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Congregation Beth Shalom

PRE-EVENT INTAKE FORM

This Pre-Event Intake form aims to help identify event details, goals, and
needs. The form is available online: linked here.

1. HOW DOES THIS EVENT ALIGN WITH THE CBS MISSION, VALUES OR GOALS?
SEE MISSION STATEMENT HERE.

2. WHAT ARE THE OBJECTIVES OF THE PROGRAM?

OSociaI
OLearning Opportunity

(ORelevant to the synagogue or something going on locally or in the world
(OCommunity Building

(OReligious/Spiritual

(O Other

3. WHO IS YOUR TARGET AUDIENCE? DEMOGRAPHIC?

Family with Young Children (birth - 7 years)

Family with Children

Empty Nesters ¢ Is it the right program for the audience you are trying to attract?
e Could the event program work for multiple audiences?

e Could you partner with another arm of the synagogue?

Retirees
Open to all Community
Other

OCO0O000O

4. WHAT ARE THE INTERESTS OF YOUR TARGETED AUDIENCE?

o Examples: Food, music, advocacy, books, Israel, education, cooking, socializing etc.
e Your audiences' interests inform the type of event and program

5. WHAT ARE YOUR ATTENDANCE GOALS?

¢ Is there a capacity limit to the space? What is the minimum and maximum?

6. WHEN WOULD BE A GOOD TIME TO HOLD THE EVENT?

e Is it more pertinent during a certain season? Time of day?

e Did you consider B'nai Mitzvah, snowbirds or other events that regularly take place
(holidays)?

e What are the scheduling parameters associated with this event?

e Look back at your target audience when considering these questions.

7. WHERE IS THE EVENT HAPPENING?

e Is this event in-person, online or hybrid?
e Is the event happening at CBS or another location?
e Which CBS space would be the fit for your event?

8. WHAT IS YOUR EVENT BUDGET? WHAT ARE YOUR ANTICIPATED
EXPENSES AND REVENUE? IS THE PROGRAM FINANCIALLY FEASIBLE?


https://www.bethshalomnb.org/welcome/mission-history/
https://congregationbethshalomnorthbrook.shulcloud.com/form/pre-event-intake-form.html

Congregation Beth Shalom

EVENT CHECKLIST

ASSEMBLE EVENT CAPTAINS

Who is the Event Captain (s)?
e VP of the committee or CBS staff/clergy member (year-round)
e 1-2 event committee members rotate per event

What is the role of the Event Captain(s)?
Pre-event -
e Create marketing materials for the event
e Engagement and event promotion
e Coordinate directly with CBS staff on event details i.e. room setup

During the event -
e Keep track of registrations, attendees and manage information on
ShulCloud

Post-event -
e Send thank you or post-communication to those who attended the event
e Send CBS staff post-event assessment

CREATE BRANDING CONTENT

What: Flyer/graphic, social posts, promo videos, email language, etc.
When: 2+ months before the event

Where: Canva, Microsoft Suite, Photoshop, etc. - your choice!

Who: Event Captains/Committee members

How: Use the CBS style guide for font, logo, and typography details

SEND MATERIALS FOR APPROVAL

What: All the materials created to promote your event

When: 2 months before the event

Where: Via email

Who: Committee members to Deanne at CBS, DFriedman@BethShalomNB.org
How: Attach the materials to the email and put the event name and date in
subject line



https://congregationbethshalomnorthbrook.shulcloud.com/form/post-event-assessment.html

Congregation Beth Shalom

EVENT CHECKLIST

SETUP REGISTRATION

What: Create registration form on ShulCloud
When: Once materials are approved

Who: The Event Captains/CBS Staff

Where: ShulCloud

PROMOTION OF EVENT

When: 6 weeks before the event
Where: CBS Bulletin
Who: Once materials approved, CBS will promote

When: 3-4 weeks before the event

Where: Social Media, Lobby Screen, The Byte, MYCBS (if event requires
registration + payment)

Who: Once materials approved, CBS will promote

When: Ongoing!
Who: Event Captains/Event committee
How: Personalized emails, phone calls, texts, etc.

PREP FOR EVENT

What: Fill out the facility and setup form

When: 1 week before the event

Where: Form can be found on ShulCloud, linked_here and on page 7
Who: Event Captains/Committee members

How: Send form to Mara at CBS, MBerstein@BethShalomNB.org

POST EVENT

What: Fill out the post-event assessment and send post-event thank you
communication to attendees

When: Within 48 hours after event

Where: Form can be found on ShulCloud, linked here and on page 7
Who: Event Captains/Committee members



https://congregationbethshalomnorthbrook.shulcloud.com/form/facility-reservation-form.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/facility-reservation-form.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/facility-reservation-form.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/facility-reservation-form.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/post-event-assessment.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/post-event-assessment.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/post-event-evaluation.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/post-event-assessment.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/post-event-assessment.html

Congregation Beth Shalom

EVENT PLANNER EXAMPLE
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e 2+ months before event (February 22-March 29): Event Captains begin to
work with committee members to create event branding materials

e 2 months before event (March 29). Deadline to send branding materials
for approval

* 6 weeks before event (April 12): CBS Bulletin Promotion

* 3-4 weeks before event (April 26-May 3): Digital Promotion for event
begins i.e. Social Media, Lobby Screen, The Byte, etc.

e 1 week before event (May 17): Submit Facility and Setup form

e Day of event (May 24): Event day!
e 24-48 hours post-event (May 24-26): Submit Post-Event Assessment



https://congregationbethshalomnorthbrook.shulcloud.com/form/facility-reservation-form.htmlhttps:/congregationbethshalomnorthbrook.shulcloud.com/form/facility-reservation-form.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/post-event-assessment.html

£
9
©
£
7
I
i)
7
m
c
2
)
o
o)
v
L
O
c
o
O

L
o
-
O
L
d
Se
-
)

LOGOS

ONGREGATION

ETH SHALOM

C
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THE ISRAEL COMMITTEE

BETH SHALOM

CONGREGATION

Y
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FAMILIES WITH YOUNG CHILDREN

FONTS

Gotham

Gotham Bold
Gotham Italic

MoolBoran

COLOR PALETTE

#27588d

#43B7ES8


https://wetransfer.com/downloads/6ee9280bbf6ba345ef1c17fa099b6a5f20230428155921/6684ffaa17e061a4ff87210c30222e8620230428155921/dfe53c
https://wetransfer.com/downloads/6ee9280bbf6ba345ef1c17fa099b6a5f20230428155921/6684ffaa17e061a4ff87210c30222e8620230428155921/dfe53c
http://bit.ly/2cS9t8x
http://bit.ly/2cEjxmr
https://wetransfer.com/downloads/6ee9280bbf6ba345ef1c17fa099b6a5f20230428155921/6684ffaa17e061a4ff87210c30222e8620230428155921/dfe53c
https://wetransfer.com/downloads/6ee9280bbf6ba345ef1c17fa099b6a5f20230428155921/6684ffaa17e061a4ff87210c30222e8620230428155921/dfe53c
https://wetransfer.com/downloads/6ee9280bbf6ba345ef1c17fa099b6a5f20230428155921/6684ffaa17e061a4ff87210c30222e8620230428155921/dfe53c
https://wetransfer.com/downloads/6ee9280bbf6ba345ef1c17fa099b6a5f20230428155921/6684ffaa17e061a4ff87210c30222e8620230428155921/dfe53c
https://wetransfer.com/downloads/6ee9280bbf6ba345ef1c17fa099b6a5f20230428155921/6684ffaa17e061a4ff87210c30222e8620230428155921/dfe53c
https://wetransfer.com/downloads/6ee9280bbf6ba345ef1c17fa099b6a5f20230428155921/6684ffaa17e061a4ff87210c30222e8620230428155921/dfe53c
https://wetransfer.com/downloads/6ee9280bbf6ba345ef1c17fa099b6a5f20230428155921/6684ffaa17e061a4ff87210c30222e8620230428155921/dfe53c

Congregation Beth Shalom

COMMUNICATIONS

PLATFORMS | GUIDELINES | DEADLINES

The Byte One sentence description 5:00 pm the Tuesday prior
(Weekly E-Newsletter) with link to flyer to the date of the Byte
(Calendar/Website)

The 1st of the month prior

The Bulletin Article/Ad/Graphic (ex: April 1 for May Bulletin)

(Printed/Digital) 330 word max.

Instagram - 1080 x 1080 px.

ial Medi
SCEEN NS Facebook - 940 x 788 px.

2-3 weeks prior to event date

Lobby Screen Article/Ad/Graphic 1 month prior to event date

IMPORTANT LINKS

CBS Website Facility and Setup Form
CBS Calendar Pre-Event Intake Form

Facebook Post-Event Assessment

Instagram Logos

ShulCloud MoolBoran Font

Gotham Font

IMPORTANT CONTACTS

Deanne Friedman, Director of Communications
Phone number: 847.498.4100 x48

Email: DFriedman@BethShalomNB.org

Topic: Event promotion, communication platforms

Mara Bernstein, CBS Administrative Assistant
Phone number: 847.498.4100 x10

Email: MBernstein@BethShalomNB.org

Topic: Calendar reservations, room setup


https://www.bethshalomnb.org/
https://www.bethshalomnb.org/
https://congregationbethshalomnorthbrook.shulcloud.com/calendar
https://congregationbethshalomnorthbrook.shulcloud.com/calendar
https://congregationbethshalomnorthbrook.shulcloud.com/
https://www.facebook.com/CongregationBethShalomNB
https://www.instagram.com/bethshalomnb/
https://congregationbethshalomnorthbrook.shulcloud.com/form/facility-reservation-form.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/facility-reservation-form.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/pre-event-intake-form.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/post-event-assessment.html
http://bit.ly/2cEjxmr
http://bit.ly/2cS9t8x
https://wetransfer.com/downloads/6ee9280bbf6ba345ef1c17fa099b6a5f20230428155921/6684ffaa17e061a4ff87210c30222e8620230428155921/dfe53c

Congregation Beth Shalom

EXAMPLES AND BEST PRACTICES

Clear title and headline
Date, time and location

Less is more! Include short bullet
points about the event telling the
What, Where, When and Why

CBS logo and associated groups

Fun & creative design

Legible font and size
Include RSVP infomation

Online and print friendly

Pictures and images encouraged

* WINTER @

OUTERWEAR <N
RIVE

Help childrenin
need this winter
with new hats,
gloves, and coats

Donation Deadline:
January 31,2023

N
ﬁ 9

Drop Off Location:
i

Q

CBS Lobby

@) SATURDAY
JANUARY

PRICE | TIME
18 pEr PERSON: s:oo PM 1ST MOVIE

3433 Walters Ave., Northbrook, IL 60062
847-498-4100

REGISTER: TINYURL.COM/CBSMOVIENIGHT
Contact Michael 5
MGarlin@BethShalomNB.org Q » EE'FﬁlRSEﬁ/QEIOOI\Z

B T
COME ONE COME gy
4 YACHAD & CHAVUURAHIE

L]
YACHAD are social Chavurahs are groups :
friend groups based of CBS families that °

on an activity you all
enjoy doing together.

socialize and celebrate | 4
Jewish life together.

sunpay | 12
am OCTOBER 23, 2022 Pm
* K * *

3433 Walters Avenue, Northbrook, IL 60062
847.498.4100 | www.bethshalomnb.org

SUE LAMPERT, MEMBERSHIP VICE PRESIDENT
MEMBERSHIPUP@BETHSHALOMNB.ORG
MICHAEL GARLIN, EXECUTIVE DIRECTOR

MGARLING@BETHSHALOMNB.ORG




Congregation Beth Shalom

POST-EVENT ASSESSMENT

The Post-Event Assessment is available online: linked here.

NAME OF PROGRAM

1. DID THE PROGRAM ATTRACT THE AUDIENCE YOU WANTED?

2. DID YOUR PROGRAM MEET YOUR INITIAL GOALS?

3. DID YOU PARTNER WITH ANOTHER SYNAGOGUE GROUP OR OUTSIDE GROUP?
IF SO, WHICH ONE(S)?

4. HOW MANY PEOPLE ATTENDED? WHAT WAS YOUR ATTENDANCE GOAL?

5. HOW DID YOU ACCOMPLISH YOUR ATTENDANCE GOAL? BE SPECIFIC.

6. WHERE WAS THE EVENT HELD AND WAS IT THE RIGHT CHOICE?

7. WHAT WAS THE PROJECTED VS. ACTUAL BUDGET? DID THE EVENT BRING
IN PROFIT? PLEASE SPECIFY.

8. THE PROGRAM SHOULD...
QContinue in present form
() Be modified
(O Be discontinued

9. WHAT WOULD YOU DO DIFFERENTLY?


https://congregationbethshalomnorthbrook.shulcloud.com/form/post-event-assessment.html
https://congregationbethshalomnorthbrook.shulcloud.com/form/post-event-assessment.html

