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Thank you for choosing to hold your event at Congregation Beth This booklet has been developed to help
make planning easier and answer some of your questionsalvdatilities. As you plan your event or celebration,
please keep in mind that the Temple is principally a ptheeorship, study, consolation and community. Your
event must be respectful of our sacred space and eth@isdhat may be taking place at that time in the building
We are here to help you in any way we can. Pleasd galliihave questions (847) 459-1677.

How to Reserve Temple Facilities

1. Call the Temple to determine if space is availabldemate of your event. Facilities are reserved for
congregation members on a first-come-first served b#sssmember of the Temple clergy plans to officiate at
your event, please arrange a mutually agreeable datenembeiore you reserve any space. Please remember,
however, that clergy availability does not guarantee spaxkabiity.

A final consideration is the observance of Shabbat and btieays. Because weddings may not be held during
Shabbat, and since the days are longer during the summercovemend checking with one of our clergy for help
selecting the time for a Saturday evening wedding. Weratsommend checking with a clergy member to make
sure a wedding date does not conflict with a Jewish holiday.

2. If space is available, a contract will be matiegou. Return the contract and your deposit as soon as
possible. Date(s) cannot be confirmed until a signatities contract is returned with the required depogibr

your own protection, we encourage you to wait until you hawgreed Temple rental contract confirming your use
of the facilities before you sign contracts with catgeréiorists, photographers, musicians, videographers, etc.

3. Advise caterers, musicians, photographers, videograptteeg other outside supplier to contact the Temple
for a use agreement. Every supplier must sign this agréemd provide proof of liability insurance and workers’
compensation before they are allowed to work in the Temph event is not considered confirmed until all
vendors fulfill the above requirement.

4. At least two weeks before your event, please catkethple office to set up an appointment to discuss all fin
details, including but not limited to, final number ofegts, table and chair layouts, and any special recaregdts
deliveries.

Who May Use Temple Facilities

MEMBERS

Temple facilities are available on a reserved basisambers in good standing and their immediate families.
“Good standing” means that dues and other fees arenturre

OUTSIDE GROUPS

Facilities are available for outside groups, such astabé#, educational, civic, social action, Jewish comnynit
and inter-faith organizations. Again, reservatiorstased on scheduling availability.

Congregation Beth Am reserves sole discretion to deny thefuts facilities to any group, regardless of prior
relationship with the Temple, or whether similar groupgehzeld events at the synagogue.




What Spaces Are Available

THE SANCTUARY

The Sanctuary is available for religious servicesclifele events, classes, lectures, and other appropriateseve
with a large anticipated audience. Use of the Sanctuast be approved by the Clergy, Administrator, and/or the
Board of Directors. Please note that food or beveragesatmllowed in the Sanctuary.

THE MULTI-PURPOSE ROOM

The Multi-Purpose Room may be set up as a lecture hadl abanquet facility. Occupancy is 125 people.
SOCIAL HALL

Occupancy is 300 people without a dance floor, 250 with aeddor. The Social Hall may be set up as a lecture
hall or as a banquet facility. As banquet spaceHtdecan hold approximately 300 people. A stage may be
brought in for use as a bandstand or for presentati@asds are prohibited from “warming up” until the
conclusion of Services and life cycle events.

Please note-The Social Hall is a very bright room durigjgiat hours and cannot be dimmed. If your event is
being held during daylight hours and you are showing a montagepifibther media please plan accordingly.
Please inquire at the time of rental about the avéthabf the Multi-Purpose Room for purposes of showing a
media presentation.

CLASSROOMS AND OOLAM space is also available.

EQUIPMENT AVAILABLE AT THE TEMPLE
* Thirty-two 8’ rectangular tables

*  25round tables 6’ tables (seating 10)

Chairs:
. 85 Brown metal folding chairs
. 1000 Blue cloth chairs (limited use only)

* 200 molded black plastic chairs

Please note: The Temple does not provide lineassgfare, dishes or utensils for any private funstion



OTHER EQUIPMENT
We have a variety of equipment available for partiesvents. This includes: PA system, tape recorder,i&ess
hearing devices for sanctuary use, coat racks, hangdgh éhairs, and miscellaneous serving pieces and trays.

TEMPLE EQUIPMENT MAY NOT BE REMOVED FROM THE BUILDI NG

Some Other Things You Need to Know About Planning Your Event

DECORUM

Please remember that this is a house of worship. YMeceyou and your guests to exercise good judgment in
behavior, language, dress, choice of entertainment aedgect the Temple’s expectation that your guests remain
in the area of your event.

SPECIAL NOTE: Out of respect for all events taking place in the cagagien, all cell phones and pag®&ST

be turned off.

FOOD

Food is required to be kosher style. The following dinds are to be observed: no biblically forbidden meats, fish
or poultry are allowed; no mixing of dairy & meat at aaine no foods containing lard or other biblically forbidden
foods may be brought into the synagogue. Please see thy ggliay in the back of this booklet for more details.
A list of accepted caterers and bakeries is includgobge 10 in this planning guide. Caterers who are not on the
list of accepted list of caterers must sign an agreetodntlow the congregation’s dietary policy prior to caigr

an event in the building. Please contact the administratar ¢opy of the agreement.

ALCOHOLIC BEVERAGES

Alcoholic beverages are allowed to be served in the congoedaii must be attended by a server that has a
certificate of insurance with Beth Am named as addél insured and Dram Insurance or is employed by an
approved caterer.

CATERERS

Please let your caterers know that they are responsibdéetring tables; leaving the facility neat and clead, a
disposing of refuse in plastic bags and depositing thetreiddmpster outside the Social Hall. If you have any
guestions, they may contact the Temple directly. ridageental trucks can only load and unload outside th#hno
entrance to the Social Hall. Caters must supply Cextéi of Insurance with Beth Am named as additional
Insured. If the caterer is serving alcohol, Dram Insurdmcequired.

SERVERS

If you are having an event at which your food is being deld/evehe temple but not “served” by a caterer (such as
an extended kiddush), please remember that you will neeers¢o set out your food and insure that your event is
successful. You may hire servers through Beth Am outironost catering services. To make arrangements to
hire Beth Am servers please call the temple office.

USE AGREEMENT, LIABILITY INSURANCE AND WORKER’'S COMP ENSATION

As noted earlier, please advise your caterer, photograpieographer, musicians, or entertainers that they must
sign and return a use agreement (contract), and providegdriaibility insurance and workers’ compensation at
least 30 days prior to the event. They must sign triseanent before they will be permitted to work in the
Temple.

DELIVERIES

Deliveries need to be arranged with the Temple in advhacause storage space at the Temple is limited. We
suggest that neither food nor equipment be delivered mangwo days prior to an event. Unfortunately, we
cannot be responsible for the security of food or egargnirhe Temple is open for deliveries 9:00 a.m. to 5:00 PM
Monday through Thursday, 9:00AM; until Noon on Friday



BUILDING HOURS

The temple office is open 9-5 on Monday, Tuesday, WednesadayT hursday and 9-3 Friday. Special weekend
events must end by 12:00 midnight on Saturdays, and 11:30PM onySunBatended hours will result in an
additional assessment.

SMOKING:
The Temple does not permit smoking anywhere in the building s pnemises.

FLOWERS, DECORATIONS AND CANDLES

Flowers and decorations are permitted as long as theyaimthe dignity of the Sanctuary and Social Hall. For
weddings, a chupah and tasteful floral arrangements eeptable.

Decorations may not be attached to the walls, ceilirfgroishings of any of the rooms. Keeping safety in mind,
decorations cannot obstruct any hallways or exits.

If you wish to use candles as table decorations, for sedagons only votive candles enclosed in glass globes are
allowed.

PARKING

Our parking lot has 176 parking spaces, which your guestsegréo use. Please do not use Wendy's parking lot
as towing is enforced. Access to the building is on teeezd@rance near the sanctuary. Please do not park in the
Grove Lot near the Jewel.

PHOTOGRAPHY

Life cycle events may be photographed, depending on the euemiease notify the Temple of your plans. For
B'nei Mitzvot, all still photography may be taken at Bém only during the following times:

Monday — 10:00AM — 8:00PM

Tuesday, Wednesday & Thursday — 10:00AM. — 3:00PM

Friday — 10:00AM. — 2:00PM

A photography appointment is available on Saturday at 8:3thdrate2:30 pm for an additional charge. Families
must be finished using the sanctuary by 45 minutes prior teethies (9:15am or 3:15pm)

You must make an appointment with the Beth Am office totieesanctuary. Please schedule your picture taking
at least one month before the date requested as théBethlendar is very full. For more information, refier
Beth Am’s Photographic Policy that is available in tleriple office.

VIDEOTAPING:

Videotaping of B’nei Mitzvah is limited to the rear bktsanctuary. Filming may take place during the service
only, not before or after, or during the Kiddush. (SeéBeh Photographic Policy for details.) There will be no
exceptions.

Because weddings are private ceremonies, limitations on phptogand videography are not as stringent. We
suggest that you discuss photography and videotaping with defgse making definite plans with your
photographer.

EVENT STAFF:

When there are multiple parties or large individual patti&sg place there will be an event person in the building
to assist you. This person will work closely with yaaterer to insure that proper procedures are being followed
with regard to room use, set up and clean up.

MAINTENANCE STAFF:

Our maintenance staff is here to help you make your evesnicasssful as possible. At least one member of the
staff will be in the building during your celebration.

Before the event, our staff will clean the room(s), sdabfes and chairs, accept deliveries, store equipmasht, a
adjust temperature and lighting. Should any maintemanablems arise, they are there to fix them.



SECURITY

Licensed and Bonded security personnel are required to be prethises for Bar/Bat Mitzvah parties. Security
Guard companies must be approved by the congregation. Pldabe cfiice for a current list of referrals.
Congregation Beth Am requires that a minimum of 2 sgcparsonnel be on hand for all parties.

EXPLANATION OF EVENTS -

45-minute Standard Kiddush Rental (250 and fewer guests) - $1.400

Includes:

Standard Kiddush set up in the Multi-Purpose Room (4 roundstabth chairs and 3 8'-tables for food)

Beth Am provides blue plastic table cloths, juice and challa

Pitchers and trays are available if families wisbriag things in ahead of time.

Maintenance staff will put out all food that is on traydeverages that are pre-poured. Maintenance willnadd@
coffee if a can of ground coffee is provided.

Security will stay until the end of your rental and is ncluded in the cost.

Rental takes place immediately following the serviceertal is separate from sharing family, sharing family
be provided with challah and juice in another space.

45-minute Standard Kiddush Rental (More than 250 guests) - $191D

Standard Kiddush set up in the Social Hall (7 round tabigsclhairs and 3 8'-tables for food)

Beth Am provides-blue plastic tablecloths, juice and challa

Maintenance staff will put out all food that is on traydeverages that are pre-poured. Maintenance willnadd@
coffee if a can of ground coffee is provided.

Security will stay until the end of your rental and iduaed in the cost.

Rental takes place immediately following the serviceerital is separate from sharing family, sharing family
be provided with challah and juice in another space.

Families are to provide

Food on trays

Additional beverages if desired

Paper goods: Cups, plates, napkins, cutlery if neededgstooatainers for leftovers.
Please make sure all items are clearly labeled witih game.

Not Allowed during this type of rental: Centerpieces, entertainment, caterers setting up andgéhe event, or

any food or beverage that needs to be put on trays or p&aeilies may come in ahead of time and use our trays
for their Kiddushbut the staff will not put out anything left uncut and not on trays.Maintenance staff will

begin to clean up at the end of the 45 minute period.

Rooms are availablen a first come first serve basis
It is possible foreachsharing family to rent a space but once again spacevgpd on a first come first serve
basis with number of guests also being a determiningrfaairties of 250 or over will be automatically placed in

the social hall

Any parties that are more elaborate require a longer rental peod (see below.)
Security is required for more extended events; arrangenmgs are to be made by the family.



Extended KiddushThis opportunity provides families (primarily those celeimg@Bar or Bat Mitzvah) an
opportunity to spend more time with family and frienaisrt the time allotted to the Community Kiddush that is
required and is served immediately following a B’nei Maita service. Families who avail themselves of this
opportunity often have out of town guests, a party irethening or on another day. The extended Kiddush begins
immediately following the service and is considered a t®ieaent. Serving staff, caterers and security must be
hired separately as they would be for any other prevegat at the temple. If you are interested in hiringessr
employed by the congregation, contact the temple office.l8igth of the Extended Kiddush is 2 hours. Your
caterers and/or servers are responsible for leaving theasatmvas found. There will be an hourly fee of $50.00
assessed for events that are completed after thegndesd end time.

** Please note that a Friday night extended Kiddush is onéahdours in length rather than 2 hours in length.

Luncheon-Luncheons are 3 hours in length and allow time for a plal, dancing or other forms of
entertainment. Luncheons begin immediately following the serand are considered a private event. Serving
staff, caterers and security must be hired separatelyey would be for any other private event at the tenipl
you are interested in hiring servers employed by the congragabntact the temple office. The length of the
Luncheon is 3 hours. Your caterers and/or servers are sisfgofor leaving the room as it was found.

There will be an hourly fee of $50.00 assessed for everitartnaompleted after their designated end time.

Dinner-Dinners are 5 hours in length and allow time for a plateal,rdancing, other forms of entertainment and a
social hour prior to serving dinner. Dinners begin immedidt#lowing the service and are considered a private
event. Serving staff, caterers and security must be begarately as they would be for any other private eatent
the temple. If you are interested in hiring servers empldyethe congregation, contact the temple office. The
length of a Dinner is 5 hours. Your caterers and or seiare responsible for leaving the room as it was found.
There will be an hourly fee of $50.00 assessed for everitartnaompleted after their designated end time.

If you have further questions about these events pleaktde to contact the temple office.



SCHEDULE OF FEES - (Fees subject to change)

Schedule of Fees

Event

Times

Member Fee

Shabbat Dinner

6:00pm-7:30pm

$200

Friday Night Extended Kiddush

1% hours following Friday Nigh
Worship Service

$200

Saturday Am -Standard Kiddush

45 Minutes Immediately fotigwi
service-using standard set up

$140-250 or fewer people
$190-251 or more people

Saturday Extended Kiddush 12:30pm-2:30pm $250
(each additional hour) $50
Luncheon 12:30pm-3:30pm $400
(each additional hour) $50
Dinner 6:30pm-11:30pm $600
(each additional hour) $50
Use of Library Up to 3 hours $50
(each additional hour) $10
Use of Classrooms Up to 3 hours $50
(each additional hour) $10

Use of Sanctuary

Fees are assessed based on typ
event. For more details contact the
temple office.

Friday Night Extended Kiddush

11/2 hours following Friday Nigh
Worship Service

t $200

Use of Temple Servers

$25 per hour
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CONGREGATION BETH AM
CONTRACT FOR USE OF BUILDING FACILITIES

Applicant

Address:

Telephone:

Type of Event: Date of Event:

Number of Persons Beginning hour: Badmg

Area of Congregation Beth Am to be used: Social Hall* P Rbom__  Oolam__ Other__

The social hall cannot be dimmed to show media. If you aregdoimontage or any other media presentation
please let your videographer know about the lighting. Use d¥lthi-purpose room is allowed depending on
availability. There will be an extra fee for an adulil set- up. Please let the office know ahead of timeythat
will be doing a media presentation

Other involved patrties:

Caterer Telephone
Party Planner Telephone
Entertainment Telephone
Florist Telephone
Photographer Telephone
Videographer Telephone
Security Telephone
Servers Telephone




In exchange for the fees listed, congregation Beth AmNe#tth McHenry Rd, Buffalo Grove, lllinois
agrees to permit the use of the above requested sp&eetimtes listed and for the purpose listed, under
the condition that the undersigned Applicant abidestbtmvith the policies of the congregation.

The Applicant agrees to accept full responsibility émsl or damage to Congregation Beth Am property
as well as loss or damage to persons or property whileeopremises or arising from or relating to their
conduct while on premises, and hereby agrees to indemnifycdehdhdrmless Congregation Beth Am ,
its officers, trustees and employees, from and agtiasgame and all claims, suits, costs and expenses
(including reasonable attorneys’ fees) arising there fmonelating thereto.

Fifty percent of the rental fee is to be included witis application. The balance and a $250 damage
deposit are due 30 days prior to the event. The deposhenilllly refundable only upon written notice of
cancellation of the event. Within six months, the deépesefundable if the facility is rented to someone
else.

Rental Fee $
50% Deposit Due with Contract $
Balance of Rental Fee Due $
Damage Deposit $250
Total Balance Due 30 days prior to Event $

Applicant’s Signature/Date

Agreed to By Congregation Beth Am/Date
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House Rules

Dear Family,

We are so pleased that you have decided to rent our raoiysur upcomingimcha. By now you will have

received a planning guide and have signed a contract witksygu plan your event, we want to remind you of the
following guidelines for your rental. Also enclosed is aeii Planner. Please fill this out and hand it in withr

final payment, 1 week prior to your event. If you shouldehany questions or concerns please let me know.

Q

Q

Congregation Beth Am requires that all vendors who ar&ing on the premises must provide a
Certificate of Insurance with Congregation Beth Am adras additional insured.
Congregation Beth Am requires that any alcoholic bevesagece be attended to by a server who has
a Certificate of Insurance and Liquor Liability insucanThis is insurance that is usually carried by the
caterer.
Both the social hall and the multipurpose room are equippédldior 20 amp circuits. If you are
providing special lighting, warming trays, and specialtyigepent such as popcorn makers, cotton
candy machines etc. please have your vendors phone in advaaaadce comprehensive guide to our
building. If we cannot meet the electrical needs of your ecerpnyour vendor will need to supply
additional electricity.
Congregation Beth Am requires security personnel atiatfgrfunctions. Families are responsible for
retaining that personnel and the personnel is subject to theeisamnance requirements that are applied
to all other vendors. We currently use Elite Schedulingi&efor our B’nei Mitzvah services. If you
would like their name and phone number we will provide it.
Set-up-The maintenance staff will set your party accorttiramy diagram that has been provided by
you or by your caterer. This set up must be provided to the ¢eahjdast 1 week prior to your event. If
you have any questions or concerns about your set up pleb8arc&@reenstein at the temple office.
Clean up-All rooms must be left clean after the event. ifi@ans:

o Rental linens should be removed from tables and bagged, egnipment boxed and stacked

neatly, garbage bagged and thrown away in the dumpsteid@otshe social hall).
o Rental equipment must be removed from all staging areas.
a Staging areas must be left clean with counters wipeahdberrowed items cleaned and
stacked up and, all sinks should be left free of clogs.

Congregation Beth Am reserves the right to apply any sgaeposit in order to clean up any space left
excessively dirty or to repair any damage to the space.

Once again, let me thank you for choosing Beth Am for goncha. Please make arrangements to meet with me or
to have your caterer meet with me at least one weektprimur event to go over all of the details. | look forward
to working with you to ensure that your day is special.

B'shalom

Ann Greenstein
Executive Director
Congregation Beth Am
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LIST OF APPROVED CATERERS AND SECURITY SERVICES-last revised 4/07
Please call the office for a more current list if necessiry.

Leonard’'s Bakery
847-564-4977

North Shore Bakery
773-262-0600

Shalom Bakery
847-808-9300

Tel Aviv Bakery
847-675-1005

Gitel's Kosher Bakery
773-262-3701

Hel's Kitchen
847-205-5125

Michael’'s Catering
847-966-8333

Pear Tree Catering
847-459-1100

Traveling Pasta Chef
847-438-8760

Decadent Desserts
847-331-3978

Lincolnshire Gourmet
847-793-8600
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Elite Scheduling Services-Mike Huston
EliteScheduling@aol.com
847-513-2075

Servers are available through the congregation.
Please call the Beth Am office to discuss fees.



BETH AM'S DIETARY POLICY — INTRODUCTION

The goal of the Kitchen Committee was to create &digolicy for the synagogue that would be theologically
coherent, practically feasible and acceptable to ougregants.

The following considerations guided us in our efforts:

1. Continue with Beth Am’s existing approach.

At Shabbat dinners, Onegs and Kiddishes, the following gangehkre currently observed: no biblically
forbidden meats, fish or poultry are allowed; no mixaiglairy and meat at a meal and no foods
containing lard or other biblically forbidden foods may be brougb the synagogue. Kosher bakeries
are recommended, in part, to support our local Jewish coityniosher certification (hekhsher) on
foods is not required.

2. Recognize that a traditional kosher kitchen would nokviar a majority of our congregants.

a) It is important that our congregants be able tohes®&eth Am kitchen. Most would not have the training
to be allowed into or use a kosher kitchen.

b) Many congregants will want to hold their simchasun synagogue. A kosher kitchen and kosher caterers
would render these events cost prohibitive for many ahthe

c¢) For congregants interested in serving a traditionallipdiomeal, a kosher caterer can still cater a complet
kosher meal in our synagogue without having to use or kashertcherki3. Acknowledge that kashrut is
important in Judaism and that one of the roles our synagogue plays pisita@ and educational center of
Reform Judaism is to teach us about kashrut and thenitedeeel of home observance up to each
individual. Standards for the synagogue and synagogue spoeserdd are defined by this policy.

BETH AM'S DIETARY POLICY

MEATS. FOWL AND FISH
Only biblically acceptable meat, fowl and fish that are w@mtially slaughtered may be served. They are:

Animals: cattle, sheep, goats and deer.

Fowl: chicken, turkey, ducks, geese and pigeons.

Fish: must have fins and scales; swordfish and sturgegoeamitted.

No veal. No foods that mimic non-kosher foods such as bag&sytbacon and imitation crabmeat.
No foods with lard as an ingredient.
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VEGETARIAN

A vegetarian option will be available at synagogue-sp@usoreals so that Jews with a traditional kosher
background as well as vegetarians can feel comfortabfgemith us. Congregants hosting their own functions
may also choose to offer a vegetarian alternativie.dtiggested that sugar-free pastries or fresh fruit be
available at all functions where baked goods are served.

MEAT AND DAIRY POLICY

1. Hors d’'oevres - Dairy appetizers may be served beforead meal. All serving platters and guest plates must
be completely removed from the area and bread orrfrade available before a meat meal can be served.
Meat appetizers may not be served before a dairy meal.

2. No mixing of dairy products and meat may occur during any eokios example, during a meat meal, no
butter, sour cream, heavy cream, milk or cheese magrved or incorporated as an ingredient. Non-dairy,
pareve substitutes are acceptable.

3. Dairy desserts may be served after a meat mealdeatihat a minimum of one hour passes from the time
all meat serving platters and guest plates have been eenfrmm the room to the time dairy dessert is
served. Note that coffee, sorbet, fruit, pareve baliedypareve desserts may be served immediately after a
meat meal.

PASSOVER
1. During Passover, Beth Am’s kitchen will be cleanednottz will be locked up and access to the kitchen
will be limited.
2. All food served at any synagogue event during Passoverconfstm to these standards:
a) All baked items must be Kosher L ‘Pesah.
b) No foods may contain any leaven.
c) Unless catered by a kosher caterer, PassoversSé€uhags and “coffees with baked goods and/or
fruit” will be the only kinds of food service during Passov
d) Disposable plates, glasses and tableware are to be usedarate set of serving utensils will be
used only for Passover and locked up the rest of the year.

GENERAL MATTERS

1. Non-kosher caterers are perfectly acceptable providiyg¢ieeive a copy of the “Beth Am Catering Policy”
and sign their agreement to follow it. The admintsteaoffice will maintain a list of recommended oaties
who have already done this and have experience followingdicy.

2. Home-cooked, home-baked and store-bought foods may be bnatagifte synagogue but they must meet
the requirements of this policy.

3. This policy applies to all activities held in the synagogiugponsored by the synagogue.

ECO-KOSHER AWARENESS
A key teaching of kashrut is the deep respect and appreciatissishould have towards all life. We are
asked to examine how our actions impact our lives, tles bf others and those of future generations. It is
recommended that our synagogue encourage studies and adtivitiese areas:

Recycling vs. using disposables and their effecte@anvironment.
Choosing to live a healthy lifestyle.
Foods that are harvested, raised or processed wmihtians of human or animal abuse. Foods that are

harvested, raised or processed in ways that lead taidepd resources or degradation of the environment.
Technology issues such as genetic engineeringaiticad pesticide use, etc. and their impact on healthrendrtvironment.

wnN P
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