pavilion requirements for Lists

· Bring contact officer contact info to event

· On Site Coordinator:

· During the event, be the Committee’s coordinator

· Be aware of all time schedules and make sure that committee and others are aware of the current time and upcoming items. Such as:

· Reminders to committee, Herald, and B&B regarding upcoming start of court

· Make sure Contest Coordinator is aware of upcoming start/end of contests

· Remind committee members to eat and drink

· Coordinate committee lunch, as decided upon by committee, such as:

· Potluck (Coordinate all committee members bringing a dish)

· Buy in (Coordinate someone to provide a lunch that members pre-buy into)

· Coordinate set up, maintenance, and clean up

· Coordinate site maintenance

· Restroom checks for TP, soap, etc

· Trash cleanup on site (before, during, and after) as needed
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