
Example: Table Host Instructions

How to be a successful Table Host 

PRE-EVENT 

• Prayerfully consider who to invite. Personally invite adult friends who would enjoy sharing 
a complimentary meal with you and who will appreciate hearing more about a cause you 
believe in. 

• Make the invite. Once you decide who to invite to the event, connect with that person. 
Talking in person is strongly suggested, but email and phone conversations work too. Your 
table includes 10 seats for you and your guests. If you require more tables, please let us 
know as soon as possible so we can accommodate. 

• Register your guests by October 1. There are two ways you can register your guests:  
1. Go to your personal, online Guest List Manager and add or change information as you 

receive it. (Check your inbox for the link; it is within an email titled “Table Host 
Instructions.”) A confirmation email will be sent automatically to your guest upon 
registration with all the necessary event information. 

2. Mail a printed guest list with names and contact information to our Event Coordinator, 
Patricia Planner, 123 Main St., Anywhere, ST 12345. 

Note: Due to the high number of guests, we strongly discourage phoning in information to avoid 
any confusion.  

• Confirm with Guests. Within the week prior to the event, connect with your guests via phone 
or email, confirm they are coming, and be available to answer any questions they may have.  

• Keep your guest list up-to-date. In the event that a guest needs to cancel or add someone 
to the table, our online Guest List Manager makes it easy for you to update your table 
information. Keeping this list up-to-date helps us have an accurate count of all guests and 
allows you to see who will be at your table and/or make changes as needed.  

DAY OF: BEFORE DINNER  

• Greet your guests. Arrive at 6:20 so we can check you in, pray with you and guide you 
through the night’s agenda. Registration opens at 6:30. We ask that you are at your assigned 
table at that time to welcome your guests and make introductions. 

• Keep the conversation flowing. As Table Host, you are the connection most of the people 
at your table have. Ask questions to spark conversations to keep people engaged.  

DURING DINNER  

• Collect envelopes and return them to our staff. A fundraising appeal will be given during 
the program and each place setting will have a pledge card. At the end of the banquet, collect 
pledge cards and place them in the envelope provided. Return this envelope to the ministry 
table located in the back of the banquet hall. 

We look forward to sharing our mission and vision to all our current and potential partners.  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