Catholic Engaged Encounter

FRIDAY REGISTRATION GUIDE

For CEE Weekends at the Carmelite Spirituality Center

· Communicate with the Admin couple of the weekend by phone or email to see if there is any special issues to be aware of before the weekend.

· Get the room assignments worksheet from the Admin couple (with men/women room assignments near their respective restrooms).


· Get the registration materials box and name tags from the storage room.  It contains  markers for name tags; cash receipt forms if a couple is paying at the door; pens, etc.


· Set up a table & chair from the library in the entry area near the hallway facing the front doors.


· Prepare  EE name tags with the couples’ names (one: Man first with his room number and one: Woman first with her room number). 


· Give the engaged couples a facility handout (nuts & bolts) when they check in.


· Tell them how to get to their rooms and where to put snacks & drinks.  Also that we will be getting started at 7:30PM in the conference room.


· Advise the couples about parking.  Do not park too close to the end of the U driveway.  Additional parking is available by the dining area (around the back).  They continue past the driveway and turn towards the little house and come back to the side of the facility.  This is difficult though if it is raining.


· Check the roster (printed in landscape) for any comments from the Family Life Office to  see if anyone needs to pay at door.  

· Give any registration money to the weekend Admin couple.


· Give Sr. Terry a copy of room assignments if she did not get one and let her know about any no-shows.
