Women’s Association

Event Guidelines

Name of Event:  Advent Dinner

Date:  Early December, generally on a Wednesday beginning at 6:30 pm in the Assembly Room.
Moderator will conduct a prayer before dinner.
Publicity for this event is handled by the board, not the coordinator, including newsletter and bulletin entries.

Suggestions for Number of Volunteers:  

         1 – 2 
Coordinators




         1 – 2 
Decorations




         1 –  
Centerpieces



         1 –
Dessert, coffee & tea



         1 – 
Appetizer coordinator




         1 – 
Beverage coordinator

         2 – 3 
Set-up




         4 –    
Clean up
1 - 
Arrange ‘thank you gifts’ for the cooks*
See attached pages for additional details regarding volunteer responsibilities.

The names of women who volunteer to help on the Volunteer Sign-up Sheet in September will be forwarded to the coordinator.

Food preparation has kindly been handled for the past several years by volunteers from the Women’s Association.  When this ceases to be the case the board will discuss plan B with the coordinators.

Overview:  
The Advent Dinner takes place in the Assembly Room of the church.  The event begins at 6:30 p.m. with appetizers.  By 7:30 the women are seated at tables, grace is said and tables are called forward to the buffet.  Dinner is followed by dessert, also served buffet style.  Beverages include punch and wine.  Coffee and tea are served with dessert.  Centerpieces are usually raffled off in various ways.

Set Up: 
Appetizers – 3 long tables with tablecloths on the far end of the Assembly Room in front of the stage.
Dinner buffet – 2 long tables with tablecloths in front of the kitchen with a couple of candles and a centerpiece (can be discussed with cooks) 

Dessert table – One table off to the garage side of the room

Round Tables – Seat 8 guests/table. Set with tablecloth, dinner plates, cutlery, water glasses, pitcher of water, salt and pepper, butter for bread, if applicable, a centerpiece and votives add a nice touch.

Music – seasonal music is usually played in the background.  Ask if one of your volunteers has a CD player or a Bose system that they can bring to the event.  Another idea might be to see if we can use the audio portion of the new media system in the assembly room. 
Set up coffee & hot water - for tea with milk, half & half, sugar, lemon and cups.

Sign in table – a sign in sheet will be provided from the administrative assistant of the church or the board.  There is a fee for this event; therefore, money will be collected for those who have not already paid.  A cash box or, at least, an envelope would be helpful.
Decorations

The assembly room, for the most part, will be decorated after the greening of the church service before the Advent Dinner takes place.  Therefore, decorating, in this case means purchasing nicely coordinated paper products for the tables, as well as, making sure that we have enough candles for the tables and that the votive holders are clean and ready to be placed on the tables the evening of the event.  The paper products should include the following:

· Dinner plates:  plastic plates are preferred by the cooks
· Dinner napkins

· Appetizer plates

· Cocktail napkins

· Table coverings for dinner tables, appetizer tables, dinner buffet tables as well as the dessert table
· Water glasses

· Glasses for wine and punch

· Coordinating coffee cups

· Knives, forks and spoons for both dinner and dessert.  For the sake of conservation, the women can be asked to hold their forks and spoons for dessert, however, extra forks should be available if needed.
There are separate volunteers for set up; however, the decorations volunteer(s) may want to be present during set up.  

All receipts should be saved and forwarded to the Women’s Association treasurer* the evening of the event, if possible, for reimbursement.
Centerpieces

For the past several years we have purchased the poinsettias from ShopRite when they become available at 3/$10.00.  This seems to be the most cost effective option for us.  They can be jazzed up however you see fit, i.e. fancy ribbon or bows, special wrap around the base.  The quantity will depend on the number of tables set up in addition to the serving tables.  The following may be used as a guideline to calculate the number of plants to purchase.

Appetizer tables
-
2 or 3

Diner tables

-
usually 8

Dinner buffet
-
usually 1 

Dessert table
-
no more than 1 

All receipts should be saved and forwarded to the Women’s Association treasurer* the evening of the event, if possible, for reimbursement.
Dessert

For the past several years we have purchased dessert from one of the large warehouse clubs such as Costco or BJ’s.  This is totally up the dessert coordinator.  If you would prefer to make something special we would suggest that you gather a few friends to help out.  There are usually about sixty women in attendance.  You may choose to have one choice for dessert, one choice with a plate of cookies, two choices; it’s totally up to you.  Plates and forks will be purchased by the person in charge of decorations.  The freezer in the garage or the refrigerator in the kitchen may be used, however, label anything you choose to place in there.  Also, discuss refrigerator and freezer space with the dinner preparation committee.

Dessert should be placed on the dessert table as the women are close to finishing their meals.  Think ahead with regards to slicing or any other advanced preparation that can be done to avoid a mad rush as the women with a sweet tooth begin migrating toward the dessert table.
All receipts should be saved and forwarded to the Women’s Association treasurer* the evening of the event, if possible, for reimbursement.
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Set-up

All of the products for this event will be purchased in advance by the decorations volunteer(s).  Set up will include the following:

Assemble tables:

· 3 appetizer

· 7 or 8 round tables, depending on number of reservations
· 8 chairs per round table

· 2 dinner buffet tables
· 1 dessert table

· 1 small table for check in

Table coverings on all tables
Each round table will be set with dinner plates, napkins, forks, knives and spoons, one pitcher of water with a  stack of 8 water glasses, one centerpiece and votives (usually 3 at each table, however, discuss with decorations volunteers.)
· Salt and pepper
· Additional centerpieces may be placed around the room and instructions will be provided regarding this
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Clean Up

Many women generously chip in after the dinner ends; however, the following is a common sense guideline to use if you are on the clean up committee:

· Discard all disposable tableware in large assembly room garbage cans.  Do not save table covers; this can prevent rodent activity.
· A rolling cart may be used to gather non-disposable items such as candles, pitchers, salt and pepper…

· Make sure there is plenty of dish detergent in the kitchen along with clean sponges and dish towels.

· Think ahead about rubber gloves.

· You may wish to assign dish washers, dryers, women to put dishes away in cabinets.
· Clean coffee pots.

· Have take away containers available for women to take leftovers home.  Some containers are in the Women’s Ass’n. cabinet; more are in the storage closet between the restrooms.
· Break down tables and chairs and place back in racks.

· Dust mop the assembly room floor.

· Place candles back in boxes in Women’s Association cabinet.

These guidelines are provided for the purpose of taking some of the guesswork out of coordinating this event.  Any new ideas you may have are welcome.

Thank you for volunteering your time to help make this a special evening!

*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.

