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PRYC OFFICE OF THE DAY 
HOST CHECKLIST 

OD Coordinator – Annette Adam | prycodcoordinator@gmail.com | 310.809.8302      
 

The Officer of the Day (OD) opens the Club for Members and provides a casual, fun gathering with light 
refreshments for 30-65 people. The OD Host is allowed to invite friends and family to their event.  

The following checklist is designed with the (ideal) timetable of 30 days prior to the event date. If you’re 
planning your OD event on a shorter schedule, just start at the beginning of the list, and try to catch up 
as quickly as possible. Use the boxes to the left of the items to check off tasks as you complete them. 
Please note that some items may not apply.  
 
EVENT THEME:  EVENT DATE:  

3-4 WEEKS PRIOR  

 
Note: For an OD we recommend keeping your event to the Clubhouse and hosting a simple social gathering. If 
using the Patio, please review the Patio section on page 3. 

☐ 
Choose a party, date, and time for your event (Friday night, Saturday or Sunday). Reserve the date 
with OD Coordinator (email above) 

☐ Plan the menu – Prepare your budget (Host and Co-Host). 

☐ 
Create a Flyer for your event. It’s easy, you can use Evite.com, Canva.com or Postermywall.com. If 
you need assistance reach out to the OD Coordinator.  

☐ 
Post Flyer on PRYC Facebook Page and the Clubhouse Bulletin Board. For Facebook, you can upload 
the flyer and the PRYC Facebook Administrator approves the posting and will share the post.  

2-3 WEEKS PRIOR  

☐ 

Create Evite (www.evite.com) for your event. You will be the primary host and you can add the PRYC 
Club Manager as Co-Host. As the Co-Host the PRYC Club Manager will take care of distributing the 
Evite to the membership. 

☐ Stock the bar – Remind the Quartermaster of the Event to ensure supplies are refreshed. 

☐ 
Feature or Signature Drink – If you have a feature drink advise Quartermaster(s), they will purchase 
the supplied alcohol and mixers needed for your drink.  
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Reminder…If using decorations, please do not put any TAPE on the Windows. The windows have a special UV 
film which is very expensive. Any type of TAPE will remove the film. Thank you! 

1 WEEK PRIOR  

☐ 

Parking | Gate Code – request code from Marina (minimum 1 week in advance). Add Gate Code to 
Evite message (an update). Call (310) 376-0431 and ask the office manager or Cameron (Harbor 
Master) to assign a special gate code for the event day (typically the code is the date of the event).   

☐ 
Check Supplies (Paper plates, bowls, cups, and napkins) – If supplies are low, notify the Club 
Manager. The Club Manager will purchase the supplies.  

☐ 
Entertainment – If using your Phone or iPod for music, test connectivity to speakers. If needed 
check for power source, speakers, etc. when using TV for presentations. 

☐ Feature or Signature Drink – Prepare sign to display on the Bar. 
 
 
 
 

DAY OF EVENT – OPENING THE CLUB  

☐ Parking | Gate Code – Test Code (usually date of event).  

☐ Check Ice – Buy extra ice for coolers if needed. 

☐ Feature or Signature Drink – Please post sign displaying cost of beverage. 

 ☐ 

Count the beginning cash in the register. You will find a count slip on the left side of the till. 
Count the existing cash and log amounts on the sheet. Two members are to count the cash, verify 
and sign the sheet. 

 ☐ Set out the food, turn on the music and let the good times roll.  

 ☐ Open the Club and put the burgee on display outside. 

 ☐ Sign in Guests (non-members) and provide a name tag. 
 DAY OF EVENT – CLEAN UP & CLOSE THE CLUB 

It’s likely that members will hang out at the club at the end of your event. Your duty as OD host is done 
at this time and members can carry on as usual. You can start the clean up process. Often members 
will pitch and help if needed. 놴놲놵놶놷놳 

☐ Clear and put away leftover food. Do not leave leftovers at the club. 

☐ Wash all dishes related to food prep, platters etc. Members should wash their own glass. 
 ☐ If table and chair settings were moved, please return to the original setup. 
 ☐ Clear serving (buffet) table – replace tablecloths with fresh ones and return snacks etc.   
 ☐ Take home and launder any soiled tablecloths and dish towels and return to Club. 

 ☐ Take out all trash and replace trash bags. 
 ☐ Restock the bar refrigerator and the galley refrigerator. 

 ☐ Vacuum carpet and sweep bar area. 

 ☐ 

Count the ending cash in the register. On the previous count slip, count the existing cash and log 
amounts on the sheet.  Two members are to count, verify, and sign the sheet.   
Collected guest attendance fees should be counted and recorded separately.  Leave $150 cash in 
the drawer, put collected cash and cash log in an envelope, and drop in the suggestion box. 

 ☐ Close the Club, bring in the burgee, turn off the TVs and the lights before leaving.  
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Reminder…If using decorations, please do not put any TAPE on the Windows. The windows have a special UV 
film which is very expensive. Any type of TAPE will remove the film. Thank you! 

 

PATIO EVENTS 
Additional tasks 

 

3-4 WEEKS PRIOR  

 

Note: When using the Patio area, you need to reserve the patio through the Marina Manager. Liquor can only 
be consumed in the blue patio area. If you are considering having entertainment on the patio permits will be 
required. 

☐ 

Reserve the patio through the Marina Manager. You can drop in at the office to check availability 
and make your reservation or call (310) 376-0431 and ask the office manager or Cameron 
(Harbor Master).   

☐ 

Entertainment for Patio Events - Need to notify Redondo Beach public works of any noise like a 
band, a permit is required. The Noise Variance Permit can be obtained through the Redondo 
Beach Police Department.  Email here RBPDPermits@redondo.org. They will give you instructions 
and the cost of permit.   

☐ 
Send a copy of your Noise Variance Permit to Vice Commodore (pryc_vicecommodore@pryc.club) 
and OD Coordinator (prycodcoordinator@gmail.com). 

☐ 
If using the Patio BBQ, check propane tanks. If low, advise Club Manager. Please ask to have the 
BBQ unlocked.  

DAY OF EVENT – CLEAN UP THE PATIO AREA 

☐ 
Outside Events must be torn down and all items put away inside the club. If picnic tables are 
moved, they need to be placed back on the patio at end of the event. 

☐ 
If using BBQ, please clean BBQ, return, cover and lock. Cleaning criteria include disassembling the 
cooking grates and burner covers, scrubbing with degreasing soap.  

☐ 

Should you decide to set up a bar area (beer, wine or specialty drink), please coordinate with 
Quartermaster and make arrangements for a bar tender (Club Member Volunteer). The bar tender 
should collect funds for the sale of the beverages and/or have a sheet for the bar tabs.  

 
 

NOTES: 

 

 

 

 

 

 
 


