Congregational Guest Coordination

Guest: ____________________________________
Date of Visit:
____________________________

Contact number____________E-mail Address_________Cell phone number:
________________

Committee coordinating visit: _________________
Coordinator: ____________________________

Travel Arrangements


Arriving via 
 FORMCHECKBOX 
 car

 FORMCHECKBOX 
 train
 FORMCHECKBOX 
plane Flt # ________
 FORMCHECKBOX 
 other



Time: ___________________
Pick up by: ___________________


Leaving via 
 FORMCHECKBOX 
 car

 FORMCHECKBOX 
 train
 FORMCHECKBOX 
plane Flt # ________
 FORMCHECKBOX 
 other



Time: ___________________
Drop off by: __________________

Housing arrangements:


 FORMCHECKBOX 
 needs to be within walking distance of synagogue


 FORMCHECKBOX 
 Staying at: ___________________________



If hotel, does the guest have a brand preference? _________________________



Need special check-in / check-out time? ________________________________


 FORMCHECKBOX 
 Escort or transportation to and from synagogue


 FORMCHECKBOX 
 Allergies: 
 FORMCHECKBOX 
 Pet: ______________


Dietary:


 FORMCHECKBOX 
 vegetarian


 FORMCHECKBOX 
 Food allergies: _____________________


 FORMCHECKBOX 
 Meal arrangements for non-program times:



____________________________________________________________________________



____________________________________________________________________________



____________________________________________________________________________

Program Arrangements:


 FORMCHECKBOX 
 bio


 FORMCHECKBOX 
 materials to copy

 FORMCHECKBOX 
 publicity


 FORMCHECKBOX 
 special set-up / room arrangements: 
______________________________________________

___________________________________________________________________________________

“Guest Services”:


Person ensuring place to sit at dinner: ___________________________________________________


Person accompanying guest [introducing, guiding, ensuring food at:



 FORMCHECKBOX 
 Dinner: __________________________



 FORMCHECKBOX 
 Oneg: ___________________________



 FORMCHECKBOX 
 Kiddush: _________________________



 FORMCHECKBOX 
 Other: ______________

_____________________________



 FORMCHECKBOX 
 Other: ______________

_____________________________



 FORMCHECKBOX 
 Other: ______________

_____________________________



 FORMCHECKBOX 
 Other: ______________

_____________________________

Other notes: 



____________________________________________________________________________



____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

Logistics First

A Drazen Form

Congregational Guest Coordination

Guest:      


Date of Visit:      
Contact number:      
E-mail Address:      
Cell phone number:      
Committee coordinating visit:      
Coordinator:      
Travel Arrangements


Arriving via 
 FORMCHECKBOX 
 car

 FORMCHECKBOX 
 train
 FORMCHECKBOX 
plane Flt #      
 FORMCHECKBOX 
 other



Time:      
Pick up by:      

Leaving via 
 FORMCHECKBOX 
 car

 FORMCHECKBOX 
 train
 FORMCHECKBOX 
plane Flt #      
 FORMCHECKBOX 
 other



Time:      
Drop off by:      
Housing arrangements:


 FORMCHECKBOX 
 needs to be within walking distance of synagogue


 FORMCHECKBOX 
 Staying at:      


If hotel, does the guest have a brand preference?      


Need special check-in / check-out time?      

 FORMCHECKBOX 
 Escort or transportation to and from synagogue


 FORMCHECKBOX 
 Allergies: 
 FORMCHECKBOX 
 Pet:      


Dietary:


 FORMCHECKBOX 
 vegetarian


 FORMCHECKBOX 
 Food allergies:      

 FORMCHECKBOX 
 Meal arrangements for non-program times:



     


     


     
Program Arrangements:


 FORMCHECKBOX 
 bio


 FORMCHECKBOX 
 materials to copy

 FORMCHECKBOX 
 publicity


 FORMCHECKBOX 
 special set-up / room arrangements:      


     
“Guest Services”:


Person ensuring place to sit at dinner:      

Person accompanying guest [introducing, guiding, ensuring food at:



 FORMCHECKBOX 
 Dinner:      


 FORMCHECKBOX 
 Oneg:      


 FORMCHECKBOX 
 Kiddush:      


 FORMCHECKBOX 
 Other:      

     


 FORMCHECKBOX 
 Other:      

     


 FORMCHECKBOX 
 Other:      

     


 FORMCHECKBOX 
 Other:      

     
Other notes: 



     


     


     
Logistics First

A Drazen Form

