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First Presbyterian Church
Fellowship & Food Service Committee

EVENT PROCESS

Introduction

This is an event planning tool for FPC Event Hosts. An Event Host is a church member who takes the lead in planning a
fellowship event and is primarily responsible for all details of the event, including publicity, reservations and food
service coordination. This tool includes instructions and an Event Checklist, which are available on the church website
and from ministers’ administrative assistants.

To complete the Event Checklist from the church website (www.firstpres-charlotte.org):

Click on the Congregational Life heading

Click the link for Fellowship & Food Service, then click for the Event Checklist at the bottom of the page
The Event Checklist will open. It is a Word template that you can type into.

Click “File,” then “Save As.”

Give the document a unique name and file location.

Click “Save.”

Enter your event information into the Event Checklist, saving information as needed.
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Overview

1) Usingthe Event Checklist, the Event Hostsubmits a request for an event to the appropriate minister (See
Attachment A to identify which ministers support which church activities and complete as much information as possible
on the checklist at this time.) NOTE: At leasa TWO weekead timeis required to book alevents at FPC The more
advance notice thEvent Hbstgives the more carefully planned, publicized and organized the event willTbe.

m ni st e isttaBveagsistarit will check the church calendar for conflicts and put a hold on the date.

2) The minister takes the request to the staff meeting.
*NOTE: Staff meetings ateldeveryTuesdayAM.

3) After receiving confirmation from the minister that the event was approved, the administrative assistantwill:
a) log the confirmed event onto the church’s calendar,

b) follow up with the Event Host to relay the status of the request,

c) complete the electronic work request with the Event Host (Reservation and Set-up Request Form on FPC’s
Event Management System, EMS). This will be where table configuration, etc. for custodial setup is determined.
*TheEventHostshouldinitiate this meeting Oncecomplete, print a copy fdahefile and haveone sent via-mail
to the Kitchen.

d) ask the Event Host to fully complete the Event Checklist, and

e) confirm who on the Fellowship & Food Service Committee will be the Event Host’s contact for support.

4) After receiving confirmation from the minister that the event was approved, the Event Hostuses the Event Checklist
to complete the following tasks:
a) Contact the kitchen Food Service Manager by e-mail to inform them of the event and to discuss menu options.
Kitchen staff will follow up within 48 hours to confirm the event and explain the kitchen’s requirements (See
Attachment B.)
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b) Decide what channels will be used for reservations and initiate procedures to make them available. Confirm
RSVP deadline is in line with Kitchen’s deadline for ordering food. Contact the church Finance Manager by
email to make arrangements to obtain the cash box, if applicable. (See Attachment C.)

c) Initiate publicity, deciding which tools best fit the timing and scope of the event. (See Attachment D.)

d) Recruit volunteers to handle decorations, set-up, audio/visual needs and clean up. (See Attachment E.) A list of
volunteers from the annual volunteer fair is available. Ask your Fellowship & Food Service Liaison for
suggestions if additional volunteers are needed.

e) Connect with your Fellowship & Food Service Committee Liaison for advice and guidance, as needed. This
person can interface directly with the Kitchen during your event and help provide direction for the volunteers who
are on hand to help host the event (See Attachment F.)

5) Wrap up the event by finalizing the Event Checklist (actual # of guests attending, etc.) and completing the Event
Critique with your Fellowship & Food Service Liaison. If "How Was Your Meal feedback cards were used, please be
sure to incorporate the tabulated results. (See Attachment G.)

6) Also available is an Event Timeline to help the Event Host manage an event, and it provides a thorough checklist of
important event details (Attachment H: Event Detailed Task List)

*NOTE: Last minute changegesroomsetumeed t o be made t hr o wa@dsistanttbenoen pfahe
business day before the event is schediedry effort will be made to accommodate your request.

Attachments Follow
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EVENT TIMELINE

(To Complement FPC EventProcess Document)

Event Name: Event Date:
Event Host:
Descriptio
I n for Contact
Timing Contact Info. Other Notes
Event Person
Host
36 9 Fill in FPC Event Checklist as much as possible - See church
Months in website, under Congregational Life tab.
Secure Date 9 Submit Checklist to appropriate minister’s Administrative
C | Advance f Attachment A . RSN X .
(Min. 2 or Event Assistant for ministerial approval and to coordinate with
Wee.ks) Church calendar.
9 More advance notice allows better planned event!
3-6 Secure 9 Get resume and photo of speaker; additional photos may be
C | Months in | Speaker, if Will Vary helpful for advertising the event (i.e., newsletters, bulletin
Advance Needed board, etc.)
E&Tﬁ:ﬁ:ﬁc 9 Event Host to initiate a meeting with the appropriate minister’s
9.3 Work assistant to complete Electronic Work Request (EMS
. documentation) for custodial set-up.
C | Months in | Request Attachment A ;
9 Once Electronic Work Request completed, Event Host should
Advance Form and : ) SRS . ,
Event print a copy for their ﬁl_e, minister’s assistant’s file and send
Checklist one via e-mail to the Kitchen.
2-3 | contact Food | Food Service i !nform Food' Serw,ce of the 'event gnd discuss menu options,
Months in - ) . . including children’s menu, if applicable.
C | Advance ge:]vgzelto (Sstaff. Hamil qL]arrllton@flrstpres— 1 Consult Attachment B
: chedule eorge Hamilton | charlotte.or L . .
(Min. 2 Event g charlotte.org) 9 Consult Menu Archives online or previous event notebooks for
Weeks) ideas.
Connect with
Fellowship
2-3 & Food
C | Months in | Service Attachment F 1 Connect for advice/guidance.
Advance Committee
(FFSC)
Liaison
1 [Initiate procedures to open desired reservation channels.
2-3 Determine igaddis@firstpres- 9 Confirm RSVP deadline so that Kitchen will know number of
C | Months in |Reservation Attachment C charlotte.or guaranteed reservations one day prior to ordering food for the
Advance |Channels charlotle.org event. (See Attachment B.)
1 If applicable, make cash box arrangements with Jan Gaddis.
9 Decide which tools best fit the timing and scope of the event.
. Note: Various tools are available, each with different
2-3 Determine timeframes
C | Months in | Publicity Attachment D L . .
9 Use Communications’ Request Form in Attachment D. List
Advance Channels ) . ,
key elements for the event (time, date, speaker, children’s
menu, photos, etc.).
Develop
C ianonthS Event Communications: | dhull@firstores- 9 Consult previous programs if available
Program, if Dartinia Hull charlotte.org P prog '
Advance Needed
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Description
— P Contact
Timing | for Event Contact Info. Other Notes
Person
Host
Decide Food | Food Service . .
1-2 Months . - ghamilton@firstpres-
: Service Equipment: 1 See Attachment E.
in Advance Equipment George charlotte.org
Needs Hamilton
Decide
1-2 Months é\ggilgr%ﬁ'? al éggtlgleual btreece @firstpres- {1 See Attachment E
in Advance Needs, if Ben Treece charlotte.org
Needed
9 Recruit volunteers to handle decorations, set-up,
1-2 Months | Recruit audio/visual needs and clean-up. (A list of volunteers from
in Advance | Volunteers the annual Volunteer Fair is available — consult your FFSC
liaison.)
2 Weeks in Confirm Food Service: ghamilton@firstpres- | I See Event Detailed Task List in Attachment H.
Ad Food Service | George charlotte.org 1 See Attachment G regarding use of “How Was Your
vance :
Items Hamilton Meal?” cards.
. Confirm Cash . . e
2 Weeks in - Finance: jgaddis@firstpres- . .
Advance Eg;(a 2; Jan Gaddis charlotte.or 9 See Event Detailed Task List in Attachment H.
. Confirm . ) . . . - . ,
2 Weeks in . .. | Child Care: ljohnson@firstpres- 9 Child care costs are to be built into event cost, as Children’s
Child Care, if R
Advance Needed Lou Johnson charlotte.org Ministries generally does not pay for the care.
Confirm
2 Weeks in | Audio/Visual s btreece @firstpres- . .
Advance Needs, Audio/Visual: charlotte or. 9 See Event Detailed Task List in Attachment H.
. Ben Treece chariotie.org
if Needed
Confirm . .
: : Security/Parking | . .
2 Weeks in | Security/Park | jtyndall@firstpres- . I
Advance ing Needs, s charlotte.or 9 See Event Detailed Task List in Attachment H.
. Jim Tyndall chariotte.org
if Needed
Confirm . . .
1 Week in | Reservation (F;%%? ierwce. 22::?()'222?]("“0%5' 1 By noon on the Friday before the event, confirm reservation
Advance Number and d ENariotte.org number and communicate to the Kitchen.
Hamilton
Volunteers
'(:303%? ierwce: ghamilton@firstpres- | I See Event Detailed Task List in Attachment H.
D Confirm ) charlotte.org 9 Last minute changes to room setup need to be made to the
ay of . Hamilton, . Lo . .
Event Room, Drink, Audio/Visual appropriate minister’s assistant by noon of the business day
Food Set-Up Eqpt.: btreece@firstpres- before the event is scheduled. Every effort will be made to
Ben Treece charlotte.org accommodate the request, but it is not guaranteed.
Prepare and 9 See Event Detailed Task List in Attachment H.
During Maintain 9 FFSC Liaison can interface directly with the Kitchen during
Event Room, Food your Event and help provide direction for event volunteers,
and Drink if needed.
After gge:r?] Up Share Event 9 See Event Detailed Task List in Attachment H.
Event Finaliée Critique with 1 Finalize Event Checklist (actual # of guests attending, etc.).
FFSC Liaison 1 See Event Critique in Attachment G.

Event
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Checklist and
Complete
Event
Critique
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Attachment A: MINISTRY DIRECTORS

Worship Rev. Roland Perdue, 11, rperdue@firstpres-charlotte.org, 704-927-0257
Assistant: Kathleen Zeppernick, kzeppernick@firstpres-charlotte.org, 704-927-0266

Music Eddie Huss, ehuss@firstpres-charlotte.org, 704-927-0280
Assistant: Becky Puster, bpuster@firstpres-charlotte.org, 704-927-0251

Education Rev. Kirk Hall, khall@firstpres-charlotte.org, 704-927-0260
Assistant: Judy Ploch, jploch@firstpres-charlotte.org, 704-927-0234

Children’s Ministries: Lou Johnson, ljohnson@firstpres-charlotte.org, 704-927-0265
Assistant; Diane Baker, dbaker@firstpres-charlotte.org, 704-927-0263

Middle School Ministries: Jen Evans, jevans@firstpres-charlotte.org, 704-927-0282
Assistant; Jamille White, jwhite@firstpres-charlotte.org, 704-927-0259

Senior High Ministries: Josh Herrin, jherrin@firstpres-charlotte.org, 704-927-0236
Assistant: Judy Ploch, jploch@firstpres-charlotte.org, 704-927-0234

Young Adults/Administration/MinistrySupport
Rev. Wes Barry, wbarry@firstpres-charlotte.org, 704-927-0240

Associate Minister’s Assistant: Kathleen Zeppernick
kzeppernick@firstpres-charlotte.org 704-927-0266

Cong. Life/ Pastoral Care/PW
Rev. Katherine Cooke, kcooke@firstpres-charlotte.org, 704-927-0250

Associate Minister’s Assistant, kzeppernick@firstpres-charlotte.org, 704-927-0266

Service/Missions
Rev. Katie Crowe, kcrowe@firstpres-charlotte.org, 704-927-0253

Associate Minister’s Assistant: Kathleen Zeppernick,
kzeppernick@firstpres-charlotte.org, 704-927-0266

Finance: Jan Gaddis, jgaddis@firstpres-charlotte.org, 704-927-0235
Assistant: Dowling McConnell, dmcconnell@firstpres-charlotte.org, 704-927-0245
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Attachment B: FPC FOOD SERVICE FACT SHEET

George Hamilton

FPC Food Service Manager
ghamilton@firstpres-charlotte.org
704-927-0227

Kitchen staff will be present for all FPC events where a na is served.

E-mail is the preferred method of communication for kitchen staff and the sender will receive a
response to an e-mail sent within 48 hours. If you’d prefer, you can call the Food Service Manager’s
office phone at 704-927-0227 and leave a message. All phone calls are returned within 48 hours as well.

The kitchen needs at least TWO WEKS notice to schedule all fooetelated events.

Food is ordered Mondays & Wednesdays.
Food is received Tuesdays & Thursdays.

*The Kitchen needs to receivea guaranteed number of reservations one day prior to ordering
food for every event. This will allow kitchen staff to be good stewards of church resources and ensure
a quality meal is served to all who make reservations.

The church now has available standardized menusfor small group/committee lunch events. There will
be a cost of at least $6.00 per person, with a minimum event cost of $60.00. Sample menus are available
from kitchen staff. Coffee (including orange juice) can be ordered for $11.95 for a minimum group of 25
people. Cups, creamers, stirrers, lids and sweeteners are included. Service for more than 25 people goes
up in increments of 25 people with additional $11.95 charges.

The FPC Kitchen is striving to stay within the “ going green guicklines' and uses cloth instead of paper
napkins. Also, silverware is rolled in the cloth napkins now...we no longer put it in paper bags. We
also avoid using plastic utensils and plastic cups whenever possible.

The Kitchen is trying to incorporate recipes from the PW Inspired CookingCookbook into
Wednesday Connect menus, PYC menus, and other special events. If you have a recipe you’d like them
to try, just ask!

Each event serving food will be assigned a Fellowship & Food Service Committee Liaison.That
person is available, if needed, to assist the Event Host with a variety of tasks, which include attending
the event and providing training for the event volunteers.

Signageto be used at large events to help check guests in will be stored in the Food Service Manager’s
office. There are two signs for use, one indicating “PAID Reservations” and one indicating “UNPAID
Reservations.” To request that these signs be set out, just ask the Administrative Assistant for your area
of ministry. Please indicate on the electronic work request (EMS) where you want the signage to be
placed.
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NOTE about CLEAN -UP:

The expectation is that all diners will clear their own dishes and utensils after eating. There will be a
custodian at the sink taking dirty glasses, dishes and utensils but everyone should put all excess food and
trash into the trashcan just outside the window before handing them over to be washed. Linens can be
left on the table.

*One idea that has worked well with some events is to have table captains (one person designated at

each table) to volunteer to clear everyone’s dishes at that table. This is especially helpful if there’s a
speaker who will begin as guests are finishing their meals.

Safety & Sanitation Guidelines
For First Presbyterian Church Kitchen
1 Always wash and dry hands before handling or serving food.
1 Wear gloves when handling foods that are ready to be served.

1 Hands should be re-washed after: going from one food to another, handling trash, using the
bathroom, eating, drinking, or smoking.

1 No open-toed shoes or flip-flops. This is meant to prevent injury.

1 Long hair should be tied back and secured. This is to prevent your hair from catching fire or
accidentally getting into ingredients/food.

9 Be careful around steam. Lift lids with an oven mitt or towel and hold over the warmer to
prevent hot water from burning.

1 Long pants are most suitable for working in the kitchen.
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Attachment C: RESERVATIONS

NOTE: Please encourage advance payment. This is very helpful for the kitchemingkamd helps ensure
attendance as well.

8 Decide on the Reservation Deadline and finalize the cost of the meal.
*Please specify the payee for checks and/or information that should be put on the memo line of

checks.

DEADLINE DATE:

MEAL COST: $ Adults
$ Youth (Ages: 12-17)
$ Child (Ages: 3-11)
$  Family Maximum

# Guaranteed

8§ Decide which channels the event will offer for reservations and take appropriate steps to set them
up:
Call the church receptionist at 704-332-5123.
*Be sure to connect with receptionist in advance.

Call someone else who will handle the reservations centrally.
Name: Phone number:

Complete paper reservation card (e.g. FirstNEWS insert, Bulletin insert).
*Decide who will collect them and make that clear on the card itself.
*See Attachment D, Communicatioa Request Form

Complete on-line reservation. * Decide whether to offer on-line payment too and if so, contact
appropriate support person for set-up (each minister’s support staff can do this on-line directly).
**Please include the Event Host’s name and contact info. on the webpage in case of questions.

Table set up at the church.
Decide when, where and who will facilitate this.

Contact:
*Contact Associate Minister’s Assistant to initiate work order for table setup.
*Contact Finance Manager if cash box is needed.
*Contact Publications Coordinator if new signage is needed.

8 Decide who will consolidate the reservation data and connect with the appropriate administrative
assistant to confirm the number of guaranteed reservations. Then the administrative assistant will

report the number of guaranteed reservations to the kitchen the day after the reservation deadline.
Name: Phone:

The Event Host will need to get an actual count of guests at the event. This can be done by a physical head count and/or
reviewing the reservation list of paid and unpaid guests who actually show up.

FINAL NUMBERS: Adults # Guaranteed:
Youth
Children
*Date information given to kitchen: by:
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Reservations Process

The FPC receptionist is the primary contact for the event reservation process.
She can be reached by calling the church’s main phone number, 704-332-5123.

The first step is for the receptionist to set up the format in the church’s ACS software for each event,
under the reservation tab. Then, as members of the congregation employ the various methods available
to make advance reservations for events, she will help consolidate them. The reservations coordinator or
Event Host will work with the appropriate ministry’s administrative assistant to provide a final tally to
the Food Service Manager.

For example, as individuals call in to make a reservation, she either goes onto that computer page at the
time of the call or makes a note of the numbers and goes back in at a later time to input the number of
adults and children who are signing up.

For those individuals who go onto FPC’s website to sign up on-line, the receptionist goes to
reservations@firstpres-charlotte.org and pulls the numbers off, then logs them into the same ACS page.
She also indicates whether the family has paid in advance or not.

Finally, for those individuals who complete a paper reservation form (either mailing it into the church,
dropping it off at the receptionist’s desk or putting it into the offering plate), the receptionist manually
inputs that data into the ACS system as well. She always indicates whether the reservation has been
paid for in advance or if the individual/family will pay upon arrival at the event.

If there is a point person for reservations, this individual should coordinate with the church receptionist
to avoid duplication of reservations and ensure accuracy of the numbers. For example, if there is
someone on the event committee who will take reservations by phone (in addition to the standard church
options), that individual should consolidate the information and get it to the church receptionist, who
will do all the data entry into the ACS program. Similarly, if sign-ups are taken at a table in front of the
church on a Sunday morning, that information should be given to the church receptionist, who will enter
it. The Event Host will not have direct access into the church’s ACS software, but the church
receptionist will be able to give an update on numbers at any point in time.

By noon on the reservation deadline, the Event Host will connect with the administrative assistant to
confirm the total number of reservations. The administrative assistant or Event Host will then contact the
Kitchen with the number of guaranteed reservations.

As a church, we’d like to move towards having more reservations paid in advance. This is a tremendous
help in planning and also eases the check-in process at the event itself. We have signage to help
facilitate the check-in process — one sign for “prepaid reservations” and one sign for “unpaid
reservations.” Hopefully this will facilitate a much more efficient and timely check-in process for all
events.
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AttachmentD: PUBLICITY

Below is a list of the various communication tools available at First Presbyterian Church. Please
complete the attached Communicationfkequestorm as applicable and submit it to Dartinia Hull
according to the required timeframes.

T TradeWinds Dartinia Hull, dhull@firstpres-charlotte.org
8" of the month prior to the month we publish.
For September TradeWinds, text/photos would be due by August 8, for example.

1 FirstNEWS Roger Blackwelder, rblackwelder@firstpres-charlotte.org
Noon on Friday, two weeks prior to when FirstNEWS comes out (it is printed on alternating Mondays and mailed on
Tuesdays).

1 Website Dartinia Hull, dhull@firstpres-charlotte.org

All site changes would need about two weeks prior to event.

1 Bulletin Boards Dartinia Hull, dhull@firstpres-charlotte.org
Oversees Upcoming Events Board anytime you have announcements.
Menus are currently posted on that board; all other boards are assigned.

9 Church Bulletin Inserts Kathleen Zeppernick, kzeppernick@firstpres-charlotte.org
Two weeks prior to an event — at least.
Requests go to approving minister who will carry forward for approval.

T Announcements from Pulpit Kathleen Zeppernick, kzeppernick@firstpres-charlotte.org
Two weeks prior to an event — at least.
Requests go to approving minister who will carry forward for approval.

T Posters Roger Blackwelder, rblackwelder@firstpres-charlotte.org
Requests for printed projects need to come at least 3 weeks prior to the event.

T Table Set out in Front of Church Administrative Assistant
Two weeks prior to an event.
Administrative Assistant will complete on-line work request, which will feed to custodians for set-up.

T Minute for Mission Kathleen Zeppernick, kzeppernick@firstpres-charlotte.org
Two weeks prior to an event — at least.
Requests go to approving minister who will carry forward for approval.

NOTE: For large events on the lawn, a noise permit may be required. For additional information, contact the
Charlotte Mecklenburg Police Department website at www.charmeck.org. The application should be completed at
least 15 business days in advance of the scheduled event.
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Attachment E: DECORATIONS/SET-UP

1. Below is a list of equipment available for use at your event.

Please confirm with the Food Service Manager what you would like to have available and make note of
what you want to use on the Event Checklist.

U Tablecloths & Napkins (Detailed list from FPC’s linen supplier available through the Food
Service Manager.)

*NEEDS TO BE ORDERED, so allow for 2-week lead time on order request.

Chocolate Fountains (could be used for almost any size event, up to groups of 250-300)
Popcorn Machines (small....recommended for groups of 15-25)

Silver serving trays

Crystal serving bowls and trays (good for events with 35-45 people)

Punch bowls and glass punch cups (about 125)

Assortment of glass flower vases for table centerpieces

Variety of baskets which could be used for decoration and/or serving

[ et et BN ent i ent i et enH N e

2. Attached is a diagram of the Fellowship Hall so that you can draw out your desired table
configuration. This will be used to help the custodians fulfill the request to your satisfaction. Be clear
to note which tables are for special seating, serving food, beverages, etc. These instructions will be
included as part of the meeting you will have with the administrative assistant who completes the
electronic work request (EMS).

3. Below is a consolidated listing of all Audio-Visual equipment available at the church.

Please contact the Technical Production Coordinator at 704-927-0277 for additional information and/or
training.

You should give the Technical Production Coordinator at least 3 weeks notice and be specific in
requesting equipment, i.e. include what you will be using it for. This will help ensure your needs are
best met.

Available Equipment:

*TV with DVD Player

*All In One Media Cart (DVD, VCR, Laptop)
*Slide Projector

*Overhead Projector (Transparency)

*LCD Projector (For use with computer)
*Flip Chart

Rooms that have AV equipment installed:

*Chapel has Laptop hookup, DVD player, Sound System with wireless microphones
*Fellowship Hall has Laptop Hookup, DVD Player, Sound System with wireless microphones
*Sanctuary has Sound System with Wireless Microphones
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Ministerial Area Minister Assistant FFSC
Liaison
Worship/Music | Rev. Roland P. Perdue, IlI Kathleen Zeppernick Blair Donald
rperdue@firstprescharlotte.org kzepperkick@firstpres-
704-927-0257 charlotte.org
704-927-0254
Education Rev. Kirk Hall Judy Ploch
khall@firstpres-charlotte.org jploch@firstpres- Ann Temple
704-927-0260 charlotte.org
704-927-0234
Young Adults/ | Rev. Wes Barry Please call Sara
Evangelism wharry@firstpres-charlotte.org 704-927-0266 Holderness
704-927-0240
Congregational | Rev. Katherine Cooke Judy Ploch Salina Millen
Support/Pastoral | kcooke@firstpres-charlotte.org jploch@firstpres-
Care 704-927-0250 charlotte.org
704-927-0234
Service and Rev. Katie Crowe Kathleen Zeppernick Nancy
Missions kcrowe@firstpres-charlotte.org kzeppernick@firstpres- Carlton
704-927-0253 charlotte.org
704-927-0266
Administration/ | Rev. Wes Barry Jan Gaddis Margot
Operations whbarry@firstpres-charlotte.org jgaddis@firstpres- Brinley
704-927-0240 charlotte.org (Evaluations
704-927-0235 Liaison)
External Events | All Ministries All Assistants Meredith
Graves

Under Kirk Hall are:

Chi |l dr e n’ sLoMohnsondjohnson@fgstpres-charlotte.org, 704-927-0265
Assistant: Diane Baker, dbaker@firstpres-charlotte.org, 704-927-0263

Middle School Ministries: Jen Evans, jevans@firstpres-charlotte.oq, 704-927-0282

Assistant: Jamille White, jwhite@firstpres-charlotte.org, 704-927-0259

Senior High Ministries: Josh Herrin, jherrin@fistpres-charlotte.org, 704-927-0236

Assistant: Jamille White, mailto:jwhite@firstpres-charlotte.org, 704-927-0259
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Attachment G: CONTINUOUS IMPROVEMENT

1. The Fellowship & Food Service Committee has constructed a quick evaluation tool to gather
feedback on your event. This small tent card is titled “How Was Your Meal?” and a copy is
attached.

U Please contact the kitchen to request that the cards be placed on the tables at your event.
This will allow us to continuously improve the quality of food served as well as enhance
the overall dining experiences at First Presbyterian Church.

U Please remind someone at the event to make an announcement to encourage members of
the congregation and our guests to complete these quick surveys. You can ask that the
cards be left on the tables so that a volunteer can collect them at clean-up, or you can ask
guests to place completed cards in the feedback collection box in the reception area.

U Finally, e-mail the Evaluations Liaison (see Attachment F) to confirm that these feedback
cards will be used so that the liaison will know when to pick them up after your event.

NOTE: The Evaluations Liaison will enter the “How Was Your Mea! cards into a data
base, tabulate and provide a summary of the results to the Event Host, FFSC Liaison,
Food Service Manager, Church Business Administrator, Operations Manager, and
Fellowship and Food Service Committee Chair and Evaluations Sub-Committee Chair.

2. Also attached is an Event Critique. Please follow up with your Fellowship &Food Service
Committee Liaison to share what worked well about your event and meal and what could be
improved upon. The easiest way to stay organized is to maintain an event notebook, which can
be passed along to next year’s Event Host. To ensure excellent quality standards and meet
expectations of other Event Hosts, please include the Event Critique along with the Event
Checklist in the event notebook:

NOTE: The Food & Fellowship Committee Liaison will consolidate the feedback
gathered through the Event Critique and send a copy to the Event Host, Food Service

Manager, Church Business Administrator, Operations Manager, and Food & Fellowship
Committee Chair and Evaluations Sub-Committee Chair.

***CONTINUOUS IMPROVEMENT IS THE KEY TO ONGOING SUCCESS!
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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 this to 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) Was the meal what you had hoped it would be? Suggestions on food quality? How
could the kitchen staff improve?

3) How dfective was publicity for this event? 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 requirementsmet? Suggestions?

7) Did you have enough volunteers to 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 this function beamproved?

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

10) What could be done to improve this event in future years? What would you do
differently next time?
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Thank you for your feedback to help us improve the

quality of food and dining experiences at our church,
L. Howwould you rate this meal on the following;
Unaceeptable Outstanding
Quality of food served?
S TR e R
Preseatation offood serve?

I 2 3 . &8 .3

Temperature - was it appropriate?

b 2 4 & 5

Variety - of menu items?

1 1 3 4 .5

Taste - was the food seasoned appropriatey?
| 2 3 4 5

2. What was the overall atmosphere of your dining
fence!
Unacoeptable Outstanding
I & 3 4 3
3. Dlease rate our Salad Bar in the follow categories

Unacceptable Ouistanding ~ NA
Frequag 1 2 3 4 5
Presentaton 1 2 3 4 5
Variety I 2 3 4 5
Freshoes 1 2 3 4 5§

4. Do you feel that this meal was cgild friexsldly?
RN .

Not Friendly Very Friendly ~ NA

5. Is there an u would like to see added/changed
4 myﬂmgyo hang

0. Do you feel you received a good value for your money
w1t|¥ this me{lo’ f

U Yes U No

Comments

Date:

Contact information if you would like follow-up.

Name; Phone:

* Drop in Food Service Survey Box in reception area.
Thank you for your feedback!
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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
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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 MeaT 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?

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

:|If not, alert the FFSC liaison.
Confirm signage requests (Paid/Unpaid) for event is on EMS.

HNEER

Finance:
Contact Finance (Jan Gaddis — jgaddis@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 (Jim Tyndall - jtyndall@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.
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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 Mea 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?)

qut out 1-2 small baskets for trash/backs of nametags.

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

Obtain cash box from Jan Gaddis.

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.

Jlndicate Cookbook page in Inspired Cooking as appropriate.
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|:|Plate dessert as needed.

Duri

ng 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.

After The Event

Room Clean-Up:

Return cash box to Jan Gaddis 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 Mear cards.
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