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INTRODUCTION 

 

This manual is intended to inform and guide the members of the American GI Forum Mile Hi 

Chapter in the lawful, safe and orderly maintenance, operation and use of the facility and 

grounds. The general membership elects a Board of Trustees with authority and the 

responsibility to set policy and procedures for that purpose. No single member of the 

organization can be expected to know all the rules and regulations with which the organization 

must comply. And, because the by-laws specify periodic changes in the organization leadership, 

this manual will serve to clarify misunderstandings and provide continuity in the preservation, 

maintenance and operation of the organization’s physical assets.  

 

COMPOSITION AND ROLE 

 

In accordance with the AGIF Mile Hi Chapter By-Laws, the Board of Trustees (BOT) is composed 

of seven members. Five members are elected by the general membership to serve three-year 

terms. The other two members of the Board are the Chapter Commander and the Chair of the 

Women’s Forum. These two individuals act as liaison between the Board and the general 

membership. The Board meets monthly. At least four Trustees must be present at a meeting to 

conduct business.  

 

The Board of Trustees elects its own officers which are: Chair, Vice Chair, Secretary and 

Treasurer. The Chapter Commander and the Chair of the Women’s Forum are not eligible to 

serve as officers of the Board of Trustees. In addition to any office that a Trustee holds, each 

one volunteers or is appointed by the Chair to manage areas of responsibility including, but not 

limited to: building and grounds maintenance, bar operation, facility rental and kitchen 

maintenance. The customary duties of Board officers are as follows: 

 

Chair 

The Chairperson presides at all Board monthly meetings: oversees facility operation and 

maintenance; authorizes and signs correspondence; negotiates and signs, contracts, licenses, 

leases, special events and parking permits and checks; reports Board activities and major policy 

changes to Chapter members at their monthly general membership meeting. The Chairperson 

may delegate to other Trustees negotiation, application or renewal of contracts, licenses, 

leases, special events and parking permits. No Chapter officer or member is authorized to apply 

for, initiate or renew any of the above listed legal documents.   

 

Vice Chair 

The Vice Chairperson performs the duties of the Chairperson in his/her absence and any other 

duties assigned by the Chairperson. 
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Secretary 

The Secretary records and maintains a copy of Board meetings and transactions and performs 

any other duties assigned by the Chairperson. 

 

Treasurer 

The Treasurer receives, expends and accounts for all funds from facility operations, contracts or 

leases. The Treasurer is also authorized to sign checks and maintains the Board bank account. 

The Treasurer shall provide a monthly written revenue and expense report at the monthly 

general membership meeting; maintain all financial records; conduct an annual review of the 

Board funds and provide a written report at the first general membership meeting of the year. 

In accordance with Mile Hi Chapter by-laws, members present at that general membership 

meeting may, by majority vote, have the Chapter Commander appoint a special committee of 

Chapter members to conduct a separate review. 

 

The Treasurer shall be responsible for creating a “bank” for bar operation and Board of Trustee 

sponsored events. Prior to an event, if the Treasurer is not available to obtain the “bank” from 

the safe, he/she will inform the Board Chairperson or Head Bartender/Bar Manager so they can 

retrieve the “bank” from the safe. 

 

FACILITY OPERATION AND MAINTENANCE 
 

Facility Operations Managers 

One or more of the five regularly elected Trustees, in conjunction with the Board Chairperson, 

shall be responsible for the following aspects of facility operation and maintenance: 

 

 Periodically inspects hall and grounds. Makes necessary arrangements for repairs, 

renovations or additions. Creates guidelines for lighting, audiovisual needs, heating and 

air-conditioning, security systems, decoration, painting and information postings.  

 

 Ensures payment of taxes and fees. Applies for and renews all insurance, licenses, leases 

and permits. Schedules timely safety inspections. 

 

 Develops a schedule for hours of operation. Serves as “on-call” contact for security 

alarm system. 

 

 Receives facility rental inquiries, negotiates rental contracts and schedules events. 

Maintains the annual event calendar. Conducts a “walk-through” inspection for 

prospective renters and a compliance inspection after each event before returning 

damage deposits. Attends all facility rental events to ensure lawful, contractual, safe 

and orderly conduct of participants.  
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(Facility Managers’ Duties Continued) 

 Monitors inventory of supplies. Purchases supplies as necessary. To maintain a clean 

facility and grounds, contracts with janitorial and waste disposal services as needed.  

 

 Contracts with bands for Board of Trustee sponsored events.  

 

Bar Operation 

The Board of Trustees has sole responsibility for operation of the bar. The Board is cognizant of 

the fact that the bar is a service and benefit for the general membership. Nevertheless, it is 

necessary to compose rules and procedures to enable operation of the bar in a lawful and 

profitable manner. To manage bar operations, the Board hires and supervises a Head 

Bartender/Bar Manager. This is a paid position. The Board determines the compensation for 

this individual and periodically reviews and evaluates his/her performance. The Head 

Bartender/Bar Manager has the following qualifications, duties and responsibilities: 

 

 Shall have bartender experience. Completion of the TIPS class is required. 

 

 Reports directly to the Board Chair, Bar Operations Trustee or other Trustee. 

 

 Takes periodic inventory of beer/liquor stocks and advises the Board promptly of supply 

requirements. Develops schedules for beer/liquor deliveries. Seeks promotional offers 

from venders. 

 

 Maintains all other bar supplies. 

 

 Has competent knowledge of cash register and its use. Provides daily Z-tape and shift 

sheet to Board Chair or Bar Operations Trustee. 

 

 Works closely with Bar Operations Trustee (Chair or Treasurer) to have banks available 

in a timely manner. 

 

 Assures cleanliness of bar area, front and back, and beer/liquor storage areas. 

 

 Works with the Board to hire, fire and train additional bartenders within established 

guidelines. 

 

 Schedules bartender(s) for events. 
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(Head Bartender/Bar Manager Duties Continued) 

 

 Distributes tips per shift with consideration of hours worked by bartenders as follows: 

Equal sharing if two bartenders working so long as both are present. When one arrives 

later or leaves earlier than the first, the bartender working alone will take the tips up to 

or from that point.  

 

 Develops a friendly atmosphere and enforces posted club rules. Reports any problems 

with members or guests to the Board. Calls Denver Police Department if necessary. 

Maintains a journal of incidents. 

 

 Answers telephone inquiries about chapter events and hours. Ensures timely 

distribution of facility rental inquiries to Hall Manager Trustee. 

 

 Directs potential members to applications on counter. 

 

 Under no circumstances shall a bartender drink alcohol while on duty. 

 

Complimentary Drink Tickets for Volunteers 

Volunteers are an important asset in the operation of the Mile Hi Chapter. The value of their 

work far exceeds the organization’s ability to adequately compensate. Consequently, for 

volunteers working on the types of events listed below, the Board of Trustees has a long-

standing policy of issuing complimentary drink tickets in the quantities listed below:  

 

Regular Hamburger Night 

2 drink tickets for each of 5 volunteers. 

1 drink ticket for the karaoke DJ. 

 

Mexican Hamburger Night 

2 drink tickets for each of 6 volunteers. 

1 drink ticket for the Karaoke DJ. 

1 drink ticket for each of 2 bean cooks. 

1 drink ticket for each of 2 chili cooks. 

(1 drink ticket each may be issued for 1 additional bean and 1 additional chili cook at the 

discretion of the Board of Trustees Chairperson). 
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(Complimentary Drink Tickets for Volunteers Continued) 

Bronco Games 

2 drink tickets for each of 7 kitchen volunteers.  

2 drink tickets for each of 4 parking volunteers. These tickets are issued when the volunteer 

enters the building and the drinks must be consumed inside. 

2 drink tickets per shift for each volunteer bartender. These drinks cannot be consumed when 

the bartender is working. 
 

All complimentary drink tickets expire 2 weeks after distribution. Drink tickets will be issued to 

the volunteer crew chief to be distributed at the beginning of each event unless otherwise 

specified. It is the responsibility of the volunteer crew chief to distribute their allotted tickets 

equitably. Because some volunteers may not choose to use their drink tickets before they 

expire, 5 accumulated expired tickets may be exchanged for one drink ticket at a later date. 

 

Complimentary tickets are for domestic beer, well drinks and wine. Sodas are free. 

 

Kitchen Operation and Maintenance 

The facility kitchen is primarily for the use of Chapter committees and events. Members and 

non-members renting the facility for personal events, however, can use the refrigerator, but 

not the walk-in cooler. They can use the stove for re-heating pre-cooked food. They cannot use 

the grill or take ice from the icemaker. They can use the kitchen sinks for clean-up but must 

provide their own cleaning supplies. They must adhere to the restrictions posted for the use of 

the garbage disposal. They must provide their own utensils and supplies as specified on the 

rental contracts.  

 

Team leaders for Hamburger Nights and Bronco Game Service shall oversee the proper use and 

clean-up of the kitchen. When the team stops serving, they shall: 

 

 Remove and wash stove burner fixtures. Clean stove top. Clean grill (guidelines are 

posted on wall next to the grill). Empty grease traps to the right and above the grill. Do 

not dispose of grease in garbage disposal or in sink drains. Put grease into a waste 

container and garbage bag for disposal in outside dumpster.  Membership will pay to 

have the grill cleaned on Mexican Hamburger Night, regular Hamburger Night and 

Bronco games. Committees hosting a Special Event are responsible for cleaning the 

grill or paying to have it cleaned. 

 

 Clean counters and dry thoroughly. 

 

 Pots, pans, steam trays, cutting boards, platters and all other utensils shall be washed, 

dried and returned to the appropriate location. Storage cabinets shall then be locked. 
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(Kitchen Operation and Maintenance Continued) 
 

 Bags in trash containers shall be deposited in outside dumpster and new bags inserted 

into trash containers. 
 

 Sweep and thoroughly mop floor.   

 

 

Remember that kitchen staff is responsible for all food service duties. Bartenders are 

responsible only for bar service duties. Bartenders are not responsible for kitchen operation or  

clean-up. 

 

CLUB RULES  

 

The Mile Hi Chapter holds a Club Liquor License issued by the State of Colorado. The license 

allows the sale, service and consumption of beer, wine and liquor by the drink to members 

and members’ guests for on-premise consumption only. The following rules are required for 

the Chapter to operate and offer bar services in conformance with the State Liquor Code.   

 

 To use club services members must show a valid membership card or key card to the 

bartender or a Trustee. 

 

 Guests are admitted only in the company of a Mile Hi Chapter member. The member 

must remain in the club with his/her guests. 

 

 Members and guests must refrain from using loud, boisterous or profane language. 

Physical violence and intimidating or threatening behavior is prohibited. The bartender 

has the right to refuse service to any member or guest who is intoxicated. Members 

who are dangerously intoxicated or violating other rules will be asked to leave the club 

and may be suspended for a minimum of 30 days. Guests that are asked to leave for 

inappropriate behavior or other violation of these rules will be permanently banned 

from the club. 

 

 A member may be suspended for a minimum of 6 months if he/she is asked to leave the 

club a second time. 

 

 A member may be suspended for a longer period if he/she is asked to leave the club a 

third time. He/she must appear before the Board of Trustees for reinstatement of club 

privileges. He/she may appeal any decision at the next regularly scheduled Board of 

Trustees meeting. 
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(Club Rules Continued) 

 

 Minors (under 21 years of age) are not allowed without a parent or guardian. Minors 9 

years of age and under must leave the club by 8:30 p.m. Minors between 10 and 20 

years of age must leave the club by 10:00 p.m.  

 

 Decisions made by the bartender(s) on duty are final and can only be appealed as stated 

above. Bartender(s) on duty and members of the Board of Trustees have full authority 

to enforce club rules.  

 

 The Board of Trustees reserves the right to revise Club Rules as necessary with proper 

notification to the membership. 

 

FACILITY RENTAL 

 

Chapter activities and events have priority for use of the hall and related parking. A monthly 

calendar is created jointly by the Mile Hi Chapter’s Executive Committee and Board of Trustees 

at the beginning of each year. The calendar is maintained by the Board of Trustees. Chapter 

events and activities and hall rentals are then scheduled subject to availability. Chapter 

Committees wanting to schedule an event or activity must complete the reservation form 

shown in Appendix II no later than 30 days prior to the event. The agreement is not considered 

complete and the reservation is not final until all required fees are paid. Mile Hi Chapter 

members (must have been members for 6 months and in good standing) wanting to reserve the 

hall must complete the reservation form shown in Appendix III. Non-members wanting to 

reserve the hall must complete the agreement form show in Appendix I. All reservation forms 

must be submitted no later than thirty days in advance. For obvious reasons, exceptions are 

considered for funeral receptions. All reservations or rentals are subject to conditions listed on 

the appropriate form or contract. 
 

FACILITY ACCESS AND SECURITY 

 

To ensure security of Mile Hi Chapter facilities, keys and alarm codes shall be issued to each 

member of the Board of Trustees, elected chapter officers, head bartender, assistant bartender 

and the Color/Honor Guard coordinator. The Board shall maintain a list of authorized 

individuals and reclaim keys when their terms of office are over. Keys and alarm codes shall not 

be loaned or given to unauthorized persons.  

 

Each year, a new magnetic access card is issued to members in good standing for regular access 

to the facility. This card is also a member’s identification used when purchasing bar services. 

This card shall not be loaned or given to non-member guests 
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LICENSES, LEASES AND OTHER LEGAL DOCUMENTS 

 

The Mile Hi Chapter holds various licenses, leases, insurance policies, etc. that require periodic 

renewal and reporting.  In addition, there may be a need to apply for special event, other one-

time permits, and contracts.  The Board Chair, Vice Chair, Treasurer or other designated 

member of the Board of Trustees are the only individuals authorized to apply for, negotiate, 

renew and administer such agreements and documents. 

 

Contracts for bands, catering services, etc. for Standing Committee events are specifically 

excluded.  Standing Committees shall make their own arrangements for such services. The 

Standing Committees must, however, consult with the Board of Trustees to ensure that the 

desired date for the event is available and complete the required facility reservation form at 

least 30 days prior to the event. The Board of Trustees will determine whether special permits 

are required for such events and will apply for them.       

   

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

      


