



CONDUCTING THE DINNER AND PROGRAM

1.
How to make pre-dinner preparations.

a.
On the afternoon of the dinner, arrange to meet and welcome the Speaker.

b.
Have the housing arrangements available so the Speaker may rest, if he so desires.

c.
Arrange for a pre-dinner prayer meeting with the Speaker and any other Host Couples, Staff or Volunteers involved -- this is a must.

d.
Decide who should sit with you and the Speaker and place a RESERVED sign at that table.

e.
Arrive at the club at least 45 minutes before the dinner is to begin.  Double check:

1)
The room temperature.  In the winter ask that the temperature be held down to 65 degrees.  When the room is full it will naturally heat up.  In the summer ask the club manager to drop the temperature to 55 degrees one hour before starting time.  In both cases the room temperature should reach 68 to 70 degrees.

2)
The public address system.

3)
The lighted lectern for the Speaker.

4)
The centerpieces.

f.
Place the comment cards on the tables, if this has not already been done.

1)
Place the cards in a plain white envelope in the center of the table, usually under the flowers, hurricane lamp or other centerpiece.  Envelopes should be sealed.

2)
Include an equal number of golf pencils with the comment cards for the benefit of those guests without pens.

3)
Have available a guest book, name tags and pens in a strategic location so guests may see them before going through the receiving line.

g.
If everything is not exactly the way you want it, go personally to the Maitre d’ and ask that it be changed.  Remember this is your affair and the club wants to please you.  Be understanding and patient but firm.

2.
How to welcome your guests.

a.
As your guests arrive, invite them to fill out name tags.  Have friends act as greeters.

1)
Name tags will help you identify people you do not know when introducing them to the Speaker.

2)
Name tags also help the guests relate more easily with one another.

b.
Begin greeting your guests through a receiving line approximately 15 minutes before the announced starting time of the dinner.

1)
The receiving line normally consists of the Host, Hostess, Speaker and his spouse if present.  Should there be more than two Host Couples, determine prior to the dinner who will be in the receiving line.  There should not be more than two couples and the Speaker in the receiving line.

2)
The receiving line will:

a)
Help you put names with faces of people you do not know.

b)
Enable you to speak to everyone at least briefly during the evening.

c)
Afford an opportunity for your guests to greet the Speaker personally.

c.
You may wish to serve a non-alcoholic beverage and hors d’oeuvres as guests are going through the receiving line and before they are seated at their tables.  It is suggested that you consider using Sparkling Catawba, V-8 juice, cola, ginger ale, or a fruit punch, with assorted cheeses, nuts, crackers, dips, chips and pretzels.

d.
Seat the guests at tables.  Have friends or one of the Co-Hosts help in this area.

e.
Direct those guests whom you would like to sit with you and the Speaker to the reserved table.

f.
Arrange to have dinner served about 45 minutes after the announced starting time.

g.
If you are serving a buffet dinner, have guests continue from the receiving line directly to the food line.

h.
Normally you would not have any reserved seating other than the one table for the Host Couple, the Speaker and a few selected guests.  The exception would be when you have asked Christian friends to take a table (inviting only non-Christians).  Then you would place a number or their name on the table.

i.
Once everyone is seated, introduce yourself (and your wife) and welcome your guests.  Assure them that they can relax and enjoy their dinner and the evening because:

1)
They will not be asked for funds.

2)
There is nothing to join.

3)
They will not be put on a mailing list.

Invite your guests to begin and enjoy their dinner.

j.
It is recommended that a prayer or blessing not be said before or while dinner is being eaten.  Remember non-Christians are not in the habit of Pravina before meals. (Use your discretion depending on geographical location.) Guests should be welcomed and instructed to begin eating when all seats at the tables are taken.  Either at this time or before introducing any Speakers for the evening, your guests will be put at ease if you assure them that this evening is not a fund raiser, nor an attempt to have them join anything, nor will they be put on a mailing list.

3.
How to conduct the after-dinner program.

a.
Begin the program as guests are finishing their dessert.

1)
Do not begin late.

2)
For a dinner served at 7:45, you should begin at 9:00 p.m.

b.
Begin by making a few introductory remarks such as:  “The Lord has wonderfully blessed our lives, enhanced our marriage and given us inner peace, joy and happiness as a result of our personal commitment to the Lord Jesus Christ.  Now we want to share this with you...

Use your own words, be honest, sincere and warm.

c.
You may wish to have an individual, or a couple, briefly share how they recently became Christians (approximately 5 minutes each).  This is optional, but is most effective in that your guests will identify with a local personality.  Having a “warm-up” testimony is an excellent discipleship tool.  You should definitely know what they are going to say and instruct them to take no longer than five minutes.

d.
Introduce the Speaker

1)
Normally do this between 9:00 and 9:15 p.m.

2)
Select a few points you want to mention about the Speaker and commit them to memory.

3)
Tell the audience of his secular background and any interesting features or accomplishments.

4)
Do not include any Christian involvement such as church membership or involvement on Christian boards.

5)
You should not read your introduction word for word. However, it is better to read some of the introduction rather than fumble through it getting facts mixed up.  The introduction does not have to be long.  In many cases the Speaker will give many of the details that will relate to the introductory remarks.

e.   DO NOT UNDERESTIMATE THE IMPORTANCE OF MAINTAINING THE

ATMOSPHERE OF A SOCIAL GATHERING RATHER THAN OF A RELIGIOUS

MEETING -- IT IS AN EXTREMELY IMPORTANT INGREDIENT IN FOSTERING

A GOOD RESPONSE.

1)
Throughout the evening conduct the program as if everyone present is not a Christian.

2)
Never permit the atmosphere to be dominated by religious clichés or “church language”.  Instruct any couples who are co-hosting the meeting or any Christian friends bringing non-Christian friends to avoid religious language.

