Women’s Association

Event Guidelines

Name of Event: Fall General Membership Meeting
Date: October @ 7:00 p.m. (Assembly Room)
Number of volunteers: Hostess & 2-3 volunteers
Overview: The Fall General Membership Meeting & Program is a time when we gather when we debut our Calendar of Events for the coming church year, our Treasury Report, short program and most importantly to welcome everyone! 

Guidelines:  

1. Place an announcement in the October Meeting House Memo and in the weekly bulletins 3 or 4 weeks prior to the event. This will be done by the W.A. board and a flyer will most likely be included in our fall mailing in September.
2. Recruit a few women to bring seasonal refreshments, i.e. – apple desserts, coffee cake, fruit salad and also to assist with set up and clean up.  The names of any women that have signed up to help on the volunteer sheet will be forwarded to you as well.
3. Determine how many women will most likely be attending (usually around 30) and set up the following:

· coffee (decaf) & hot water for tea, and milk & sugar
· something cold if you wish such as cider or punch (optional)

· table with cloth to place desserts on along with enough paper products for serving desserts & drinks.
4. Room set up according to presentation planned, i.e. – chairs, podium, flip-chart & markers.  Board members will assist with this.
5. Take a headcount for future reference and planning.
Note:  Please contact Debbie Steinberg @ 908.232.1542 with any questions or to obtain a ‘Tax Exempt Form’ if purchasing supplies. Submit your receipts for purchases made to our Treasurer for reimbursement.
