Temple Beth Emunah

Function Information

This form must be completed at least 2 weeks prior to the function and placed in the Custodian’s mailbox in the office.

Date of Function ___/___/___ Type of Function _____________________________________

Function Sponsor __________________________________ Number of Guests ___________

Form Submitted By _________________________________ Phone No. (____) ___________

Halls Needed       ___ Auditorium   ___ Social Hall   ___ Rotunda   ___ Youth Lounge

Dates & Times the building/kitchen needs to be open:
Date


Time
Food Delivery 

___/___/___

___:___  __M

Food Preparation Starts
___/___/___

___:___  __M

Food Preparation Ends



___:___  __M 




Open Building for the Function
___/___/___

___:___  __M





Function Starts




___:___  __M





Function Ends




___:___  __M

# of Tables     ___ 5’ Round (seats 8)     ___ 6’ Round (seats 12)     ___ 8’ Long     ___ 6’ Long

(Use the reverse side of this form to sketch your table layout.  If you are using more then one room, please attach additional sketches)

Microphone Needed  ___ Yes   ___ No

(please show where you want the microphone on the room sketch with a large letter M)

Food Served

___ Yes   ___ No

If Yes  ___ Meat   ___ Dairy





___ Caterer

___ Accommodator

___ Temple Committee

Dishes

___ China
___ Paper


__ Large Plates
___ Small Plates
___ Bowls
___ Hot Cups     ___ Cold Cups Cutlery

___ Plastic
___ Stainless




___ Forks
___ Knives
___ Spoons  
___ Coffee Stirrers

Beverages

___ Coffee (Reg) 
___ Coffee (Decaf)

___ Tea
___ Punch

Times Beverages are needed.  ________________________________

Notes

A. Please submit a food information (green) form to the Mashgiach for approval, 7 days prior to the function. 

B. A Mashgiach must be on duty each time the kitchen is in use.  This includes food delivery.

C. No decorations may be attached to the walls

D. The Temple can not ensure the building or kitchen will be open on dates or times not requested on this form.  Do not assume we will be open.

E. Nothing may be brought into the building on Shabbat or Yom Tov.  The building closes promptly at 12 noon on both Friday and on the Eve of a Jewish Holiday.

F. There is no such thing as a standard set up.  A floor plan must accompany this form. 

G. A separate form must be submitted for each function. 

H. Please note any additional information on the back of this form.

