How to plan an event at Muswell Hill Shul.

Note this is only a guide, ask the shul administrator for advice for any event.

	
	What to do


	Contact info

	1
	Book the event in the shul diary

Book your event in the shul diary with the administrator Jo Cowen.
	office@muswellhillsynagogue.org.uk


	2. 
	Security

Discuss security for any event with the shul security person David Cowen.

You need to consider whether you need security (in general, external doors must not be left open unless someone is there, as security).

If you need to book security email David Cowen to arrange it when booking date.
	cowendh@blueyonder.co.uk

	3.
	Access

Find out how to get in to the building from the shul secretary.

Will anyone else be in the shul then?  If so, agree who is responsible to lock up, turn off lights, & set alarm (shul only)
	

	4.
	Heating

Will your accommodation already be heated?  If not and you require heating for your room(s) ask Johnny Morgan
	johnnysm@blueyonder.co.uk

	5. 
	Food and drink

If it is a shul event and you need food and drink, ask Jo for the list of shops we have an account at.

Buy all your food on account but you MUST ask for a receipt and give it to Jo
Tell the Rabbi if kitchen is to be used. 

The equipment in the kitchen at the shul is all dairy. If you need to make a meat meal you must speak to the Rabbi. For any food preparation talk to the Rabbi first. 
	rabbimason@muswellhillsynagogue.org.uk

	6.
	Other equipment

If you need a projector the shul has one ask Jo
There is also a sound system – talk to Phil Style
	
phstyle@hotmail.com

	7.
	Publicise your event

Get it in Ethos the weekly newsletter or the shul mag. Ethos is sent by Jo 
Shul mag editor is Gavin Millar
Get it on the shul website calendar – tell Jo

Tweet about it- Tell Gaby Koppel


	gavin@gemcom.co.uk
gaby_koppel@hotmail.com

	8.
	Set your space up

If you need chairs or tables set in a particular way – let Jo have clear instructions (how many, how set up etc). She will tell Terry the caretaker
	

	7.
	Expenses and accounts

Keep a spreadsheet of all your income and expenses. Give it to Jo along with your receipts and monies at the end of your event.  Vouchers for items bought on account at a shop must be given to Jo a s a p (not when you complete your accounting).
	


