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“How to Guide” 

The Committee duties are divided into various areas and assigned to 

various individuals, teams and subcommittees as follows: 

1. Committee Chair 

2. Oneg Subcommittee 

3. Annual 2nd Night Seder 

4. Break the Fast 

Committee Chair 

The Committee Chair schedules committee meetings. Usually the first 

meeting is scheduled early January each year to identify an Oneg 

Subcommittee Chair and Event Coordinators for the Annual 2nd Night 

Seder and Break the Fast.  An Agenda is prepared and given to the 

members at the meeting.   

A committee member must be identified who is willing to take minutes 

of the meeting and email them to the full committee, including the 

board liaison, requesting their comments, additions or corrections.  

Once finalized, a copy of the minutes is to be sent to the Vice 

President. 

The Committee Chair assists both Event Coordinators with room 

reservations (Exhibit B) and establishing event budgets.  The budget 

must break out the price difference for adults and children.  The Chair 

also assists the Oneg Chair in maintaining Oneg supplies. 

The Committee Chair is responsible for tracking all income and 

expenses by event and maintaining records for review by the 

Treasurer.  It is the Chairs responsibility to ensure the Committee is 

operating in a fiscally responsible manner.   
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The Committee Chair communicates with the Board Liaison prior to 

each monthly Board Meeting in order to determine what, if anything 

needs to be brought up or reported to the Board at their meeting. 

The Committee Chair will prepare any articles or announcements for 

the monthly CHS Newsletter and will have final review of the 

announcements to be issued for Oneg Hosts, Annual 2nd Night Seder 

and Break the Fast. 

Oneg Subcommittee Chair 

Currently the Oneg Chair serves as the Oneg coordinator.  However, 

the Chair should select additional members of the committee to serve 

as coordinators to assist with Oneg duties.  

The Oneg Chair makes the Committee Chair aware of the need for 

special requests for Oneg Hosts for particular unclaimed dates.   The 

Chair is notified electronically when any member signs up to host an 

Oneg on our website and so are the webmasters.  However, should a 

member call the Chair to sign up to host an Oneg, then the Chair must 

email that information to the webmaster@hssctx.org  so the web forms 

can be updated. 

The Oneg Chair inventories Oneg supplies and replenishes them as 

needed.  Retains receipts and completes a “Check Request Form” 

Exhibit A (printed from the Members Only web page) and submits to 

the Committee Chair or Board Liaison for approval if over $75.00. The 

Oneg Chair must advise Committee Chair of all expenses for Oneg 

supplies. 

The Oneg Chair or coordinator will arrive at Shabbat Services by 7:00 

PM to meet with the Oneg Hosts for that evening in order to open all 

the cabinets and assist with locating any supplies needed. 

The Oneg Chair will review the “Hosting an Oneg” instructions for 

members to use, available on our website, and send any updates to 
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the webmaster@hssctx.org  so the web forms can be updated.  The 

Oneg Chair should notify Oneg hosts to make them aware that 

services on the date they signed up to host are being held at a 

location other than the Georgetown/Florence Rooms or if the services 

fall on a holiday or special event they should know about. 
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Hosting an Oneg Instructions from the web: 

HOSTING AN ONEG 

Hosts should arrive by 7:00 PM to meet with the Oneg Coordinator.  

They have the keys to the cabinets you will need to access in the 

Cowan Creek kitchen and Georgetown Room. 

The following supplies are located in the kitchen cabinets behind the 

Georgetown room and are available for Oneg use: 

Decaf coffee, sweeteners, creamer, coffee pot, hot & cold cups, wine 

for Kiddush cup, napkins, plates, flatware, cake server & tablecloths. 

Ice (machine is in the kitchen). 

This kitchen has a large refrigerator. You may bring your Oneg treats 

earlier in the day. Make certain that items placed in the refrigerator 

are clearly marked. 

Candlesticks, candles, Kiddush cup, matches, challah tray, cover,   

knife and white plastic tablecloth are in the cabinet, under the granite 

countertop in the Georgetown Room. 

ONEG HOSTS SHOULD PROVIDE: 

Oneg Hosts should bring their baked goods, desserts, etc. on their 

OWN PLATTERS. 

Challah-please purchase a challah for the Oneg. They are available at 

HEB, Spouts, Randalls in Far West & some bakeries. 

Cold drinks such as soda, juice, lemonade, iced tea, etc. Snacks, such 

as sliced cake, cookies, fruit, vegetable tray, nuts, etc. Please provide 

at least one sugar free item (marked). 
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 SET UP: 

Cover card table next to Ark with the white cloth. Place ritual items 

from the cabinet, under the granite countertop, on the table. Fill 

Kiddush cup half-way with wine, cover the challah. 

NOTE:  As soon as services end, blow out candles, collect all the ritual 

items to be cleaned and returned to the cabinet. Take the challah to 

be sliced and placed on the Oneg table. 

Make coffee for about 36 people (instructions are posted inside 

cabinet door); scoop is in the coffee can. 

Cover the two tables at the rear of room with blue plastic disposable 

cloths. 

Table closest to windows is best for all food items. Beverages should 

be set up on the other table, against the back wall where electrical 

outlets are available. 

CLEAN UP: 

• Wipe and fold white plastic tablecloth, wash Kiddush cup, 

challah knife and tray, and replace all of these the cabinet, under 

the granite countertop in the Georgetown Room.  All Havurah-

provided supplies should be returned to the supply cabinet in the 

kitchen.  

• Empty coffee pot, clean and return it to the supply cabinet in the 
kitchen. 

• Be sure all trash is collected and placed in outside dumpster (in 
parking lot behind the kitchen). 

• Wipe down all kitchen surfaces. 
 

NOTE: Please keep in mind we need to be out of room by 9:00 PM and 

plan accordingly! 

 

A Note Pad is in our cabinet; please note any item that we need. 
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Annual 2nd Night Seder 

NOTE: When using Sun City facilities, dates for all CHS events can be 

requested the August prior to the following year.   Therefore, the Event 

Coordinator will “inherit” a room having already been arranged for the 

current year’s event.  However, they will need to work on locating a 

room for the next year’s event. “Room Reservation Form” Exhibit B 

 

If not already arranged by the prior Event Coordinator, the current 

Event Coordinator will need to identify a caterer ASAP!  If we are using 

a Sun City facility we must use an approved Sun City Caterer.  This will 

usually involve the need to educate the caterer in our usual Seder 

menu.  Negotiating price in an attempt to keep our overall costs low is 

very important since many items will still have to be purchased and 

prepared separately.  Provide caterer with tax-exempt form. 

The Event Coordinator will establish several teams of committee 

members to handle the following items: 

 

1. Shopping Team – Purchase wine, matzo, gefilte fish and 
disposable plastic tablecloths. Keep all receipts for 

reimbursement using “Check Request Form” Exhibit A (printed 

from the Members Only web page) and submits to the Committee 

Chair or Board Liaison for approval if over $75.00. Provide tax-

exempt form to shoppers. The Committee Chair must be 

accountable for all income and expenses related to this event. 

 

2. Cooking and Set Up Team – Boil eggs, make charoset and set up 
tables.  The Event Coordinator can ask that a request for 

volunteers from outside the committee be published in the 

weekly announcement, to assist in boiling eggs and making 

charoset.  The table set up is key in getting the filled Seder 

plates (matzo, gefilte fish, boiled egg, horseradish, salt water and 

charoset) placed on each table prior to members being seated. 

 

3. Clean Up Team – This team will need to clean all the tables and 
the general area.  All trash is collected and, if required, then 
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placed in outside dumpster.  All kitchen surfaces are wiped 

down. 

NOTE: CHS will pay for the room rentals, wine, matzo and tablecloths. 

 

The Event Coordinator will complete the “CHS Event Announcement 

Form” (located on our Members Only page under Member Information) 

75 days prior to the event so the Communications Committee can 

include the event in announcements and newsletters to promote 

member sign up.  Be sure to include that there will be no refunds after 

the cutoff date. 

 

 
 

 The Announcement will contain a “Sign Up” link for our members to 

use to register for the Annual 2nd Night Seder.  The form will also be 
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available on our Members Only webpage. The form allows the member 

to register up to ten attendees and allows for them to request table 

assignments. If an event announcement needs to be updated the 

information should be emailed to announcements@chstx.org . 

 

 
 

When a member submits this form, an email notification will be sent to 

the Event Coordinator, Committee Chair, Board Liaison and the 

Treasurer.  The Event Coordinator should maintain a list of who is 

attending along with their table seating requirements.  The member 

will receive a registration acknowledgement advising the member to 

send his check, payable to CHS, to the Treasurer at CHS, 1530 Sun 

City Blvd, Ste. 120 PMB 406, Georgetown, TX 78633 or deliver to a 

drop box if applicable.  The Treasurer knows to be expecting the 

check from the member since he received a copy of their Registration 

for the event. 
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Once the Treasurer receives the members check he will notify the 

Event Coordinator, Committee Chair and Board Liaison that the monies 

have been received.   

If in Sun City the Committee Chair and/or Event Coordinator will make 

sure that the CA is notified of how the room should be setup and what 

equipment will be needed. 

The Committee Chair and/or Event Coordinator will verify that a tax-

exempt form has been provided to the caterer and all committee 

shoppers.  The Committee Chair will request gratuity from Treasurer 

(cash in $20.00 bills).  

 The Event Coordinator must verify where all supplies including Seder 

Plates and Haggadahs are located.  The Event Coordinator will prepare 

an alpha check-in list for the event.  

The Committee Chair and Board Liaison receive copies for backup. 

NOTE:  If we are using a church, serving wine may be an issue. 
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Break the Fast 

 

NOTE: When using Sun City facilities, dates for all CHS events are 

requested the August prior to the following year.   Therefore, the Event 

Coordinator will inherit a room having already been arranged for the 

current year’s event.  However, they will need to work on locating a 

room for the next year’s event. “Room Reservation Form” Exhibit B 

 

If not already arranged by the prior Event Coordinator, the current 

Event Coordinator will need to identify a caterer ASAP!  If we are using 

a Sun City facility we must use an approved Sun City Caterer.  This will 

usually involve the need to suggest a menu to the caterer and cover 

items like having bagels, cream cheese, tomatoes and onions on the 

dining tables to prevent the buffet line from backing up with guest 

trying to spread cream cheese.  Negotiating price in an attempt to 

keep our overall costs low is very important.  Provide caterer with tax-

exempt form. 

 

The Event Coordinator will establish several teams of committee 

members to handle the following items: 

 

1. Shopping Team – Purchase one challah and disposable plastic 
tablecloths. Keep all receipts and request reimbursement by 

using “Check Request Form” Exhibit A (printed from the Members 

Only web page) and submit to the Committee Chair or Board 

Liaison for approval if over $75.00. Provide tax-exempt form to 

shoppers. 

 

2. Clean Up Team – This team will need to clean all the tables and 
the general area.  All trash is collected and, if required, then 

placed in outside dumpster.  All kitchen surfaces are wiped 

down. 

 

 

NOTE: CHS pays for the room rentals, tablecloths (plastic is best), and 

one challah for the “Motzi”. 
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The Event Coordinator will complete the “CHS Event Announcement 

Form” located on our Members Only page under Member Information 

75 days prior to the event so the Communications Committee can 

include the event in announcements and newsletters to get members 

signing up.  Be sure to include that there will be no refunds after the 

cutoff date. 

 

 
 

 

The Announcement will contain a “Sign Up” link for our members to 

use to register for Yom Kippur Break the Fast.  The form will also be 

available on our Members Only webpage. The form allows the member 

to register up to ten attendees and allows for them to request table 
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assignments. If an event announcement needs to be updated the 

information should be emailed to announcements@chstx.org . 

 

 
 

When a member submits this form, an email notification will be sent to 

the Event Coordinator, Committee Chair, Board Liaison and the 

Treasurer.  The Event Coordinator should maintain a list of who is 

attending along with their table seating requirements.  The member 

will receive a registration acknowledgement advising the member to 

send his check, payable to CHS, to the Treasurer at CHS, 1530 Sun 

City Blvd, Ste. 120 PMB 406, Georgetown, TX 78633 or deliver to a 

drop box if applicable.  The Treasurer knows to be expecting the 

check from the member since he received a copy of their Registration 

for the event. 
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Once the Treasurer receives the members check he will notify the 

Event Coordinator, Committee Chair and Board Liaison that the monies 

have been received.  

If held in Sun City, the Committee Chair and/or Event Coordinator will 

make sure that the CA is notified of how the room should be setup and 

what equipment will be needed. 

The Committee Chair and/or Event Coordinator will verify that a tax-

exempt form has been provided to the caterer and all committee 

shoppers.  The Committee Chair will request gratuity from Treasurer 

(cash in $20.00 bills).  

 The Event Coordinator must verify where all supplies are located.  The 

Event Coordinator will prepare an alpha check-in list for the event.  

 

The Committee Chair and Board Liaison are receiving all this data to 

be able to maintain a backup system for the event. 
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Exhibit A 

Check Request 

  

Date of Request:     Date Required:     Amount $    

Make Check Payable To:          _____ 

Requestor Name:             

Reason for Request:            

Budget to be Charged:            

One Time or Recurring Charge (explain):         

Explanation if Unbudgeted Item:            

Identify event, activity, committee, etc. incurring this expense: 

              

Receipts must accompany all requests for reimbursements. 

Explanation if receipts are not available:          

CHS is exempt from paying sales tax. Completed Sales Tax Exemption Forms can be obtained in advance 

from the Treasurer. 

APPROVAL 

Amounts of $75 or greater must be approved by the responsible Board member or committee chairperson other 

than the requestor. 

Print Name              

 

Signature           Date     

Forward completed check requests with receipts to: 

TREASURER 

Congregation Havurah Shalom (CHS) 

1530 Sun City Blvd., PMB 406 

Georgetown, TX 78633 
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Exhibit B 

Room Reservation Form 
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