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Glenville New Life Community Church

711 East 105th St.

Cleveland, OH 44108
www.glenvillenewlife.com

Hosting A Special Event 

At 

Glenville New Life Community Church

To be used by those hosting events such as

Weddings

Funerals
 Mother’s Day Breakfast, Special Ministry Meals

Women’s Day Dinners, Men’s Day Luncheon, Father’s Day Brunch, 

Anniversary Meals, Prayer Warrior Breakfasts, Youth Meals Etc.

Pastor Rick & Pastor Toby Gillespie-Mobley, Co-Pastors

Pastor Kellie C. Sullivan, Associate Pastor
Introduction:

Praise God! You’re planning on hosting a special Event at Glenville New Life Community Church. Throughout the year the members and friends of Glenville New Life Community Church have many special occasions that allow us to share the love of Jesus Christ in many special ways. This includes special breakfast meals, luncheons, and dinners. In order to help you with your planning we, the Pastors and Session of Glenville New Life Community Church, are providing you with this guide, which will help you as you prepare for your special event.
What Types of Events Have Been Hosted At 

Glenville New Life Community Church?
1.
Weddings 

2.  Wedding Receptions: the special meal served after a wedding.

3. 
Funerals

4.  Funeral Repasts: the special meal that is hosted after a funeral service.

5.
Mother’s Day Breakfast

6.
Father’s Day Brunch

7.
Anniversary Meals

8.
Women’s Day Dinners

9.
Men’s Day Lunches

10.
Costume Party Dinners

11.
Vacation Bible School Meals

12.
Potluck Meals

13.
 Lot’s and lot’s more events!

Why Do I Need This Information?
You need this information to ensure that your event is the best event that it can possibly be. We want to be able to share with you useful tips that have come about from years of experience. We also want to remember that at every event we are sharing the love of Jesus Christ, that we are representing Glenville New Life Community Church, as such we want to be the best that we can be in making a difference in the lives of others!

What Types of People Host Events At Glenville New Life Community Church


There are two types of people or groups that host events at Glenville New Life Community Church.

Members: Members are those people/groups that are actual members of Glenville New Life Community Church. They are usually apart of a ministry, such as the Worship Committee, Women’s Association, Men’s Association, Prayer Warriors, or Youth Groups.

Non-Members: Nonmembers are those people/groups that are not actual members of Glenville New Life Community Church. They are usually persons that are apart of our community, such as couples desiring to get married or persons having a funeral. 

What Types of Forms Need 

To Be Filled Out When Hosting An Event At Glenville

Ministry Objective Sheet: When you are hosting an event as apart of a ministry team here at Glenville New Life Community Church you need to fill out a Ministry Objective Sheet Ministry Objective Sheets need to be submitted to Session for approval before you can host your event. Remember Session meets on the 3rd Tuesday of the month at 7:30 pm. So, make sure to submit your forms in a timely basis so that they can be reviewed. (See page 14)

Ministry Evaluation Sheets: Need to be filled out after you have hosted your event. These sheets inform the church of how your event went. These forms need to be filled out and turned in to Session after your event. (See page 15)

Facilities Application Forms: Need to be completed by both members and non-members if your event is not apart of a Ministry Team. (Example: Weddings, Funerals, Baby Showers, Birthday Parties etc.) The facilities application forms allow you to know about any prices that may be associated with your event. These forms need to be given to the one of the Pastors as soon as possible, in order to confirm dates and approval. (See page 13)
What Types of Food Should I Prepare?

When hosting an event at Glenville a helpful tip is to keep it simple! The larger your event the simpler the food you should desire to make. Why? You want to be able to serve your meal quickly and have a relatively easy cleanup after.

Here are some popular food ideas:
Breakfast


Scrambled Eggs


Toast


Grits


Sausage (Pork and Turkey)


Bacon (Pork and Turkey)


Biscuits


Fruit


Juice (Apple, Grape, Orange)


Donuts, muffins, breakfast cakes


(Special Overnight) Cereal & Milk

Lunch

Deli Sandwiches (Turkey, Roast Beef, Ham, Cheese, etc.) 


Macaroni Salad/Potato Salad


Hotdogs


Hamburgers


Chips, Cookies

Dinner

Chicken (baked and fried)


Rice


Gravy


Green Beans/String Beans


Potato Salad/Macaroni Salad


Breads (corn muffins, dinner rolls)


Green Salad (already prepared in bowls that our guest can easily grab and go.)


Meatballs 


Condiments (Have some easy condiments at the tables so that guest don’t get held up in line trying to put on some ketchup) Examples of condiments: Ketchup, mustard, salad dressing, salt, and pepper. Remember you don’t have to have a jar of Ketchup for every table you can easily serve ketchup and mustard in nice bowl.
Deserts and Drinks


This is where you can be very creative


Cuts of different types of cakes and pies


Specialty cookies


Ice Cream


For less formal events (chips, cookies, and popcorn)


Fruit Punch (Keep some punch and tea in pitchers at the tables)


Cold Water


Coffee and Tea


A good idea for kid events is to have individual boxed drinks for the kids)

What Are The Special Concerns of Children and Teens?

At Glenville New Life Community Church every guest is important. We spend countess hours sharing God’s love and allowing every person that comes through our doors to know that God loves them and that we are all equal. Therefore, we are always aware of the messages that we send to our children and teens of all ages. We want to send a message that says you are welcome and that you are apart of this event. As such we ask that you do the following things:


Never Send a Child/Teen to the back of the line, unless that child is misbehaving. (For example, cutting the line, pushing, hitting another person)


Always allow children and teens to be served with their parents or family members.


Provide simple foods that children, teens, and adults enjoy and that are easy to serve.


You may want to provide a nursery for our special guests that are newborn to age 5. If you provide a nursery, please provide snacks and food for the nursery. You must also gather together a nursery team.
What Are The Special Concerns of our Elderly/Disabled?

Again everyone at Glenville is special and adored by God, this includes are elderly and our guests that have special needs due to a disability.  Here are some helpful suggestions for ensuring that our elderly guest and our special needs guests have a wonderful time:


Have at least two strong men that are willing and able to help our disabled guest down the stairs. 


You may also want to set up a special serving room for our elderly and disabled on the first floor. Assign special hosts to deliver their meals to them. 


Allow a special team of servers to serve the elderly/disabled at their seats, so they do not have to stand in lines.


Since the elderly/disabled don’t always sit together at the same table, you may want to have a few special servers to ensure that all tables that have elderly are served.

Setting Up Tables and Chairs for Your Event


Here at Glenville we have enough tables and chairs to host an event for a maximum of 200 people at one event. This number changes depending upon the arrangement of your tables. If you want a dance floor your number of people goes down. There are two types of tables the round table and the rectangular table. You can fit 10 chairs around each table. Please do not use less than 10 chairs if you are hosting a large event. You will need every table and every chair!

Music/Sound System

In the Fellowship Hall of Glenville New Life Community Church, there is a sound system that consists of a CD player and 4 microphones. It is very important that if you set these up for you event even if you don’t believe you will need them you will! Why will you need these things? Because the more people that are at your event the louder things become. You will need to be heard and speaking into a microphone is a lot easier than yelling. If you need help setting up these things please ask one of the pastors.


CD Player


Music For CD Player (You should have your music ready if you are planning for singing at your event. If you want to use some of the music that we use in church you will need what is called a song sheet, which has the actual words to the songs and the song music, which is just the background music for the songs.) Please plan in advance for these things. Do Not Wait Until The Day of Your Event!


Microphones (When you set up the microphones make sure that you test them in advance so that you are not getting feedback)
Lines


In order to avoid long lines at your event here are some helpful tips:


Have two serving lines


Have all of your guest sit down and call them up by tables. In order to avoid tension, go from left to right and call one table on each side of the room. Have one person devoted to doing this job. Your hostess or MC is a good person for this job.
Your Team of Helpers

There are many people here at Glenville New Life Community Church that want to help you out. The biggest problem is that many a great volunteer is lost because no one ever asks them to help. When planning your event make sure to ask member and friends personally to help out. Don’t just set out a sign up sheet and expect people to sign up. Don’t just make a general announcement and expect people to help out. GO UP TO THEM AND ASK THEM PERSONALLY! Trust me most of the people that you ask even the new people will be willing to help if you just ask!
What Types of Help Will You Need?


Planning Committee

The planning Committee is responsible for:

Reading through this booklet and making sure that you have everything that you need for your event.


Making sure that you have all the help that you need.


Completing the Ministry Event Objective Form (included) 

Completing the Ministry Event Evaluation Form (included)

Making sure that you are a part of your event (don’t just get other people to work and then sit down and relax)

Making sure that you talk to your different helpers about having a great attitude and reminding your team that every event is an opportunity to shine for Christ!

Cooks 

The cooks are responsible for buying the food, cooking the food, helping to set up the food, and helping in serving the food. There are three methods for getting a cook for your event.

Professional Caterer

There are many that suggest the idea of a professional chef or caterer. You don’t have to go far there are quite a few professional chefs and caterers right here at Glenville. Using a professional eliminates the idea of depending upon people to bring in food (a potluck type form). Chefs also are usually very familiar with how much food to buy and serve for your occasion.

The Good Cook:


There are many fantastic cooks at Glenville that are willing to help you with your event. They may not have a professional license, however they are great cooks. Inviting the Good Cook to help with your event is a great idea. However you need to be specific about the amount of food to serve. Who’s buying the food, what are the needs of the cook regarding assistance.

Pot Luck


Due to cost we often find that it is easier to invite our planning team to bring in certain foods from home. This is a great idea and works well if you are sure to tell your planning team exactly how much food to bring. See section on HOW MUCH FOOD SHOULD I PREPARE for answers to this question. You may also want to ask other members to help bring food, as long as you are very specific about exactly how much food to bring. Invite your food potluck team to bring the food the day before your event so as to ensure that you have enough food. Potlucks are great for serving small numbers of people under 100. We suggest that if you are serving more than 100 people that you use the Professional Caterer or the Good Cook.

Set Up Crew (A team of at least 5 to 10 people)
The set up crew is responsible for:

Setting up your tables and chairs

Helping to set out the food

Decorating The Fellowship Hall

Clean Up (Sometimes garbage cans need to be emptied, toilet paper and paper towels need to go into the bathrooms, toilets need to be flushed)

Turn on Lights

Making Sure Your Room Temperature is where it is needed

CD Music System and Microphones

Putting out bulletins 

Setting Up sign in and out tables
Clean Up Crew (A Team of at least 5 to 10 people)

The Clean up crew is responsible for:


Putting up the tables and chairs


Helping to wash any dishes that are left over


Helping to put away any left over foods


Taking down the decorations


Throwing out the garbage cans


Turning off the lights


Turning of the CD Music System and Microphones


Picking up and throwing away any bulletins or stray trash


Putting up the sign in and out tables

Making sure the bathrooms are left in reasonable shape (garbage thrown out, water dried off sinks, paper towels and garbage picked up off the floor.)

Servers

The Servers are responsible for:


Helping to put the food out


Helping to serve the guests their food.

Make sure that you tell your servers how much food to serve each person. Talk about appropriate serving sizes, for children and adults.

Helping to put the food back up.

Serving your individual tables (special guest tables and the elderly)
Host/Hostesses

The Host/Hostesses are responsible for:


Helping the guest find the bathrooms


Welcoming guests at the door


Serving at the sign in/sign out table


Calling up tables one at a time to be served


Making sure that the elderly have received their meals


Watching out for late coming guests that still need to be served.


Helping with problems, answering questions, etc.

Music Person

The Music Person/Persons is/are responsible for:


Playing the music


Turing the music up and down so that people can be heard


Making sure the mics are set up and taken down


Closing up the music system when program is com
plete.

MC
The MC is responsible for:


Monitoring the time of your event


Making sure that you stick to your schedule


Welcoming the guests


Thanking the guest for coming

Reading through the bulletin beforehand and making sure that everything is ready (music, speakers) if something is missing this person needs to ask the head of the event where the missing object or person is.

Making sure that the guests know what’s happening. Example:  “Now we will have a song.”

Nursery Crew (If Needed)
The nursery crew is responsible for taking care of the nursery children ages newborn to 5. There must be at least ONE ADULT in the room at all times. A staff of 5 is recommended for a large event. There is a sign in/sign out sheet available. Guests must sign in their children and sign them out. Please be sure to inform your nursery crew of the times that they will be needed. Recommended time 15 to 20 minutes before an event and 15 to 20 minutes after an event.

Special Servers
The Special Servers are responsible for:

Making sure that the needs of our elderly and special needs (disabled) guests are met.

Serving individual meals at the tables for our elderly and special needs.


Serving the special needs room located on the first 
floor.

Final Check List


What type of event is this? 

 
Have I filled out the appropriate form


Ministry Objective Sheet


Ministry Evaluation Sheet


Facilities Application Forms


How many people will attend this event? 


Is this event open to members and friends of the church? 


Will I invite both services or just one service? 


Will I serve food after both services? 


Will I serve food only after the 11:15 service


What Type of Meal will be served? 


How Much Food Do I Need: 


Will children, youth, and teens be invited to this event?


Will we have a nursery for this event?


Do I have a plan for serving the children, youth, and teens 


Have I considered the special needs of our elderly guests and disabled guests?


Will I have a special serving room for our elderly guests and disabled guests that cannot walk down the stairs?


How many tables will I need?


How many chairs will I need?


What types of music will I need?


Will I need to request song sheets and song music from the church?


What plan do I have for forming lines? Will there be two lines or three lines?


Have I gotten enough helpers

o
Planning Committee

o
Cooks

o
Set Up Crew

o
Clean Up Crew

o
Servers

o
Host/Hostesses

o
Music Person

o
MC

o
Nursery Crew

o
Special Servers


     o   2 or more men to assist our disabled guests
Fees and Facility Usage Charges
Fees are based on a 4 hours service or for 4 hours of usages. Events over 4 hours will be charged additional fees. Fess are not reduced if your event is under 4 hours.

(ALL FEES MUST BE PAID THE WEEK BEFORE THE EVENT!)
Registration/Deposit Fee*




$100.00 

(This fee will hold your date and space, this fee will be deducted from your total cost Your date will not be held until this fee is paid.)

Pastor’s Fee







$__________ 

(You must speak directly to the pastor(s) to inquire about their specific fee. Pastor’s fees are separate from all other fees. Their fees usually include pre-marital counseling, rehearsal, and the actual wedding/funeral. This fee can also vary depending upon if your service requires traveling or additional services not listed. 

Use of Sanctuary*






$500.00

Use of Fellowship Hall*





$500.00


(This fee includes use of the kitchen)

Use of Other Rooms*



Ministry Related Event

   $50.00




Non-Ministry Related Event

   $75.00

Telephone Use

We realize that there are times when phone calls will need to be made, however, keep in mind that the telephone is for the church and not for personal use. Please ask to use the telephone and do not make 411 or long distance phone calls. Also please do not allow children and youth to use the phone without adult supervision.
Fees for Damage of Equipment: 

Fees for damaged equipment, tables, chairs, pews, or any other church property may vary depending upon the cost of the item. However, if any damage occurs that are not covered by your registration fee, the parties are required to pay for the damaged item(s).
*Active Church members are exempt from the marked fees. Unmarked fees are for both members and non-members. For non-members we realize that there may be extenuating circumstances, which may prohibit you from being able to afford the above expenses, please speak directly with one of the Pastors for financial assistance.
Facilities Application Form

Name: _________________________________________________________________________

Company Name: _________________________________________________________________

Address: _______________________________________________________________________

City: __________________________________________________________________________

State: ______ Zip Code: ________ Phone: _________________ Alternate Phone : ____________

Type of Event: 



_____ Wedding (only)



_____ Reception (only)



_____ Wedding and Reception



_____ Funeral (only)



_____ Repast (Only)



_____ Funeral and Repast 

                
_____ Community Event/Meeting



_____ Other: (Please Give Details) ______________________________________

Date of The Event: ________________________________ (Please note we do not schedule any events for non members during the months of June, August, or December no exceptions)

Start Time of The Event: ___________ am/pm  End Time of The Event:  ___________ am/pm

Rehearsal Date: __________________ Time: _________________

Set Up Date: _____________________ Time: ________________

______ I/We will need to use approximately __________ tables and ________ chairs

Total Cost of The Event: _________________

Date Deposit Received: __________________ Amount Received: _____________

Total Amount Due: ____________________  Date Received: ________________
I/We agree and state that I/We have read and thoroughly understand the requirements set forth in the attached policy statement governing the use of church policy and that I/we do accept full responsibility to comply with all requirements as they apply to my/our use of said property.
Name (Print): ___________________________________________________________________

Signature: _____________________________________________ Date: ____________________

Name (Print): ___________________________________________________________________

Signature: ________________________________________________ Date: _________________
Ministry Objective  Preparation Sheet
Name Of The Event______________________________________________________________

Date___________________________________________________________________________

Sponsor Of Event_________________________________________________________________

Contact Person___________________________________________________________________

Start Time of The Event: ___________ am or pm    

End Time of The Event:  ___________ am or pm

______ I/We will need to use approximately __________ tables and ________ chairs

______ I/We Will need to use the music/sound system _____ Fellowship Hall _____ Sanctuary

______ I/We Will need to use the following rooms in the church ___________________________

1. What Are Three Things You Hope To Accomplish With This Event?

1.

2.

3.

2. How Is This Event A Part Of Reaching Others For Jesus Christ?

3. How Many People Do You Intend To Reach With This Event?

4. What Is The Target  Group Of People You Intend To Reach? Church Members, Guests, Youth, Young Adults, Middle Age, Seniors, Singles Couples, Men , Women)

5.  How Do You Intend To Promote The Event?

6.  What Needs To Happen At The Event For You To Consider It A Success?

7. If The Event Is A Fund Raiser, How Much Do You Expect The Event To Raise After All Expenses Are Paid?                                                    

Ministry Objective Evaluation Sheet

Name Of The Event_________________________________  Date____________

Sponsor Of Event_________________________________ Contact Person________________

1. What Did You Accomplish With The Event?

1.

2.

3.

2. How Did You Reach Others For Jesus Christ?

3. How Many People Attended The Event?

4. Who Were The People Who Attended?

(Church Members, Guests, Youth, Young Adults, Middle Age, Seniors, Singles Couples, Men, Women)

5.  How Did You Promote The Event?

6.  Was The Event A Success?  Why or Why Not.

7. If The Event Is A Fund Raiser, How Much Did You Raise And How Many People Hours Were Required To Do It?

8. When Should This Event Be Done Again?

PAGE  
14

