





Event Critique

Event Name: Event Date:

This quick evaluation of the event should be completed by the Event Host in conjunction
with the Fellowship & Food Service Liaison. Please attach a copy of thisto the Event
Checklist and place it in the event notebook so that the feedback will get passed on to the
person who may be in charge of the event next year.

1) Did the program agenda work like you had planned? What would you do

differently to affect the flow and/or timing of the event?

2) Wasthe meal what you had hoped it would be? Suggestions on food quality? How
could the kitchen staff improve?

3) How effective was publicity for thisevent? What would you do differently next
time?

4) Did the reservations process work? Why or why not?

5) If child care was offered, did everything go smoothly? Suggestions?

6) Were all of your audio/visual requirements met? Suggestions?

7) Did you have enough volunteersto help with this event? How would you change
volunteer support, if at all?

8) Did you receive the support you needed from your Fellowship & Food Service
Committee Liaison? How could thisfunction be improved?

9) What were the highlights of the event? What made this event special?

10) What could be donetoimprovethisevent in future years? What would you do
differently next time?
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Attachment H: Event Detailed Task List

Two Weeks In Advance

Items to Confirm with Food Service Manager:

Food & Drinks

Confirm menu (including hors d’oeuvres and punch, if desired).
Confirm any specific cooking needs/ingredients.

Drinks - both sides of serving table must offer the same selection.
Use glass glasses (vs plastic).

Determine whether 2 buffet lines can be set up:

Are there enough serving pieces for 2 buffet lines?

Confirm that both buffet tables offer the same food selections.
Determine if silver servers need to be polished.

Request tablecloths/skirts for buffet table(s) and drink table.
Confirm there is plenty of sterno for buffet warmers.

Decide when hot food should be on the table.

Silverware set up:

Rolled with napkins/already placed on table OR

Guests will get their own at buffet line?

Confirm no plastic utensils.

LWhere will dessert be placed?

:|Will separate cloth/flower arrangement be needed?

Dinner Tables
Tablecloths
Napkins

Salt & pepper




Attachment H: Event Detailed Task List Continued

Two Weeks In Advance Continued

General Requests
Food Service (FS) Manager:
If using, check availability of "How Was Your Meal?" survey cards.
Contact Communications’ Department (Roger Blackwelder - rblackwelder@firstpres-charlotte.org)

to order more, if needed.
Did FS Manager receive a copy of the "Event Checklist" from the FPC Administrative Assistant?

4|If not, alert the FFSC liaison.
Did FS Manager receive an e-mailed copy of EMS event record from the FPC Administrative Assistant?

|
L

:|If not, alert the FFSC liaison.
L

Confirm signage requests (Paid/Unpaid) for event is on EMS.

Finance:
Contact Finance (Linda Caskey — Icaskey@firstpres-charlotte.org) to confirm the need for a cash box

and make arrangements for pick up.

Child Care:
Contact Children’s Ministries (Lou Johnson — ljohnson@firstpres-charlotte.org) to make arrangements/

confirm childcare reservation deadline.

Security/Parking:
If security is needed, contact Operations (Bill Fairchild - bfairchild@firstpres-charlotte.org).

One Week In Advance

By noon on the Friday before the event, confirm reservation number and communicate to the Kitchen.

Confirm volunteers.




Attachment H: Event Detailed Task List Continued

Day of the Event

Room Set Up:

Check A/V equipment. Work with Ben Treece (704-927-0277) to resolve any last minute issues.
Check room temperature.

Prepare to adjust lights during presentations as needed.

Distribute "How Was Your Meal?" survey cards AND pens on dining tables.

Light candles/votives.

Hors d'Oeuvres and Punch:

Place punch with frozen ring or ice.

Set out small plastic punch cups.

Set out cocktail napkins.

Arrange tray of hors d'oeuvres for punch table and/or to pass.

Greeting/Receiving Area Set Up:

\_Check Treasurer/nametag table. (Second table needed?)

_’Put out 1-2 small baskets for trash/backs of nametags.

Check to ensure "Paid/Unpaid" signs are in place.

Obtain cash box from Linda Caskey.

Check for any additional table needs (i.e., Stationery/Cookbooks, etc.) if necessary.
Check child care set up.

Confirm music/piano.

Drink Set Up:

Serve water in large containers (not small pitchers) when only tea & water are served.
Glass glasses.

Set out ice.

Confirm identical beverage selection is available on both sides of table.

Confirm basket of sweetener is available for tea for both sides of serving table.

Food Set Up:

Confirm two identical buffet tables (Offering 4 lines from which to serve), if necessary.
Check on sterno so food stays warm.

Confirm that there are adequate serving pieces available (spoons, tongs, etc.).

Check silverware set up. (No plastic)

Use dry erase boards in FS Manager’s office to identify menu items.

4|Indicate Cookbook page in Inspired Cooking as appropriate.

|:Plate dessert as needed.




Attachment H: Event Detailed Task List Continued

During the Event

Room Preparation:

Utilize bell, piano playing, etc. to move attendees to the buffet quickly.

Close doors to kitchen before dinner starts to control noise.

Food & Drink Maintenance:

Check on sterno so food stays warm.

Monitor food supply and notify kitchen if dishes run low/out.

Confirm beverage pitchers/servers are full.

Duri

ng the presentation:

Suggest clean-up table captains.

Remind attendees there are event surveys to be filled out (if used) and give instructions on where
to leave completed cards.

Count actual number of attendees.

Afte

r The Event

Room Clean-Up:

Return cash box to Linda Caskey or if not there, make arrangements to get the cash box to her.

Remove salt/pepper, table decorations from dinner tables.

Gather "How Was Your Meal?" survey cards (if used) and turn in to FFSC representative.

Were dry erase menu boards returned to FS Manager's office?

Did custodians return "Paid/Unpaid" signs to FS Manager’s office?

Arrange for distribution of event flowers/decorations according to church needs.

Finalize Event Checklist (add actual number of attendees).

Follow up with FFSC Liaison to complete Event Critique — include any tabulated results from

“How Was Your Meal?” cards.






