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Introduction 

INTRODUCTION 

Purpose  

This Riderwood Jewish Community (RJC) Operations Handbook defines the mission, duties and 

responsibilities of:  

• Each of the governing boards enumerated in the Bylaws of the RJC; 

• Each of the elected officers enumerated in the Bylaws of the RJC; and 

• Each of the standing committees and their chairs/coordinators appointed by the 

President/Co-president of the RJC, in accordance with the Bylaws of the RJC. Other 

committees, standing or ad hoc, may be appointed or discharged by the President/Co-

president, as needed.  

Maintenance   

Though the task may be delegated by the President/Co-president of the RJC, the President/Co-

president is responsible for updating this handbook. The Communications Coordinator is 

responsible for posting a current version on the RJC website and arranging for all members of 

the General Board of Directors to have a 3-ring binder containing the Operations Handbook, the 

RJC Constitution and the RJC Bylaws.  

Relationship to other Important RJC Documents 

This Operations Handbook supplements the Constitution and the Bylaws and is purposely 

devised as a separate document that can be easily updated to reflect operational changes, thus 

avoiding the complex process involved with amending the Constitution and the Bylaws. 

Formal Adoption 

The Operations Handbook must be ratified by the General Board of Directors. Each page of the 

Handbook should reflect the date of ratification.   

 

GOVERNANCE AND GOVERNING BOARDS 

Governing responsibility for the RJC rests with two governing bodies: the Executive Board, 

comprised of elected officers, and the General Board of Directors, appointed by the 

President/Co-president.  

Executive Board 

The Bylaws of the RJC define the elected leadership as consisting of: a President or Co-

presidents; a Vice President; Financial Officer; Treasurer; and Recording Secretary. According 

to the Bylaws, officers are elected by those attending the Annual General Membership meeting to 

serve two-year, staggered terms.  The Annual General Membership meeting is held on the 

second Monday in December. In addition, the Immediate Past President serves on the Executive 

Board as an ex-officio member. An officer may be elected to a second two-year term if no other 

candidate for the position has agreed to serve. If an office becomes vacant and is filled by 

appointment, the appointment is for the balance of the term, regardless of the time left on that 

term. At the end of that term, the appointed officer may be elected to a full term.  
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Introduction 

The Executive Board is not required to meet on a regular or periodic basis, but it has the overall 

responsibility for RJC activities and actions. While it is the President/Co-president who has the 

responsibility for appointing committee chairs/coordinators and ad hoc committees, members of 

the Executive Board are expected to offer advice and consent regarding the selection of the 

committee chairs/coordinators and the need for ad hoc or task-related committees. An ad hoc 

committee may be appointed to develop a mechanism to survey members about their interests, 

skills, and preferences to aid in membership engagement and leadership development.   An ad 

hoc committee may be appointed to conduct a search for a rabbi or cantor or to consider a new 

General Board of Directors function. The Executive Board also serves as an interim decision-

making body between meetings of the General Board of Directors.  

The President/Co-president or a member of the Executive Board is expected to participate in new 

member welcoming dinners, as arranged by the chair of that committee (see New Member 

Welcoming Committee section). 

General Board of Directors 

The General Board of Directors, referred to in this document as “the General Board or the 

Board,” is the primary decision-making and action body of the RJC. As established by the 

Bylaws, the composition consists of the Executive Board and all of the appointed committee 

chairs/co-chairs/coordinators. However, though an individual might lead more than one 

committee, that individual has only one vote. While the chairs of committees (or coordinators) 

may appoint subcommittees, only the chair(s)/coordinators are voting members of the General 

Board. Reports on subcommittee activities may be included in the chair/coordinator’s report or 

be given by a member of the subcommittee.  

The General Board meets once a month on the first Tuesday of the month at 10:00 a.m. in the 

space assigned to the RJC by Riderwood’s Community Resources Department or in a virtual 

format such as Zoom.  The General Board may meet at other times, as well, if the President/Co-

president deems it necessary.   

All members of the General Board are expected to attend monthly meetings and to report on their 

committee’s deliberations and activities. The President/Co-president may grant an exception as 

appropriate to the circumstance as long as the committee’s report is communicated to the board.   

Some members of the General Board are designated as Coordinators while others are designated 

Committee Chair/Co-chairs.  Coordinators generally act alone or with others to carry out tasks. It 

is desirable that all committees have three or more members.   
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Elected Officers 

ELECTED OFFICERS 
The elected officers of the RJC are discussed in the order in which they appear in the Bylaws. 

The mission and duties of each office are stated here.  

President/Co-president 

Mission 
To provide leadership and direction, and to oversee the activities of the Riderwood Jewish 

Community.  This President’s position may be filled with either a single person serving as 

president or two people serving together as co-presidents.  Throughout the rest of this document, 

we will refer to this position as “the president” which encompasses both a singular president and 

two co-presidents when they are serving together. 

Duties 

1. Prepare agenda and conduct Executive, General Board, and Annual General Membership 

meetings. 

2. Ensure that tasks and activities are coordinated among all RJC committees and are being 

carried out appropriately.  The President and Vice President will hold liaison positions with 

committees to facilitate coordination.  Designation of the liaisons will occur soon after the 

beginning of each program year and may be changed at any time upon mutual agreement.  

Committee chairs will be notified about this arrangement.   

3. Annual General Membership meeting: This meeting is to be held in December, usually on 

the second Monday at 10:00 a.m. Specific duties associated with this meeting may be 

delegated: 

a. By September, select the exact meeting date so that the appropriate space can be reserved 

through the Riderwood Catering Department and ensure that the request for refreshments 

is posted on the Department’s calendar.  

b. Remind specific board members at the November board meeting that they will be 

expected to give a brief report about the year’s activities at the Annual General 

Membership meeting. 

c. Ensure that the November and December issues of the BULLETIN include information 

about the Annual General Membership meeting purpose, date/time and agenda. 

d. Agenda: Standard agenda items include: reading minutes from the previous year’s annual 

meeting and taking a voice vote to indicate approval; presentation of reports by the 

Financial Officer and selected committee chairs or coordinators, including Membership 

Records Coordinator; presentation of the report from the Nominating Committee and 

facilitation of any discussion prior to taking a voice vote on the proposed slate of officers; 

consideration of any proposed changes to the Bylaws or Constitution; and presentation of 

other new business. The meeting usually runs for 60 minutes.  Additional time is 

scheduled for refreshments and socializing both before and after the meeting.  
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Elected Officers 

4. Monthly Board Meeting agenda items: Consideration of the previous month’s minutes with a 

voice vote to indicate approval; any written or verbal reports from officers, but always the 

Financial Officer; written and/or verbal reports from committee chairs, including ad hoc 

committees; consideration of any proposed changes to the slate of officers, the Bylaws or 

Constitution; and other new business. The meeting usually runs for 90 minutes. Unless 

indicated by the presiding President, all votes will be voice votes.   

5. Ensure that a yearly schedule of recurring RJC events and Jewish holiday observances is 

prepared and that dates/places for space and meals are secured by the appropriate committee 

chairs. 

6. Inform Community Resources, Catering, Pastoral Ministries and other pertinent Riderwood 

departments of contact information (phone and email addresses) of current Board members, 

including committee chairs/coordinators.  

7. Appoint committee chairs/coordinators and ensure that those individuals are briefed about 

their roles and responsibilities, and have a current copy of the Operations Handbook, Bylaws 

and the Constitution. In the event that Executive Board members and committee 

chairs/coordinators become unable to fulfill their roles and responsibilities, the President has 

the authority to replace those individuals by appointment. 

8. Establish an ad hoc committee to create a New Member Welcome Shabbat service, typically 

held annually in early summer, for the purpose of welcoming as a group all the new Jewish 

residents who moved to Riderwood in the past year. This committee shall include 

chairs/coordinators or representatives from the New Member Welcome Committee, the 

Publicity Committee, the Ritual Committee, and the Oneg Shabbat Refreshment Committee. 

9. Establish additional ad hoc committees as necessary. 

10. The President is an ex-officio member of all committees and may attend and participate in all 

committee meetings. 

11. Appoint a chair to the Nominating Committee.  The chair may serve year-round but must be 

appointed no later than July of the calendar year of the December Annual General 

Membership meeting. The committee shall have no fewer than three RJC members. On a 

date no later than the November General Board meeting, the committee should present the 

names of nominees to fill vacancies of officers who will be completing their two-year terms. 

12. Ensure that the Treasurer and the Financial Officer fulfill their fiduciary obligations.  When a 

new Treasurer is elected or selected, the President or one Co-president must: 

a. Provide the bank with documentation about the change in Treasurer, including minutes of 

the meeting at which the new Treasurer was confirmed, as well as letters signed by the 

former Treasurer, the former President or one former Co-president, the new Treasurer 

and the new President or Co-president.  This process will enable the Treasurer to be an 

authorized signatory on both the checking and money market accounts. 

b. Ensure that the name attached to the debit card reflects the new Treasurer. 

13. At least one person serving as President should be signatory on the RJC accounts in the event 

that the Treasurer is unable to perform his/her duties. 

14. Ensure that members are informed about opportunities to become engaged in RJC activities. 

15. Orient new Executive Board and General Board members, as needed. 



Riderwood Jewish Community  Operations Handbook 

 

 

Revised (last saved): June 16, 2021 • Page 7 of 75 • File: RJC Ops Handbook – July 2021 Final Version 

Elected Officers 

16. Ensure that original operating documents are properly stored and maintained in a mobile file 

box in the Archives. 

17. Acknowledge donations of $250 or more on RJC letterhead in wording that satisfies IRS 

requirements. 

18. Periodically review basic governing documents and work with relevant officers and 

committee chairs/coordinators to craft appropriate language changes for presentation to the 

General Board for their approval.  Changes in the Bylaws and Constitution must be ratified 

by the general membership either at the Annual General Membership meeting or in a Special 

Membership meeting subject to the rules for notice.  

Vice President 

Mission  
To assist the President in managing RJC activities, to chair a committee if necessary, and to 

assume all functions of the President in the event of absence or inability to perform the duties of 

President.  

Duties 

1. In the absence of the President, conduct meetings and all other functions of the President. 

2. Serve as chair of a standing or ad hoc committee, as needed. 

3. Serve as liaison to a committee as requested by the President. 

Financial Officer 

Mission    
To oversee and manage the financial affairs of the RJC, including tracking federal and state tax 

and organizational filings; and maintaining all records pertaining to the organization’s non-profit 

status and federal and state tax filings.  

Duties 

1. Maintain and present on demand statements of accounts: 

a. Monthly balance sheets 

b. Monthly Income and Expense reports, including Monthly Variances 

c. Year-to-date Income and Expense reports, including Year-to-date Variances 

2. Maintain copies of original documents pertaining to the organization’s status (incorporation, 

non-profit, other certifications, tax filings, and EIN number). 

3. Coordinate with the Treasurer at least monthly and, based on current information, prepare 

and present written monthly status reports to the General Board. 

4. Serve as chair of the Finance Committee, if such a committee is formed.   

5. The Financial Officer may not be a signatory on the RJC checking or money market 

accounts. 
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Elected Officers 

6. Oversee the development of the annual budget to be presented to the General Board no later 

than the November meeting so that changes can be made. The final budget must be ready for 

ratification by the members at the Annual General Membership meeting in December. 

7. Monitor the annual budget, monthly revenue and expense budget variances, and year-to-date 

revenue and expense budget variances.  Monthly, inform the General Board of any 

significant revenue or expense budget variances that could impact the year-end budget result. 

8. Prepare annual filings and ancillary reports required by federal and state tax agencies. 

9. Prepare and send 1099s for contractors in the first quarter of the year to enable contractors to 

file their taxes in a timely manner. 

Treasurer 

Mission    
To manage daily financial tasks such as depositing checks and paying bills. 

Duties 

1. The Treasurer is the primary signatory on the RJC checking and money market accounts. The 

President or a Co-president will be a signatory on the accounts. 

2. Maintain a debit card and a password to facilitate online banking. The password will be 

shared with the Financial Officer and the President or the Co-president, who is the other 

signatory.  The debit card password is also shared with the BULLETIN Editor/Co-editor to 

enable payment each month to the BULLETIN printing contractor. 

3. Record the source and track the amounts for all incoming and outgoing transactions, 

including General and Special/Restricted Fund donations.   

4. Provide financial information to the Financial Officer, Membership Records Coordinator and 

the Resource Development Committee Chair(s) as needed, to ensure they can fulfill their 

assigned duties. 

5. Deposit checks. 

6. Pay for goods and services approved in the annual budget; maintain receipts, invoices and 

other records.  

7. Collaborate with the Membership Records Coordinator on preparation of the annual letters 

documenting, for tax purposes, the funds each member donated to the RJC. 

8. All committee chairs/coordinators are responsible for submitting receipts for reimbursement. 

The Treasurer may not reimburse a committee chair/coordinator or member unless a 

receipt is submitted. In the event of a dispute or question about the nature of the receipt, the 

Treasurer should inform the President prior to paying the bill. 

9.  A co-signature on a check by the President is not required unless the Treasurer determines 

that the amount requested exceeds or is in some way inconsistent with RJC’s approved 

annual budget. 

10. Serve on the Finance Committee, in the event that one is formed, and participate in 

developing and monitoring the annual budget. 

 



Riderwood Jewish Community  Operations Handbook 

 

 

Revised (last saved): June 16, 2021 • Page 9 of 75 • File: RJC Ops Handbook – July 2021 Final Version 

Elected Officers 

Recording Secretary 

Mission  
To accurately produce a record of discussions and decisions at all board and general membership 

meetings of the RJC.  These meetings are Executive Board meetings, General Board meetings, 

and the Annual General Membership meeting. 

Duties 

1. Take written notes at all board and general membership meetings and produce minutes that 

are distributed electronically to members of the Executive and General Board. 

2. Make corrections as necessary and send corrected minutes prior to Executive Board and 

General Board members prior to approval by the General Board. 

3. Be prepared to read aloud some or all of the minutes at any official meeting. 

4. Be prepared to read aloud the summary of the previous Annual General Membership meeting 

at the December meeting. 

Immediate Past President 

Mission  
To offer perspective and guidance to the incoming President and General Board members. 

Duties 
1. Undertake special tasks or projects to support the welfare of the organization. 

 

2. The Immediate Past President may serve as ex-officio on any committee, including the 

Nominating Committee.  
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 Archives Coordinator 

 

APPOINTED COMMITTEE CHAIRS/COORDINATORS:  
GENERAL BOARD MEMBERS 

 

Framework 
The members of the General Board should endeavor to achieve a high level of coordination 

among committees to reduce duplication of effort and ensure that services, programs and events 

run as smoothly as possible. Regardless of title, all committee chairs/coordinators should engage 

in information sharing and transparency to support the work of the General Board as a whole.  

 

Archives Coordinator 

Mission   
To maintain all written, digital (DVDs) and visual materials of the RJC. 

Duties 

1. Maintain the RJC Archives in Madison Green Storage Room #17, Terrace Level, Bin # MG 

620, and keep a copy of the key for the lock. A second key should be given to the President. 

Riderwood requires that a storage bin be rented by a resident, rather than an organization. 

Therefore, the storage bin is rented by an RJC member and the annual cost of this storage bin 

is reimbursable in full to that RJC member by the Treasurer.  The cost of renting the bin 

should be reflected in the RJC’s annual budget. The person actually paying for the bin is 

responsible for requesting reimbursement each year from the Treasurer.  

2. While other materials may be stored in the storage bin, at a minimum, the unit will house a 

mobile file box with original organizational documents; paper minutes of all RJC Executive 

Board, General Board and Annual General Membership meetings; and copies of the RJC 

BULLETIN.  

3. The Archives Coordinator will maintain a list of donated books and DVDs.  These books and 

DVDs can be stored in the storage bin, an apartment or a campus library.  Publicity posters 

are not maintained in the Archives. 
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 Art Committee 
 

Art Committee 

Mission  
To organize and mount exhibits of Jewish ritual objects and other materials that educate and 

inform the Riderwood community about Jewish holidays or any other aspect of Judaism.  

Duties 

1. Form a committee comprised of at least three members with an interest in art or designing 

exhibits to carry out the duties outlined below.   

4. Maintain the collection of purchased and donated materials in both storage places: the Town 

Center Art Studio cabinet #4, and in the Madison Green Storage Room #16, Terrace Level, 

Bin # MG 603. The Chair shall keep a copy of the keys for both locks. A second set of keys 

will be held by the Ritual Committee’s Sukkah Subcommittee Coordinator. Riderwood 

requires that a storage bin be rented by a resident, rather than an organization. Therefore, the 

storage bin is rented by an RJC member and the annual cost of this storage bin is 

reimbursable in full to that RJC member by the Treasurer.  The cost of renting the bin should 

be reflected in the RJC’s annual budget. The person actually paying for the bin is responsible 

for requesting reimbursement each year from the Treasurer.  

2. Therefore, the cost of the storage bin that is rented by an RJC member is reimbursable in full 

to that member upon request to the Treasurer and should be reflected in the annual budget. 

The person actually paying for the unit is responsible for requesting annual reimbursement 

from the Treasurer. 

3. In January, arrange with the Riderwood resident who is assigned by Pastoral Ministries to 

coordinate the schedule for use of the display cases in the Chapel lobby. Time slots will be 

needed for four exhibits in connection with: the High Holy Days/Sukkot; Chanukah; 

Passover; and Shabbat/Shavuot. Materials to be exhibited can be drawn from items in the 

RJC collection or those on temporary loan from RJC members. The key to the Chapel display 

case is on the same ring as those for the storage bins.    

4. In January, arrange with the appropriate Riderwood Community Resources Coordinator to 

schedule exhibit space in the Art Studios in Town Center, Montgomery Station and Village 

Square for the annual Chanukah exhibit.  

5. The Chair is authorized to arrange for the loan of display aids from Riderwood Community 

Resources or to purchase such aids as are necessary for an appropriate display.   

6. Sukkah: The Art Committee Chair/Co-chair is responsible for decorating the sukkah. Duties 

include: coordinating the timing of the decoration with the Ritual Committee’s Sukkah 

Subcommittee Chair at least 30 days prior to the beginning of Sukkot. 

a. Members of the committee should examine the decorative materials from the previous 

year to determine whether they can be reused or if new materials need to be purchased at 

a store such as Michael’s or Joanne’s. Both the Art Committee Chair and the Sukkah 

Subcommittee Chair have keys to the Madison Green storage unit.  

b. The Art Committee Chair should appoint four to seven residents to decorate the sukkah 

prior to the start of Sukkot and to take down, clean and store decorative materials at the 
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 Art Committee 
 

end of Sukkot. The goal is to preserve as much of the decorating material as possible, 

while not compromising the appearance of the decorations.  

c. The Chair should annually request funds to replace damaged decorative materials. If the 

etrog and the lulav are to be purchased, the cost is part of the Ritual Committee budget.  

7. The Chair is responsible for submitting an annual budget request to the Financial Officer. 
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Audio/Visual (A/V) Technology Committee 

Mission  
To have primary responsibility for technical support, including audio-visual and computer-based 

technology, for RJC services and events in Riderwood venues, both live and recorded. The 

committee will be the primary link between RJC committees producing events and the 

Riderwood staff, especially those in the Riderwood Television Studio. Additionally, the 

committee will work with the Riderwood departments involved with maintaining the technical 

equipment used by residents in campus activities. 

Duties 

1. The Chair will represent the RJC in advising Riderwood staff about A/V and computer-based 

technology requirements for RJC activities. 

2. The Chair shall form a committee of RJC members in sufficient numbers to ensure that the 

mission and tasks of the committee can be met. 

3. The Chair shall provide or arrange for initial and ongoing technical training to enable 

committee members to operate the audio-visual equipment and computer equipment needed 

for use in the preparation and presentation of RJC-sponsored productions and events.  

4. The Committee will work collaboratively with the Riderwood departments involved in the 

scheduling and set up of performance venues and the maintenance and replacements of 

Riderwood-provided equipment to ensure the technical support of RJC programs  

5. The Committee will support RJC-sponsored activities by providing technical assistance in 

the planning and staging of their events including informing planners of the capabilities and 

limitations of the A/V and computer equipment available to them, assisting as needed in 

production planning, and operating equipment during programs.  

6. The Committee will provide RJC members who are planning programs with basic skills 

training in: the use of microphones including battery or power requirements; the 

amplification systems used in classrooms and meeting rooms; and trouble-shooting common 

problems. 

7. The Committee specifically affirms that in carrying out its duties, it is responsible for using 

all technical resources available to it that support communications for residents having 

special hearing, vision and/or mobility requirements. 
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 Book of Remembrance Committee 

 

Book of Remembrance Committee 

Mission  
To create, produce and distribute an annual Book of Remembrance. The Book of Remembrance 

serves multiple purposes: to raise funds for RJC activities through donations to memorialize 

loved ones; and to provide a document that includes prayers and readings suitable for memorial 

services on Yom Kippur and other yizkor services throughout the year.  

Duties 

1. This committee is organized in three parts: 1) Book of Remembrance Production Coordinator 

(PC), Book of Remembrance Data Coordinator (DC), and the four Neighborhood Team 

Members (NTMs) who assist the DC with placing donation forms in cubbies, collecting 

donations, calling members who contributed in the previous year but not yet in the current 

year, and distributing the labeled Book of Remembrance to the cubbies of contributors.   

2. The PC Coordinator is responsible for annually reviewing and updating the Book of 

Remembrance. Selection of new material shall be done in consultation with the rabbi and the 

Ritual Committee. However, the PC Coordinator has the final say about the contents. 

3. The DC Coordinator, at least two months prior to Yom Kippur will: 

a. Obtain a current Master RJC Membership List from the Membership Records 

Coordinator. 

b. Insert a new column and, using the previous year’s Book of Remembrance, mark each 

member who donated. 

c. Sort the list based on that inserted column. 

d. Annually update the form requesting donations. 

e. Create labeled, individualized forms for each household that contributed the previous 

year, showing the memorialized names. 

f. Print alphabetized lists (name, apartment, phone) of each household that contributed in 

the past year, by neighborhood.  

g. Create labeled blank forms for each household that did NOT contribute in the previous 

year. 

h. Distribute lists and all labeled forms, by neighborhood, to the NTMs.  

i. Send via US mail:  1) personalized forms to non-residents who contributed in the 

previous year and with a self-addressed envelope; and 2) a cover letter and form to the 

next-of-kin of residents who contributed the previous year but have since passed away. 

j. Receive completed forms and checks. 

k. Track the donations in the Master Donation spreadsheet and Master Book of 

Remembrance spreadsheet with amount donated and memorialized names for each 

contributor. 

l. Transmit the checks to the Treasurer. 
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 Book of Remembrance Committee 

 

m. Update the previous year’s file, based on returned forms. 

n. Email the final spreadsheet to the PC, and either mail or arrange for pickup of all forms 

for inclusion in the Book of Remembrance. 

o. After the PC reviews and proofs the material, the DC makes corrections on a spreadsheet 

that will be used as the basis for the following year.  

4. The Neighborhood Team Members (NTMs): 

a. Place the labeled forms in the cubbies of all RJC members at least two months prior to 

Yom Kippur. The form currently requests a donation of at least $10 per name for 

inclusion in the Book of Remembrance. 

b. Members donating are instructed to return their form and checks by the deadline to their 

NTM. 

c. Upon receipt of checks, the NTMs check off the names of contributors on their 

neighborhood-based list, and, on a regular basis, return forms and checks to the DC. 

d. About 10 days prior to the deadline, NTMs call every member on their list who has not 

yet contributed, reminding them of the deadline, inquiring about their intent to contribute; 

and, if necessary, arranges to pick up the form and check. 

5. Production and distribution are collaborative processes among the three parts of the team. 

a. PC is responsible for arranging for reproduction of the Book of Remembrance using the 

Erickson account with FedEx. 

b. PC reviews proof copy from FedEx and authorizes the final print run.  

c. The number of books printed should consider: 

i. The number of household and non-resident contributors. 

ii. The distribution history, which includes RJC member households, family members 

and guests attending Yom Kippur services, copies for the New Member Welcoming 

Committee, and anticipated extras for services other than Yom Kippur. 

d. When printed, the DC receives the copies for distribution as follows: 

i. Books for Riderwood contributors are labeled and delivered to cubbies by NTMs. 

ii. Books for non-resident contributors are mailed. 

iii. Extra copies are apportioned between the New Member Welcoming Committee Chair 

and the Ritual Committee Chair. 

6. The PC is responsible for submitting an annual budget request for duplication and postage 

expenses to the Financial Officer.   
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BULLETIN Committee 

Mission   
To inform the Riderwood Jewish Community (RJC), as well as interested members of 

Riderwood staff, of upcoming religious services, programs and other items of general interest 

such as new members, members’ deaths, donations to the RJC, and other noteworthy items.   

Overview   

The RJC BULLETIN is the official monthly publication (12 per year) of the RJC.  It is distributed 

both in print form and electronically. It provides our community with information regarding RJC 

religious, entertainment, education, and social programs and events.  The BULLETIN is a venue 

to welcome new members, note members’ deaths, and recognize donations made in honor and in 

memory of community members and their families and friends.  The RJC BULLETIN also 

publishes, subject to review, articles by fellow RJC members. The BULLETIN works hand-in-

hand with the Calendar Committee as well as the Distribution Subcommittee.  

Distribution Subcommittee: The Distribution Subcommittee delivers BULLETIN print copies 

approximately five days prior to the start of the month.  The Distribution Chair receives the print 

copies of the BULLETIN from the printing contractor and affixes the preprinted labels that are 

supplied by the Membership Records Coordinator.  The Distribution Chair works with a 

distribution team that delivers the print BULLETINS to RJC residents, the RJC Archivist, the 

Riderwood Sales office, the Riderwood Pastoral Ministries office and Arbor Ridge staff.   

See Appendix VI for a detailed BULLETIN Operations Guide, including a work process flow 

chart, and tasks accomplished by various committees and committee members. The Operations 

Guide also includes format, style and printing guidelines.  
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Calendar Committee 

Mission 

To obtain information about RJC programs, events and religious services in order to create a 

monthly calendar.  This calendar is submitted to both the RJC BULLETIN Editor(s) and the 

Community Resource Manager for the Riderwood Reporter. 

Duties 

1. The Calendar Chair(s) is responsible for creating and submitting to BULLETIN Editor(s), by 

the 15th of each preceding month, a formatted document that includes the dates, times, titles, 

speakers and locations of all programs and services. This Calendar will be compared with the 

articles in the BULLETIN and cross-proofread for accuracy and format consistency.   

2. The Calendar Chair(s) also submits the Calendar to Riderwood's Community Resource 

Manager. 
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Communications Coordinator 

Mission/Responsibilities  
The Communications Coordinator has a wide-ranging set of responsibilities. These include: 

Serve as Webmaster for the RJC website on Riderwoodlife.org which includes posting the RJC 

General Board of Directors list (without contact information) as well as the current RJC 

Constitution and Bylaws.  Annually revise the Book of Remembrance (see that section).  

Coordinate with committees to ensure that they have materials such as RJC brochures and note 

cards.  Electronically maintain copies of minutes, the BULLETIN and the current RJC 

Constitution and Bylaws. Duplicate basic governing documents for members of the Board. 

The Communications Coordinator will submit receipts for reimbursement for any out-of-pocket 

costs and collaborate with the Resource Development Committee to determine a budget request 

for submission to the Financial Officer.     

Webmaster Role and Duties 

The Webmaster must be able to use WordPress or to be willing to learn how to use it. If no such 

person is available within the RJC community, the General Board can consider paying for this 

service. 

1. Update the RJC web page of the RiderwoodLife.org website monthly, in conjunction with 

receipt of the electronic version of the RJC BULLETIN. Other information, such as a list of 

members of the General Board, photos of events, and announcements can be posted. 

2. Decide on text and visual elements to make the site visually interesting. 

3. The Coordinator will liaison, as necessary, with the RiderwoodLife.org webmaster.    

General Role and Duties 

The Communication Coordinator will ensure that all members of the General Board receive a 3-

ring binder with current Bylaws, the Constitution and the Operations Handbook. These 

documents will also be maintained on the RJC website. 

1. Note cards: A Resource Development Chair is responsible for monitoring the stock of note 

cards on hand and requesting additional note cards from the Communications Coordinator. 

Similarly, if other committees require cards or the duplication of documents, the 

chairs/coordinators are responsible for notifying the Communications Coordinator about their 

requirements. 

2. RJC brochure:  The Communications Coordinator is responsible for leading a team of 

members to produce an RJC brochure describing the services, activities and events sponsored 

by the RJC.  Supplies of this brochure are needed to provide to: 

a. the Riderwood Sales office  

b. the Riderwood Pastoral Ministries office 

c. distribution at Riderwood and RJC events such as RJC Presents, and Riderwood 

Opportunity Fairs 
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d. the New Member Welcoming Committee. The Chair of the New Member Welcoming 

Committee is responsible for alerting the Communications Coordinator when it is time to 

replenish its stock of these brochures.  

3. The Communications Coordinator will ensure that members of the General Board receive 

electronic copies of current contact information for the Executive Board, committee 

chairs/coordinators and active clergy.  A version without contact information will be placed 

on the RJC website. 

4. Book of Remembrance: The Communication Coordinator plays a key role in annually 

producing this document. See the Book of Remembrance for more information about duties 

and budget responsibility.  
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Education Committee 

Mission   
To organize, at a minimum, twice monthly mid-week programs designed to educate participants 

about topics of Jewish content. Sessions may be planned as multi-part courses or single session 

events and may be live or in a media format.  The Education Committee may also select and 

arrange for movies, documentaries and other educational programming to be shown on 

Riderwood TV.  The committee may elect to 1) work with clergy to provide additional 

educational programs and 2) notify members about off-site educational offerings of potential 

interest via RJCFLASH and the BULLETIN. 

Duties 

1. The Chair will form a committee comprised of at least three members. Members should 

include: people with a background relevant to presenting Jewish education, and people who 

are familiar with local resources.  

2. By November, the Chair should confirm the availability of a classroom suitable for two 

monthly hour-long programs through the Riderwood Community Resources department.  

Ideally, the scheduled time and space should be consistent (such as the second Tuesday and 

the fourth Thursday from 1:00 to 2:00 p.m.). However, the Chair has the authority to adjust 

the space and time according to availability of a prospective speaker or other factors.   

3. Ensure that the Publicity Committee Coordinator has program information to produce a 

poster at least one month in advance of the program.  The Publicity Coordinator is 

responsible for delivering the poster to Riderwood Community Resources.  

4. By the monthly deadline, notify the BULLETIN Editor(s) and the Calendar team about all 

planned programs. 

5. The Chair will provide a monthly report to the General Board.    

6. The Chair and the RJC Presents Chair should coordinate program planning.  

7. The Chair is responsible for ensuring that arrangements with speakers or media-based 

resources are made and that all receipts for payment are provided to the Treasurer.  

8. When booking for the room(s) is known, contact Riderwood Housekeeping to register the 

plan for the room set up and audio-visual requirements. At least one day in advance of the 

class or event, confirm the plan with Riderwood Housekeeping to avoid last minute 

problems. The Chair or a designated committee member should arrive at least 15 minutes 

before the scheduled program. The front desk staff can call Housekeeping if there is a 

problem.  The A/V Chair should be advised if special arrangements or assistance are 

needed.   

9. Introduce the program, ensure that the presenter has access to water and whatever else is 

needed for a successful presentation and, afterward, verbally thank the presenter.    

10. The Chair is responsible for submitting an annual budget request to the Financial Officer and 

tracking expenses against the budget for the current year.  In the event that expenses are 

expected to exceed the budget, the Chair should confer with the President’s liaison.  

 



Riderwood Jewish Community  Operations Handbook 

 

 

Revised (last saved): June 16, 2021    • Page 26 of 75 • File: RJC Ops Handbook – July 2021 Final Version

 Education Committee 

 

 

 

 



Riderwood Jewish Community  Operations Handbook 

 

 

 

Revised (last saved): June 16, 2021 • Page 27 of 75 • File: RJC Ops Handbook – July 2021 Final Version

 Holiday/Special Events Committee 

 

Holiday/Special Events Committee  
(formerly known as the Hospitality Committee) 

Mission 
To coordinate all activities associated with organizing holiday meals, including the Erev Rosh 

Hashanah dinner*, the Yom Kippur Break Fast meal*, one or two Passover Seders* (a decision 

of the Board), and any other holiday where the Riderwood Catering department is involved, such 

as Sukkot, Chanukah, Purim, Simchat Torah, and the Annual RJC Membership meeting.   

Overview 

This committee will have two co-chairs, one to interface with the Catering department  

(301-628-3620) to plan the menus and ensure that food is appropriately sourced and prepared, 

and one to handle the clerical/administrative tasks associated with the above events.   

* A Major Event   

See Appendix V for tasks relating to all Holiday/Special Events committee functions.   
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Membership Records Coordinator 

Mission   
The Membership Records Coordinator plays multiple roles in tracking information about 

members for the purpose of general membership as well as the receipt of dues and donations. 

Four Neighborhood Team Members (NTMs) serve as a subcommittee to the Membership 

Records Coordinator to support activities connected to the monthly distribution of the RJC 

BULLETIN and the annual production and distribution of the Book of Remembrance.  See those 

sections for more specifics.   

Duties 

1. The Coordinator will ensure that at least one other RJC member is knowledgeable about the 

database and has access to all information maintained by the Membership Records 

Coordinator.  

2. The Coordinator will maintain a computerized list of current members, whether residents or 

non-residents; and track changes in membership, such as those who have died or left 

Riderwood. That list should be updated monthly for purposes of reporting to the General 

Board and to aid various committees in fulfilling their mission and tasks.  

3. The Coordinator will be part of the financial team ensuring that dues and donations are 

properly tracked to enable the Coordinator to generate accurate annual tax-related letters. 

4. The Coordinator is responsible for reporting the membership and dues payment data in 

summary form at every General Board meeting and at the Annual Membership meeting. 

5. The Coordinator is responsible for electronically providing, on a quarterly basis, a current list 

of RJC members to the General Board.  

6. The Coordinator will generate labels from the membership list for the distribution of items, 

such as the RJC BULLETIN, Book of Remembrance and so on.    

 
 
 
 
  



Riderwood Jewish Community  Operations Handbook 

 

 

Revised (last saved): June 16, 2021 • Page 30 of 75 • File: RJC Ops Handbook – July 2021 Final Version

 Membership Records Coordinator 

 

 

 

 



Riderwood Jewish Community  Operations Handbook 

 

 

Revised (last saved): June 16, 2021    • Page 31 of 75 • File: RJC Ops Handbook – July 2021 Final Version

 New Member Welcoming Committee 

 

New Member Welcoming Committee  

Mission   
To welcome new Jewish members and to support their integration into the RJC 

Duties 

1. Because there is no formal mechanism in Riderwood’s admission process to identify Jewish 

residents, the Chair of the committee will collaborate with the Riderwood Sales office, our 

clergy, Riderwood’s Pastoral Ministries department, and RJC members, to identify potential 

RJC members among new residents. 

2. The Chair will maintain a committee of at least one RJC member per neighborhood to 

contact residents who have been identified as potential RJC members. At the initial contact, 

the committee member should determine if a visit would be welcome and, if so, what timing 

would meet the needs of the resident. New residents are often quite overwhelmed when they 

first move in. Therefore, more than one visit may be needed to accomplish the following 

tasks. 

3. When such a visit is scheduled, the neighborhood committee member should bring a copy of 

the BULLETIN, the RJC brochure, and a membership/dues form. Encourage the person(s) to 

become a dues-paying member.   

4. Either at that visit or a later visit, the committee member’s primary tasks are: 

a. to orient members of the household to the full scope of RJC activities. 

b. to explore the background and interests of the resident(s). 

c. to connect the resident(s) to RJC services, activities, welcoming dinners, etc. 

5. Ask permission to: 

a. include their name and apartment number in the next RJC BULLETIN as a new member. 

b. inform the Membership Records Coordinator about their contact information so that they 

will receive the BULLETIN in electronic form or in paper form in their cubby. 

c. follow through with notifying the BULLETIN Co-editors and the Membership Records 

Coordinator if permission is granted. 

6. Provide instruction for signing up for RJCFLASH notices.  

7. Welcoming Dinners: These are offered periodically, depending on various circumstances.  

a. Dinners are held in Riderwood’s private dining rooms and reservations with Riderwood 

Dining Services will be needed. Each dining room has different capacity limits for their 

private dining rooms. 

b. It is ideal if the dining room manager can assign a server to the group. Diners will use 

their Meal of the Day (MOD) to cover the cost of the meal. Diners will order from the 

menu offered.  
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c. Attendees should include either the President or another member of the Executive Board 

and at least one member of the New Member Welcoming Committee.   

 

8. The Chair or designee will serve on the ad hoc committee for the annual New Member 

Welcome Shabbat to be held in early summer. The ad hoc chair or designee will provide 

information to the Ritual Committee Chair and BULLETIN Editor(s) regarding the New 

Member Welcome Shabbat. 
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Nominating Committee 

Mission  
To identify potential candidates in order to fill vacancies on the Executive Board of Directors. 

The Chair may serve year-round but must be appointed no later than July each year. 

Duties 

1. The President appoints a Nominating Committee Chair, no later than July of each year, who, 

in turn assembles a committee comprised of at least three other members who reflect the 

diversity in age, tenure at Riderwood, and gender in our Jewish community.   

2. The Chair determines the meeting schedule for the committee.  

3. While the RJC Bylaws set forth the offices that need to be filled for the following year, other 

vacancies may arise.  

4. While there are no term limits specified in our governing documents, it is best if new people 

are recruited to fill vacancies to fulfill the goal of increasing member engagement.   

5. The committee should report on its progress to the General Board at the October board 

meeting. In the event that the committee is unable to identify a suitable candidate to fill a 

vacancy one week before the October meeting of the General Board, the Chair shall notify 

the President.   

6.  All RJC committee chairs/coordinators should be polled for suggestions about individuals 

serving on committees or known to committee chairs/coordinators, in addition to considering 

committee chairs/coordinators, themselves, as potential officers.  

7. Discussions among Nominating Committee members about potential candidates should 

remain strictly confidential in perpetuity to facilitate frank and open discussion. 

8.  The Chair votes only in the event of a tie when there are multiple candidates for an office 

and no clear consensus among committee members. 

9. After the committee deliberates on prospective candidates to fill vacancies, the Chair assigns 

committee members to phone those individuals. In the event that a prospective candidate 

declines the offered post but expresses a wish to be considered for another vacant post, 

consideration should come back to the committee as soon as possible.  

10. Under no circumstances should a committee member reveal who else was contacted and 

declined the post. 

11. The November BULLETIN should include the names and offices of those nominated. If the 

slate is incomplete or a nominee drops out following that report, a revised slate should be 

presented to the General Board at the November meeting. Those changes will be published in 

the December BULLETIN, which is published prior to the Annual General Membership 

meeting. 

12. The proposed slate of candidates is presented by the Chair of the Nominating Committee to 

the members at the Annual Membership meeting. The Chair should ask those present for 

nominations from the floor. If no one else is nominated, the Chair should declare the 

nominations closed and proceed to voting. 
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13.  In the event that no candidate is identified for a vacant position by the committee or the 

members present at the Annual General Membership meeting, the Nominating Committee 

will continue its efforts to fill that position.  

14. In the event that multiple candidates are offered for any position at the Annual General 

Membership meeting, the Nominating Committee should devise a method for voting for that 

position that is confidential. This can be done by distributing pieces of paper to those present 

and having members of the Nominating Committee count the votes in another room.  

15. If there are not multiple candidates for an office, voting for the slate is by voice vote or 

another method that captures the wishes of a majority of those in attendance.  

16. In the event that an officer position becomes vacant at any time after the Annual General 

Membership meeting, or if the Board approves a preliminary proposal by the Executive 

Board to add a new officer position, the President can ask the Nominating Committee to 

select someone to fill that position.  Any additions to the lineup of officers must be 

accompanied by an approved change in the Bylaws at a Special General Membership meeting 

or the Annual General Membership Meeting.   

 

 

 

 



Riderwood Jewish Community  Operations Handbook 

 

 

Revised (last saved): June 16, 2021 • Page 35 of 75 • File: RJC Ops Handbook – July 2021 Final Version

 Oneg Shabbat Refreshments Committee 

 

Oneg Shabbat Refreshments Committee 

Mission   
To purchase, obtain and serve refreshments following Shabbat services and other special 

services and events.   

Duties 

1. The Chair or Co-chairs will organize a committee consisting of individuals willing and able 

to provide refreshments for Oneg Shabbat, holidays and other events. 

2. Identify and coordinate a schedule with members interested in baking for the Onegs.  

3. Coordinate the schedule with Riderwood Housekeeping for two tables set up in the lobby 

outside the Chapel. Two waste baskets should be requested for each event.  Also request 

cloths for the tables.   

4. Using budgeted amounts, purchase needed supplies and refreshments from off-site sources. 

Needed for each service: at least two challahs, one for the motzi on the bima and the other to 

be cut up and offered to people as they leave the service; wine; light grape juice; and baked 

goods that are either purchased or made by RJC members.   

5. Committee members will be needed to assist with serving, clean up and moving supplies, and 

storing unused material.   

6. The Chair is authorized to purchase or otherwise provide a decoration for the tables.  

Members who garden during growing season may wish to provide cut flowers.  The Art 

Committee may be able to provide an appropriate item as decoration.  

7. Assume that at least 50 people will attend services. It is best to pre-pour juice and wine into 

25 small cups each and have them at separate ends of the table, with the baked goods in 

between.  To reduce crowding at the table, consider having committee members circulate in 

the lobby with trays of refreshments, just as is done with the cut-up challah as people are 

leaving the Chapel. 

8. Supplies: wine and grape juice; small plastic cups; napkins; plastic ware and small paper 

plates and trays with doilies for the baked goods. 

9. Currently, left over supplies are stored in the RJC storage areas in the Chapel’s kitchen (also 

known as the Sacristy). The Chair holds a key to the Sacristy storage areas. It is ideal if a 

second key is held by another member of the committee. 

10. Shabbat and holiday service supplies: In addition to the challah used for the motzi, other 

supplies for all Shabbat and holiday services include candles, matches, wine and grape juice.  

11. Purim:  The RJC Purim service is traditionally held in the Chapel. Refreshments should 

include hamantaschen.  It is the responsibility of the Oneg Shabbat Refreshments Committee 

to order hamantaschen from a source such as Costco, Kosher Mart, Parkway Deli, or Shalom 

Market at least one month before the scheduled Purim service.  

12. New Member Welcome Shabbat   

a. The Chair or designee will serve on the ad hoc committee for the annual New 

Member Welcome Shabbat to be held in early summer. 
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b.  In addition to baked goods supplied by members, the Chair may wish to purchase 

platters of cut up fresh fruit.  

c. Display the RJC banner, which is stored in the Madison Green Storage Room #16, 

Terrace Level, Bin # MG 603. 

13. The Chair is responsible for preparing a budget for submission to the Financial Officer.  

Receipts for the purchase of refreshments and supplies go to the Treasurer for 

reimbursement. There is no provision for reimbursing the bakers.  
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Publicity Coordinator  
(formerly called Poster Committee) 

Mission   
To produce posters in order to publicize RJC events, including services, RJC Presents, Education 

programs and any other events sponsored by the RJC.  

Duties 

1. The Coordinator shall select at least one other member with, either the capability or potential, 

of producing posters to publicize events. The addition of at least one other person will ensure 

that, in the event that the Coordinator is incapacitated or otherwise unable to produce a poster 

in timely fashion, the other person will be able to produce the poster(s) and correctly 

distribute it according to Riderwood’s rules. 

2. Posters should be produced using a template with the RJC logo to publicize all RJC services, 

events, and programs.  

3. Riderwood Community Resource Coordinators are in charge of approving and arranging for 

the posting of posters. At this writing, five copies of each poster must be submitted at least 

10 days prior to the event.  

4. For the purpose of monthly estimates for production, the following is a general list of posted 

events:  two regular Shabbat evening services in the Riderwood Chapel; two monthly 

educational programs; one RJC Presents program; High Holy Day and other special holiday 

services; and announcements of holiday meal reservation deadlines. 

5. Coordination with other committees: The Coordinator is responsible for establishing regular 

email contact with relevant committee chairs to ensure that all pertinent information is on the 

poster by the deadline.  However, it is the responsibility of any chair who needs a poster to 

contact the Publicity Coordinator in a timely fashion and provide all relevant information.   

6. Posters may be produced by using colored paper or white paper using colored ink. Either 

way, production is the responsibility of the Coordinator. 

7. All supplies used to produce posters, such as paper and ink cartridges, should be used ONLY 

for producing the original and copies of the posters. Written receipts for reimbursement from 

the Treasurer will be required.  

8. The Coordinator or designee will serve on the ad hoc committee for the annual New Member 

Welcome Shabbat service to be held in early summer. 

9. The Coordinator is responsible for submitting an annual budget to the Financial Officer.   
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Resource Development Committee  

Mission/Responsibilities 
To organize and manage RJC fund raising activities and donations to the General Fund and 

Special/Restricted Funds, with the exception of the Book of Remembrance, which will remain a 

separate committee. To consider and advise the Board regarding the amount of dues, dues 

collection processes, and any recommended changes in the dues structure. This committee 

incorporates the tasks associated with the former Good and Welfare Committee and the Oneg 

Shabbat Sponsorship Committee. 

 See Appendix IV for proposed definition of terms and policies governing the types of funds that 

the RJC will have.  

Duties 

1. This committee will operate best with a co-chair structure and at least three members.   

2. One of the co-chairs will have overall responsibility for: 

a. reporting to the Board at monthly meetings 

b. convening committee meetings and developing the agendas in concert with other 

members  

c. ensuring coordination with other committees 

3. One of the co-chairs will be responsible for receiving and acknowledging contributions with 

a personalized note card and notifying the President about all donations of $250 or more so 

that an official letter of acknowledgment, acceptable for tax purposes, is sent to the donor.  

That person is responsible for notifying the Communications Coordinator about ordering 

more note cards and submitting an annual budget request for the note cards to the Financial 

Officer. 

4. One of the co-chairs will be responsible for identifying and coordinating with at least four 

neighborhood liaisons to assist in resource development activities.   

5. Except for the Book of Remembrance, the committee will develop, implement and revise, as 

needed, a comprehensive strategy for raising operational revenue.  The initial plan will be 

subject to General Board review, comment and approval.  Periodic revisions should be 

similarly reviewed and, ultimately, ratified by the Board.    

6. The program plan may consider: 1) revisions to the amount of member dues; 2) revisions to 

the dues structure; 3) opportunities for members to donate to the General Fund or Board-

designated special purpose funds, and 4) opportunities for fostering donor-restricted funds 

and for obtaining grants from foundations and government sources.  

7. The committee members will recommend changes in the resource development strategy after 

consulting, as needed and appropriate with other RJC committees.   

8. The Treasurer will be responsible for receiving, recording and tracking both donations and 

any expenses associated with donations.  However, it is imperative that the Resource 

Development Committee coordinate with the Treasurer, Membership Records Coordinator, 

and the Financial Officer to ensure adequate data is being collected.   
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9. It is the policy of the RJC that donors be consulted with respect to their wishes regarding 

publicizing their donations through the BULLETIN, posters and announcements at services 

and programs to ensure that donor wishes are respected. 

10. Inform the Co-editors of the BULLETIN of any donations received each month in accordance 

with donors wishes. 

11. Inform the Co-editors of the BULLETIN of the death of an RJC member upon notification 

from the Ritual Committee Chair. 

Oneg Shabbat Fund Subcommittee Duties: 

1. This committee will be comprised of at least three members who will market opportunities 

for sponsoring an Oneg Shabbat or a fund approved by the Board.   

2. Currently, all donations must be paid by check. The Chair of the Sponsorship Development 

Committee is, ultimately, responsible for ensuring that the sponsor provide payment as 

pledged.     

3. The Chair will ensure that all donations are logged in on a form or in a manner provided by 

the Treasurer. At least twice monthly, checks should be batched along with a paper or 

electronic copy of the form and given to the Treasurer for deposit. The deposit must include 

the paper or electronic copy of the reporting form provided by the Treasurer.  

4. Additionally, the Chair is responsible for tracking information specific to the sponsorship; 

i.e., the person(s) or event being honored or commemorated and the date of the Oneg 

Shabbat.    

5. The form provided by the Treasurer must also be submitted to the Membership Records 

Coordinator. 

6. If the donor agrees to having the donation included in the BULLETIN, the information must 

be submitted to the BULLETIN Co-editors by the 15th of the month.  

7. If the donor agrees to have the Oneg Sponsorship listed on the poster announcing the service, 

the Publicity Chair should be notified as soon as possible, keeping in mind the deadline for 

submission spelled out in that section.  
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Ritual Committee 

Mission/Scope of Responsibilities   

The Ritual Committee has a wide-ranging set of responsibilities.  These include:  

• Organize and oversee all RJC operational activities associated with holding religious 

services.   

• Encourage RJC member and family participation in services and ensure that they 

understand their roles.  

• Consult with clergy about ritual matters, prayer books, and other such matters pertaining 

to Shabbat and all other RJC holiday observances.   

• Ensure that the Minyan Subcommittee has access to sufficient numbers of people to serve 

in a minyan when called upon.  

• Inform the RJC community about deceased members.  

• Serve as liaison with Riderwood Pastoral Ministries.  

• Coordinate with the A/V Committee to ensure that all RJC services have adequate 

technical support.   

• Write an article (Ritual Roundup), and send information regarding the upcoming Shabbat 

and other religious events for the RJC BULLETIN each month.   

 General Duties  

1. The Chair will form a committee with a minimum of three RJC members to assist with the 

wide range of tasks assigned to this committee.  The Chair will also provide oversight for all 

subcommittees. 

2. Maintain coordination with the Rabbi(s) and the chairs of all the subcommittees.  

3. Coordinate with the A/V Committee Chair to ensure that all services have adequate technical 

support. 

4. Oversee the setup and restoration of the Riderwood Chapel for all services. 

5. Oversee the Honors Subcommittee, including preparation of two posters indicating who will 

receive honors for that service.  One poster is displayed on a stand outside the Chapel; the 

other is given to the Rabbi upon his/her arrival.   

6. Prepare and submit an article for the RJC BULLETIN each month. The committee has been 

given a page in each BULLETIN for the Chair or another member of the committee to write 

an article with appropriate Jewish content. The BULLETIN Co-editors have the final say 

about the inclusion of the article, content and edits.  

7. Prepare and submit to the BULLETIN information regarding dates, times and locations for 

Shabbat and other religious services and events. Send reminders via RJCFLASH regarding 

information about services at least one day prior to the service. 
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8. The Chair or designee will serve on the ad hoc committee for the annual New Member 

Welcome Shabbat to be held in early summer. 

Additionally, this committee is authorized to generate and sponsor: 

• Lay-led Torah study groups, Hebrew classes, Bar/Bat Mitzvah classes in coordination 

with the RJC clergy; and, in coordination with the RJC Education Committee, any class 

that educates members about ritual, history and/or practices. 

• Programs in coordination with the RJC Chavurah Project and the RJC Cares Welcome 

Shabbat committees. 

• An ad hoc committee to explore alternative written materials for regular and special 

holiday observances. 

• An ad hoc committee to develop and update a Purim spiel. 

• An ad hoc committee to plan event/s for the holiday of Sukkot. 

Chapel Preparation Subcommittee Duties: 

1. Retrieve the Ark from the storeroom and place it on the bimah behind the altar table. 

2. Connect the wire from the Eternal Light to the wall outlet. 

3. Retrieve the step stool from the storeroom and place it behind the altar table as needed. 

4. Remove the large standing candle holders on either side of the altar table and store them in 

the Chapel kitchen. 

5. Either turn the Protestant hymn board to face the wall or remove it to the kitchen. 

6. Retrieve the prayer book rolling cart and skullcap basket from the storage closet near the side 

chapel at the back and place it for the convenience of those entering the Chapel.  

7. Return the Ark to the storeroom, restore the candle holders and the Protestant hymn board, 

return the prayer book rolling cart and skullcap basket to the storage closet, and ensure that 

the light is turned off. 

Honors Subcommittee Duties:  

1. Ensure the appropriate number of people are available and present at a Shabbat, High Holy 

Days, or other religious service to perform honors which include: candle lighting; opening 

and closing the Ark; aliyah; kiddush; motzi or reading a passage in English and/or Hebrew. 

An aliyah may be combined with the opening and closing of the Ark.   

2. Confirm the honors selected a day or so before the service.  If a couple has requested to be so 

honored, one or both may select an honor.  

3. Multiple honorees may be accepted for the same service or a particular honor, if acceptable 

to all.  If that arrangement is not acceptable to one of the parties, the first party to reserve the 

date shall have preference.  

4. Some people may be unable to perform an honor at the last minute. If so, the person 

officiating at the service or the Chair of the Ritual Committee may select another person to 

perform the honor.   
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5. The Honors Subcommittee Chair must notify the Ritual Committee Chair, in advance of the 

service, the names of the honorees and their associated honor at that service.  

Minyan Subcommittee: This subcommittee has several important roles and, therefore, it should 

be comprised of sufficient numbers of men and women who are willing to attend shiva or 

yahrzeit service as needed.   

• One member should be designated as the Minyan Subcommittee Chair and be responsible 

for coordinating shiva arrangements when a member requests a minyan.  It may be the 

family’s wish to hold the shiva or yahrzeit service in an apartment, but if not, the 

subcommittee chair should arrange for a classroom or other Riderwood space for the 

event.  

• The RJC has a stock of books used during shiva services. However, the family may 

prefer to use another text. While the RJC can arrange for a minyan and someone to lead 

the service, these are decisions for the family to make.  

• While a rabbi associated with the RJC may be available to lead a shiva service, RJC 

funds do not cover this type of service. Therefore, the family must make private 

arrangements for both availability and payment.    

• The subcommittee chair or a designee should ensure that an adequate number of men and 

women are available to serve on a minyan.  

Current practices regarding yahrzeits and the list of yahrzeits: 

• The current practice is to maintain a yahrzeit list for the purpose of being read at the 

yahrzeit service. However, when there are no longer family members of the person listed 

living at Riderwood, the name(s) on the list should be deleted, unless there is a special 

request by an RJC member to retain the name(s).  

• A Minyan Subcommittee member may be tasked with making two copies of the list to be 

used for each service: one, for the person officiating at the service; and the other, to be 

placed on the pedestal outside of the Chapel entrance.  

• It is the practice of the RJC to have the Rabbi or person conducting the service ask 

attendees to raise their hands if there are additional names if during shiva, during 30 days 

(sh’loshim), within a recent year, or having a yahrzeit anytime that month.  

Music Subcommittee Duties:  The subcommittee is responsible for overseeing all aspects of the 

music program, including vocal and instrumental performers for regular and special services. 

The subcommittee may wish to develop and maintain a choir of those who wish to participate.  

Pastoral Ministries Liaison Subcommittee Duties:  

1. Ensure that the Chapel has been reserved for all services scheduled to take place there. 

2. Monitor RACDOCS for postings about the deaths of Riderwood residents.  Cross check the 

names of residents with a current list of RJC members provided by the Membership Records 

Coordinator. In the event of an RJC member’s death, post the information on RJCFLASH, 

along with any additional information about shiva and/or funeral arrangements.  Inform the 

appropriate member of the Resource Development Committee who will alert the Co-editors 

of the BULLETIN. 
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3. Ensure that Pastoral Ministries has copies of RJC brochures and other publications 

maintained in that office. 

Prayer Books and Supplementary Materials Subcommittee Duties:  

1. Periodically review the availability and condition of Shabbat and holiday prayer books. 

2. Periodically review the availability and condition of the shiva service prayer books. 

3. Periodically review the availability and condition of Passover haggadot.  

4. Arrange for any supplementary materials for use on Shabbat, High Holy Days, Purim, 

Sukkot, and Simchat Torah, as well as shiva and yahrzeit services as needed. 

 Sukkah Subcommittee Duties:  

1. Coordinate with Riderwood Grounds staff to oversee construction of a sukkah, including 

mounting lights, at least 30 days prior to the beginning of Sukkot. The lights, banner and 

decorations are stored in the Madison Green Storage Room #16, Terrace Level, Bin # MG 

603. There are 2 keys: one is held by the Sukkah Subcommittee Chair and the other by the 

Art Committee Chair.  

2. Arrange for the collection, delivery and placement of natural or commercial material for the 

roof in keeping within halachic guidelines.  

3. Coordinate with the Art Committee Chair/Co-chairs who will be responsible for placing the 

RJC banner and decorating the sukkah. The Art Committee is responsible for cleaning and 

returning the decorations to the storage locker; the Sukkah Subcommittee Chair is responsible 

for cleaning and returning the lights and replacing any lights that have been damaged during 

use.   

4. Contact Riderwood Housekeeping to arrange for one oblong table and six chairs to be placed 

in the sukkah.  

5. In the event that members wish to eat in the sukkah, the subcommittee will be responsible for 

tracking members who want a reservation.   

6. Coordinate with the Ritual Committee Chair to plan a service with or without rabbinic 

involvement. 

7. Coordinate with RJC clergy to ensure that an etrog and a lulav are available prior to the start 

of Sukkot.  If the etrog and the lulav are to be purchased, the cost is part of the Ritual 

Committee budget.  

8. Advise the Ritual Committee Chair about annual budget requirements.  
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RJC Book Club 

Mission  
To provide RJC members with a monthly opportunity to discuss books by Jewish authors or of 

Jewish content.  

Duties 

1. The Book Club should be led by one or two RJC members. 

2. Book Club attendees select the books and the schedule for discussion. 

3. The leader(s) may elect to limit the number of participants due to space limitations in the 

assigned classroom.  

4. The leader(s) is responsible for all logistics and publicity including:  

a.  arranging for space with Riderwood Community Resources 

b. reminding participants each month, via an article in the RJC BULLETIN and on 

RJCFLASH, about the book being discussed as well as the time and place of the meetings 

c. any other logistical matters 

 

 

RJC Cares Committee 

Mission  
To reach out and support RJC members in an informal way, either individually or in a group. 

Duties 

1. Upon request, members of this committee will serve as a “friendly visitor” and provide a 

sympathetic ear to any RJC member regarding a personal matter. 

2. Members of this committee will provide opportunities for people to informally gather such as 

ad hoc small group dinners or “happy hours.”  This may include periodic sign-up dinners, 

especially targeted toward welcoming new residents; or “happy hours,” either virtually or in 

person. 

3. Publicize RJC Cares events and support opportunities, as appropriate, through the RJC 

BULLETIN and RJCFLASH. 
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RJC Chavurah Project  

Mission   
To encourage the formation of chavurot, mini-“families.” Chavurot may be developed as social 

or entertainment opportunities.  They may also emerge to provide personal support.    

Duties   

1. The Chavurah Project will put people with common interests in touch with each other.  It 

will not initiate or administer chavurot.  Common interests may include, among many others, 

playing bridge and other games, speaking Yiddish, walking, enjoying music, studying topics 

of common interest, and meeting regularly for meals.   

2. The Chavurah Project Coordinator or designee will place chavurah-related articles and a 

Chavurah Interest Form in the RJC BULLETIN on a schedule determined by the Chavurah 

Project Committee. 

 

 

RJCFLASH Moderator 

Mission   
To maintain RJCFLASH, an email group which serves to inform subscribing members about 

important and timely information such as member deaths and shiva arrangements, unexpected 

schedule changes, and notices about on-campus or off-site programs and events of general 

interest to RJC members. 

Duties 

1. There will be a moderator and a co-moderator to admit new subscribers and review posts for 

appropriateness. 

2. The moderators will establish rules and guidelines for proper use, and ensure they are 

presented in the appropriate RJC documents. 

3. The moderators will monitor usage to ensure compliance with acceptable use policies.  
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RJC Presents Committee 

Mission  
To oversee the planning and delivery of monthly Sunday afternoon programs for the purpose of 

entertaining and enlightening Riderwood residents. 

Duties 

1. The Chair should organize a committee of at least three others to plan programming, book 

speakers and, otherwise, arrange logistics. 

2. Programs are usually on the second Sunday of the month from 3:00 to 4:00 p.m., in 

Maryland Hall, located in the lower level of Montgomery Station.  However, a change of 

date, time or location might be necessary due to availability of a presenter, conflict with a 

holiday, renovation in Montgomery Station, or some other issue.  Due to planned 

repositioning of Montgomery Station in 2021-2, the venue may be unavailable for a period of 

time.  

3. The Chair is responsible for booking dates well in advance with the Riderwood Catering 

Department.   

4. The Chair is responsible for submitting an annual budget to the Financial Officer and 

processing all program-related expenditures in coordination with the Treasurer.  
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APPENDICES 
  

Appendix I:  List and Storage of Core Operating Documents 

(Still in writing/editing mode) 

 

The originals of all official operating documents are to be stored in a mobile file box dedicated to 

that purpose in the RJC Archives.  The President who is the liaison with the Archives Committee 

will maintain a second key to the lock.  The other key will be held by the Archives Coordinator.  
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Appendix II:  Program Cancellation Policy 

 
In the event of last-minute program cancellations due to inclement weather or any other reason, 

the person responsible for the program should coordinate the proper response with the RJC 

President.  

 

 Several methods of notice to members are available:   

1. Posting a notice on RJCFLASH.  

2. Providing information to the Riderwood Television Studio, which can post the cancellation 

on screen during regular business hours. 

3. Posting a notice on the both the clubhouse door and the door of the space where the event 

was to take place; and  

4. Posting a notice on the RJC website. 

5. Notifying the front desk staff in the pertinent clubhouse.  
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Appendix III: Clergy Search Guidelines  
 

Process Overview 

The RJC President will establish an ad hoc Clergy Search Committee as needed.  The President 

will select the members to serve on this committee.  Following the procedures as outlined here, 

the committee will: 

• Identify goals, procedures and cost guidelines. 

• Research and identify possible candidates. 

• Be able to explain who and what the RJC is and what we are looking for. 

• Compile a list of interview questions. 

• Establish criteria which would meet our needs and create a ratings chart. 

• Conduct initial interviews and invite worthy candidates to conduct a Shabbat service. 

• Create, distribute and rank an RJC member survey. 

• Select the candidate and present the choice to the Executive Committee for discussion 

and review.   

• Executive Committee meets and makes their own recommendation to the President. 

• The President contacts the candidate and enters into contract negotiations. 

• The President presents the negotiated contract to the RJC Board for approval. 

 

Part 1: Background for Committee Members 

Identify Goals, Objectives and Selection Criteria. We are looking for a rabbi/cantor who is: 

• Learned in the Torah and well-versed in Jewish history and culture. 
• Willing to offer sermons that deal with current social and ethical issues as they pertain to 

Jewish ethics and laws and are relevant to our members. 
• Able to chant/read Hebrew in the Torah as well as in our prayer book. 
• Willing to work with our future choir and musical soloists.  

• Interested in our residents and willing to engage with us. 

 

Research and identify possible candidates:  

• Obtain referrals of area rabbis who may be retiring.  

• Seek out recommendations from other rabbis in the area; from the Reconstructionist 

College, as well as the Reform and the Conservative movements.  

• Consider advertising in the Washington Jewish Week and the Baltimore Jewish Times.  

• Consult with other congregations in the area on how they conducted their search. 

 

Payment History 

• The rabbi is hired on contract, not employed, by the community. The rabbi receives an IRS 
Form 1099 in January. 

• Research current rabbinic rates in the community.  Establish cost guidelines. The final rate 
will be negotiated between the candidate and the President. 
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Part 2: Discussion and Interviews with Potential Candidates 

Create phone interview format to include:  

• Describe who and what is the Riderwood Jewish Community. 

• Provide the job description and qualifications we are looking for. 

• Ascertain their level of interest, time commitment and reimbursement expectations.  

• Collect resumes with references. 
 

RJC: “Who We Are” 

The Jewish Community of Riderwood Village is a unique, egalitarian, non-affiliated group of 

about 500 well-educated vibrant seniors who have joined together to pray, learn and share our 

life experiences.  We come from diverse backgrounds - geographically, and philosophically.  

Most of us have been affiliated with synagogues and many have held active roles and bring 

unique perspectives and expectations to the group.  What keeps us together is our desire to 

continue learning and to find ways to apply what our tradition teaches us to face our late-in-life 

challenges and gain new insights into our thinking.  We enjoy gathering together after services 

with old and new members and our clergy -- always a warm experience. 

We are proud of what we have created and look forward to continuing to learn through our life's 

journeys together. 
 

Job Description: 

1. Conduct Sabbath services: second and fourth Friday of the month, 1- 1 ½ hours each 

2. Conduct High Holy Day Services:  

• Erev Rosh Hashanah: 1½ hours 

• Rosh HaShanah morning: 2 hours 

• Erev Yom Kippur (Kol Nidre): 1½ hours 

• Yom Kippur morning: 2 hours 

• Yom Kippur afternoon Yizkor & Ne’ilah: 1½ hours 

3.  Passover seder: conduct one or two seders, typically for additional payment 

4. Conduct other holiday services, traditionally for additional payment when not combined with 

a Friday evening service.  These include:  

• Sukkot 

• Simchat Torah 

• Purim spiel  

5.  Funerals and compassionate care is not part of the contract. Those are services contracted 

between the residents and the rabbi.  

 

We are looking for a rabbi/cantor who (as defined in Part 1) is: 

• Learned in the Torah and well-versed in Jewish history and culture. 
• Willing to offer sermons that deal with current social and ethical issues as they pertain to 

Jewish ethics and laws and are relevant to our members. 
• Able to chant/read Hebrew in the Torah as well as in our prayer book. 
• Willing to work with our future choir and musical soloists.  

• Interested in our residents and willing to engage with us. 

 

Ask for resume and references 
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Part 3: Compile list of interview questions.   

Questions may include: 

1. What is your vision working with our diverse adult community? 

2. What methods would you use to foster and enrich our unity despite our varied religious 

preferences, experiences and needs? 

3. What has been your past experiences working with a senior population?  

4. What special skills and talents can you bring to enrich our service?  

5. How do you integrate Jewish thought and practice with today’s complex societal values?  

6. How would you enrich the services with educational commentary?  

7. Are you comfortable being flexible in both format and topics of the sermons to meet 

unexpected or sudden community needs?  

8. How do you feel about giving services without a Cantor?  

9. How do you feel about working with a Choir made up of community members?  

10. How would you go about including community members into the services other than through 

the Choir?  

11. How would you integrate our community with other religious groups for special 

programming?  

12. How would you foster interfaith interactions and increase opportunities for interfaith 

experiences?  

13. Are you comfortable interacting informally with the community, as well as, on a one-to-one 

basis?  

14. This community is extremely interested in educational experiences of varied topics in every 

aspect of Judaism. What methods would you suggest to provide opportunities for learning, using 

experiences rather than just lectures?  

15. What are your financial expectations? 

 

 

Part 4: Ratings Process 

Establish rating system, conduct interviews, arrange for “try-out” services. 

• Create a chart detailing the important characteristics necessary to fill the position. (See 

example on page 59.) 

• Conduct interviews, either in person or on Zoom to evaluate each candidate.  One 

committee member will interview candidate and answer any questions the candidate may 

have. Then the rest of committee is invited to join the interview process.   

• Evaluate each candidate by the agreed upon criteria.   

• Set up each candidate to conduct Friday evening Sabbath service, either live or to be 

shown on Riderwood TV.   

• Evaluate each service.   

• Follow up on references. 
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Part 5: Survey 

• Create and distribute a survey for the RJC community to evaluate each candidate and 

give their input on the candidates. (See example on page 60.)  

• Decide who will collect the information.   

• Stuff cubbies of RJC members with survey.  

• Collect each survey and calculate the results from the Community.  

• The Committee will choose the top candidate with feedback from the survey and the 

ratings process detailed in Part 4.   

 

 
Part 6: Candidate Recommendations and Contract Negotiations 

• Search Committee reviews the results of their phone interviews, “try-out” services and 

references and records their thoughts in the ratings chart. 

• Search Committee incorporates information from ratings chart and member surveys to 

make their selection for recommendation of the top candidate. 

• Search Committee presents their choice to the Executive Board for discussion and 

review. 

• Upon completion of Executive Board’s review, the RJC President contacts the candidate 

and enters into contract negotiations. 

• The President then presents the fully negotiated contract to the full RJC Board for 

approval. 

• Upon approval, the President signs the contract. 
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Example of Ratings Chart for RJC Rabbinical Candidates 

Rate the six characteristics of each candidate on a scale from 1 – 5 (where 1 is lowest 
and 5 is highest)  

Candidate  Warm, 
accessible  

Thought 
provoking 
sermons  

Leads 
engaging 
services  

Mastery 
of Jewish 
law and 
practices  

Humility 
and 
compassion  

Overall 
sense  

Rabbah A        

Rabbi B       

Rabbi C       

Reb D       

Rabbi E       
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RIDERWOOD JEWISH COMMUNITY 
Example of 

 

CO ONFIDENTIAL SURVEY BY THE CLERGY SEARCH COMMITTEE 
 
Dear RJC Member,               
February 12, 2021 
 

The Clergy Search Committee has interviewed and vetted five candidates to fill RJC’s clergy 
position following the retirement of Rabbi Stan Levin.  The Committee requests your input on the 
candidates after you have had an opportunity to watch them conduct a Shabbat“ virtual” service 
on Riderwood TV.  The date and time of the service each candidate will perform (or has 
performed) is listed alongside his/her name below.  If you missed seeing the service on Riderwood 
TV, Channel 972, you may view the service at any time at the website shown. 
 

Please place a check mark (✔) in the box next to the name of the clergy member(s) whom you 

believe led a meaningful and engaging service and whom you believe would best serve the needs 
of the RJC.  You may select more than one and, if you wish, offer comments on your selection(s).  
If you need more space for comments, attach a separate sheet. 
 

This is a confidential, anonymous survey so please remove the address label with your 
name before returning it.  Place this form in an envelope (or fold it and write on the other 
side) and address it to Sidney Kirschner, HS 509 in Montgomery Station.  You may place 
the form in his cubby or bring it to your front desk for delivery to Sidney via Campus Mail.  
Please do NOT offer your comments via email or RJCFLASH because several of the 
candidates are subscribers to RJCFLASH.  The deadline to submit this form is Monday, 
March 8, 2021. 

 

(The Candidates are listed below in alphabetical order) 

□ Rabbah A/Cantor X 

______________________________________________________________________ 
______________________________________________________________________ 

□ Rabbi B 
______________________________________________________________________ 
______________________________________________________________________ 

□ Rabbi C 

______________________________________________________________________ 
______________________________________________________________________ 

□ Rabbi D/Cantor Y 
______________________________________________________________________ 
______________________________________________________________________ 

□ Reb E 

______________________________________________________________________ 
______________________________________________________________________
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Appendix IV:  Resource Development Terms and Policies 

The Resource Development Committee, with guidance and approval from the Board, has 

established the following guidelines for receiving and disbursing funds. 

RJC Board Designated Funds 
 

The RJC General Board of Directors has the authority to create named funds that are designed to 

accept member donations for general or specific purposes.  All funds created in this manner are 

described here regardless of their purpose.  All such funds are designed to be permanent unless 

otherwise specified or changed by Board action. All funds authorized by the Board will be 

overseen by the Resource Development Committee. Members of the Committee will provide 

donation information to the Membership Records Coordinator and the Treasurer who are 

responsible for tracking all donations.   

Disbursement of funds from any Board Designated Fund by the Treasurer must be accompanied 

by a bill from the vendor or a letter from the Chair of an RJC Committee authorizing the 

disbursement.   

Listed below are the designated funds the Board has authorized: 

General Fund/Good and Welfare Fund: The General Fund, also known as the Good and 

Welfare Fund, can support any purpose.  

Oneg Shabbat Refreshment Fund: This Fund supports supplies and refreshments needed for 

our Oneg Shabbats.   

Mel Krupin Music Fund: This Fund was initially formed from donations honoring Mel Krupin 

following his death in 2019.  The Krupin family participated in discussions about the purpose 

and approved the concept of the Fund.  It can be used for any music-related purpose that 

includes, but is not limited to:  instrumental and vocal music for the High Holy Days and other 

holiday celebrations; a New Member Welcoming Shabbat; the purchase of sheet music; to 

support a permanent choir or visiting vocal soloist or group.    

Program Fund: This Fund is designed to encourage donations for both educational and RJC 

Presents programming that supplements funds raised from annual RJC member fees.  The Fund 

will enable the Education Committee and the RJC Presents Committee to: maintain high quality 

programming; live and media programming; engage speakers and groups that might not 

otherwise be considered due to cost;  plan for local and regional bus trips and tours to Jewish 

places and events; engage resident scholars for special two- or three-day themed education 

programs; and any other type of activity that  fits within the mandates of the Education and RJC 

Presents Committees. 
 

Donor Restricted Funds 
 

The RJC General Board of Directors is authorized to accept a Donor Restricted Fund for any purpose that 

is consistent with the mission of the RJC.   

 



Riderwood Jewish Community  Operations Handbook 

 

 

Revised (last saved): June 16, 2021 • Page 62 of 75 • File: RJC Ops Handbook – July 2021 Final Version

 Appendix IV: Resource Development Terms and Policies 

 

 

 

  



Riderwood Jewish Community  Operations Handbook 

 

 

Revised (last saved): June 16, 2021 • Page 63 of 75 • File: RJC Ops Handbook – July 2021 Final Version 

Appendix V: Holiday/Special Events Operations 

Appendix V: Holiday/Special Events Operations 
 

Catering Interface tasks: 

1. One year in advance, with input from the Ritual Committee, determine all dates for events 

requiring meal* reservations for Maryland Hall, Chesapeake Room, or Celebrations Room, and 

confirm those reservations with Riderwood’s Office of Resident Life and Catering Department.  

(The * signifies a major event: Erev Rosh HaShanah, Yom Kippur Break Fast, and Passover.) 

2. At least 75 days prior to each major event, meet with Catering to determine the menu, prices for 

adults and children six and under, and maximum number of diners. Residents are expected to 

use their Meal of the Day and charge the additional amount for themselves and the full amount 

for their guests to their Riderwood accounts to cover the full cost of meals, unless specified 

here, so that the RJC budget is not used except to pay for administration guests.  

3. Currently, Catering allows a maximum seating of 250 for holiday meals in Maryland Hall. That 

number includes all of those seated. Given that parameter, the Board sets the policies for the 

allowable number of resident guests. The current policy is that paid RJC members have priority 

over non-paid members in the event of over-subscription. 

a. Alert Catering to special foods needed, including, but not limited to challah (one large round 

for the Rosh Hashanah motzi, small rounds for dinners), wine (Kosher for Passover), grape 

juice, ceremonial Passover food for both the Seder plate and dinners. 

b. Sign a contract with Catering. 

4. After meal prices are negotiated to the satisfaction of the Holiday/Special Events Committee, 

the costs are presented to the Board for approval prior to publicizing each holiday meal. 

5. Follow up with Catering, as needed for recipe review and/or tastings 

6. Arrange for audio support (microphones), lectern, front-of-stage tables, etc., as needed. 

7. Arrange for emcee to welcome members and close the event, and introduce honors (candles, 

motzi, kiddush). 

8. For Passover, decide on and obtain afikomen award(s), which is usually cash in envelopes for 

each child guest, according to the registration forms. 

9. For Purim, Chanukah, the Annual General Membership meeting and other special events, meet 

with Catering at least 30 days in advance to review the menu. The final numbers must be 

provided to Catering no more than 10 days before the event. Note: The Annual meeting event 

usually involves bagels, cream cheese, pastries, fruit/cheese platter, coffee/tea. 

10. For Sukkot, Purim, and Chanukah events, arrange for volunteers to help set up, serve, clean-up. 

11. The Chair responsible for coordinating with Catering is responsible for working with the Sukkah 

Subcommittee Chair to arrange for boxed meals to be consumed in the sukkah, if desired. This 

should be done at least two weeks prior to Sukkot. 

12. For post-RJC Presents program refreshments and a brunch to be served at the Annual General 

Membership meeting, Catering should have menus and approximate number of attendees 30 

days in advance. Numbers of attendees of both the RJC Presents programs and the Annual 

General Membership meeting will vary but assume that the RJC Presents programs will attract 

approximately 150 people and the Annual General Membership meeting will attract 75. 



Riderwood Jewish Community  Operations Handbook 

 

 

Revised (last saved): June 16, 2021 • Page 64 of 75 • File: RJC Ops Handbook – July 2021 Final Version 

Appendix V: Holiday/Special Events Operations 

13. RJC Presents refreshments (if any)  

a. Due to fact that the RJC Presents programs end at 4:00 p.m. on Sunday, the food ordered 

from Catering should involve platters of cheese, fruit or cut-up raw vegetables rather than 

baked goods. Beverages such as tea, water and punch can be set up in the back of the room. 

b. Two tables on either side of the room will help to reduce crowding and congestion. 

c. Tongs for serving should be provided by Catering and gloved committee members should 

serve residents. 

d. Attendees should be encouraged to move away from the tables once served.  

14. If the program is held in the Encore Theater, Catering should be able to provide a similar set up 

in the lobby area. 

15. Annual General Membership meeting 

a. Catering will need advance notice of at least 30 days to provide a buffet brunch meal of 

bagels, cream cheese, fruit, pastries and other light fare plus beverages. 

b. Food should be available about 30 minutes prior to the meeting and remain after the meeting 

as members socialize.  Riderwood staff will clean up so there will likely be a time limit on 

the back end.  

Clerical/Administrative tasks (primarily necessary for major meal events): 

1. Update Master Schedule to reflect due dates and responsible parties for all tasks. 

2. Reserve reservation tables and location for reservation collection training session with 

Riderwood Resident Life. 

3. Coordinate with Program staff at Arbor Ridge to arrange for their seder (date, number of seder 

plates, haggadot). 

4. Update meal reservation packet with event dates, menus, prices and any other changes from the 

previous year’s; proof and deliver to FedEx for reproduction on the Riderwood account. 

5. Submit articles to the RJC BULLETIN for publication the month prior to the event and the 

month of the event or any schedule that informs residents well in advance of the event. 

6. Invite special, non-paying guests.   

7. Recruit volunteers to stuff cubbies and handle the reservation process. 

8. Recruit Table Seating Coordinators who arrange the seating of diners at tables based on 

reservation form requests. 

9. Obtain labels for all Jewish resident households from the Membership Records Coordinator. 

Label registration packets and deliver to cubby stuffers. 

10. Conduct reservation training session for Table Seating Coordinators and Greeters. 

11. Ensure that: 

a. Reservation collection and forms review is completed. 

b. Forms are delivered to the Table Seating Coordinator(s), who will assign seating and record 

table assignments on the forms. 
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c. There are sufficient volunteers to greet administration guests, RJC members and their family 

members and to assist them with finding their seats and any problems that may arise during 

the event. 

12. Upon receipt of forms from the Table Seating Coordinator(s), enter the data into the master 

database: names of resident and guest diners; entrée choices, table assignment; special requests 

and create and proof the master spreadsheet. 

13. Create/distribute confirmation letters to residents. 

14. Provide final meal count to Catering at least 10 days prior to the meal. 

15. Create final reports: billing email to Catering; check-in list for posting on a table outside 

Maryland Hall; menu choice placards; entrees-by-table report for Catering. 

16. For Passover, pickup, wash and deliver to Catering the seder plates that are stored in the Chapel 

cabinet. 

17. After the second seder, collect and wash plates and deliver them to Arbor Ridge for the seder 

there. Following the Arbor Ridge seder, volunteer will collect the plates, ensure that they are 

washed and returned to the storage cabinet.  

Special Notes:   

• Erev Rosh Hashanah:  The dinner generally begins at 5:00 p.m. in Maryland Hall. The 

timing allows for the meal to be finished in time for services to be held in the Chapel at 7:30 

p.m. The space is reserved from 9 a.m. to 10 p.m. to ensure enough time for all operations to 

be completed by the Catering Department. 

• Break Fast: This catered event takes place in Maryland Hall, typically between 5:00 - 8:00 

p.m. following the end of Yom Kippur services. The Concluding Service ends at 4:30 p.m. 

Break Fast is typically a light meal of bagels, deli/lox and salads.  

• Passover seders:  The Board reserves the right to decide if there will be one or two annual 

seders.  The timing of the First Seder is from 5:00 p.m. and the set up requirements are 

identical to the arrangement for Erev Rosh Hashanah.  If there is a Second Seder, set up 

requirements are for 12:30 to 10:00 p.m. since the tables are already in place from the 

evening before.  

• Chanukah:  The RJC Chanukah celebration is usually held in conjunction with the RJC 

Presents program in December. The Catering Department provides the set up for latkes, 

apple sauce and sour cream at two long tables set up in Maryland Hall as well as beverages 

at separate tables in the back of the room. Costs associated with Chanukah are included in 

the RJC budget.  

• Purim:  The RJC Purim service is held in the Chapel. Refreshments are set up in the lobby. 

The Oneg Shabbat Committee is responsible for ordering hamantaschen from a supplier 

such as Costco or Kosher Mart in advance, serving and clean up.  

• Sukkot: The location for the RJC service is arranged by the Ritual Committee. 

• Simchat Torah:  The location for the RJC service is arranged by the Ritual Committee.  

• Shavuot: The location for the RJC service is arranged by the Ritual Committee.  
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High Holy Days Planning Schedule 

Task 
Days 

Before 
Due Date Responsible Person(s) 

Erev Rosh Hashanah Dinner 0  N/A 

Yom Kippur Break Fast 0  N/A 

Arrange for reservation tables AND Media Ctr table 

with Resident Life 

60   

Finalize menu and prices with Catering 80   

Complete reservation packet 68   

Proof reservation packet 67   

Submit article for BULLETIN (month-before issue) 75   

Submit article for BULLETIN (month-of issue) 44   

Deliver packets to FedEx (PDFs) 55   

Invite special guests (Hibbs and wife, Rev. Bell, Rev. 

Lyons, other rabbis) 

45   

Recruit cubby stuffers and reservation table volunteers 

for each neighborhood 

   

Label packets 50   

Poster 1 45   

Deliver packets to cubby stuffers 48   

Stuff cubbies (VSQ, MST, TNC, LCS, ABR)  45   

Poster 2 35   

Reservation Training Session 33   

Reservation submission (dining room lobbies at dinner 

time) 

30   

Completed reservations to table assigner 30   

Poster 3 24   

Assign tables, handle change requests 24-14   

Reservation deadline 14   

All forms to admin chair  13   

Data entry 13   

Proof data entry 12   

Create confirmation letters 12   

Final meal counts to Catering 10   

Arrange for candle lighters 10   

Distribute confirmation letters 7   

Email billing spreadsheets to Catering 5   

Poster 3a (RH dinner reminder) 5   

Create Check-in List, Table Assignment chart, “menu 

choice” place cards 

2   

Poster 4 (Yom Kippur) 7   

3:15 PM DAY OF EACH MEAL: 

Doorkeepers 

(Candles?  Wine?): (candlesticks, kiddush cup) 

Confirm number of diners each table, “menu choice” 

place cards, highchairs, booster seats; check microphone 

0   

Send “thank you” notes for each event:  Catering, rabbis + 3   
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Passover Seders Schedule Template 

Task 
Approx. 

Days Before 
Due Date Responsible Person(s) 

First seder 0  N/A 

Second seder 0  N/A 

Arbor Ridge seder – Confirm leader with Ritual Chair; 

advise of deadline for ABR to provide number of seder 

plates and haggadahs needed.  

0   

Arrange for reservation tables with Resident Life 80   

Finalize menu and prices with Catering 75   

Complete reservation packet 60   

Proof reservation packet 59   

Submit article for BULLETIN (month before seder) 55   

Deliver packets to FedEx (PDFs) 52   

Submit article for BULLETIN (month of seder) 25   

Invite special guests (Hibbs and wife, Rev. Bell, Rev. Lyons, 

other rabbis) 

45   

Label packets 50   

Recruit volunteers for cubby stuffing and reservation tables 

for each Neighborhood 

50   

Poster 1 45   

Deliver packets to cubby stuffers 48   

Stuff cubbies (VSQ, MST, TNC, LCS, ABR) 45   

Poster 2 35   

Conduct Registration Training Session: 30   

Reservation submission (dining room lobbies at dinner time) 30   

Completed reservations to table assigner 27   

Poster 3 24   

Assign tables, handle change requests    24-14   

Registration deadline 14   

All forms to Admin Chair 13   

Data entry 13   

Proof data entry 12   

Create confirmation letters 11   

Final meal counts to Catering 9   

Arrange for candle lighters 10   

Distribute confirmation letters 7   

Email billing spreadsheets to Catering  5   

Obtain afikomen awards and fill afikomen envelopes (based 

on # of children at each seder) 

5   

Create Check-in List, Table Assignment chart, “menu 

choice” place cards for both seders 

2   

Deliver seder plates to Catering (Windsor kitchen) and to 

ABR 

3    

3:15 PM DAY OF EACH SEDER: 

Doorkeepers   

Bring haggadahs from chapel kitchen 

Confirm number of diners at each table, “menu choice” place 

cards, highchairs, booster seats, distribute haggadahs 

Check microphone 

0   

Return haggadahs to chapel kitchen +1   

Collect seder plates after second seder; wash; return to 

chapel kitchen 

+1   

Send “thank you” notes for each event:  Catering, rabbis + 3   
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Appendix VI: BULLETIN Operations Guide   

 

 
MISSION STATEMENT  
 

The mission of the RJC BULLETIN is to inform the Riderwood Jewish Community (RJC) as well as interested 
members of Riderwood staff of upcoming religious services, programs and other items of general interest such 
as new members, members’ deaths, donations to the RJC and other noteworthy items. 
 

OVERVIEW 
 

The RJC BULLETIN is the official monthly publication (12 per year) of the RJC.  It provides our community with 
information regarding RJC religious, entertainment, education, and social programs and events.  The 
BULLETIN is a venue to welcome new members, note members’ deaths and recognize donations made in 
honor and in memory of community members and their families and friends.  The RJC BULLETIN also 
publishes, subject to review, articles by fellow RJC members. 
 

RJC BULLETIN WORK PROCESS FLOW CHART 
 

The work process and tasks involved from creating to distributing the monthly BULLETIN have specific 
deadlines each month.  Proficiency in using a computer is required for many of the tasks.  All of these tasks 
may be completed without leaving Riderwood. The flowchart below identifies the eight primary components of 
the work process involved from initiation to distribution of the monthly RJC BULLETIN. 
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Below is a detailed analysis of each of the eight primary components of the BULLETIN work process contained 

in the work process flow chart on the previous page.  

1) SOLICIT ARTICLES AND INFORMATION (see Format Guide on page 6) 

• Remind RJC members, including committee chairs and Executive Board members, to submit 

information needed for the following month’s issue by the 15th of each month.  

• Confirm in writing that submitters approve of their contact information being published in the BULLETIN 

if that information is included in their article.  

• The monthly BULLETIN includes articles from the President or Co-president and the Ritual Committee.  

Each issue also includes information about Shabbat and other Jewish holiday schedule of services and 

programs, a list of new members, special events, RJC Presents and educational programs, committee 

news, and general interest articles written by community members.  

• The monthly BULLETIN includes condolences and get-well wishes from the RJC plus a list of donations 

from RJC members, friends and family members.  This list is provided by a chair of the Resource 

Development Committee.  

 
2) WRITE ARTICLES      

• Write articles as needed.  

• The Calendar Chairperson(s) create and submit to the BULLETIN Editor(s) a calendar that includes the 

dates, times, titles, speakers and locations of all programs and services listed in the body of the 

BULLETIN.  

• For the months indicated below these special articles are generally included:  

o September and October – recruitment of members to serve on the RJC Executive Board 

o November – Annual Membership Meeting information and short biographies of Executive 

Board nominees  

o December – Annual Membership Meeting agenda, location, and time 

o January – Executive Board member retiree thank you and new Board member welcome 

o April 

▪ RJC Volunteer list and thank you article(s) 

▪ articles, poems and other items commemorating The Holocaust 

▪ recognition of Riderwood Holocaust Survivors 

o May thru August – BOOK OF REMEMBRANCE information and solicitation 

o Summer – New Member Welcome Shabbat 

o In relevant months – information about services, meals and activities for the High Holy Days, 

Sukkot, Purim, and Pesach 
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3) EDIT AND DO FIRST PROOFREADING PER STYLE GUIDE (see Style Guide on page 5)  

• Review submitted information to ensure alignment with BULLETIN mission and guidelines. 

• Edit submissions as needed to maintain consistency with the BULLETIN style guide.  

• Connect with submitters to discuss and confirm major changes if needed. 

• Ensure that the Calendar includes all activities listed in the body of the BULLETIN plus accurate dates, 

days, times, titles, speakers, locations of activities, and correct page numbers noted in the body of the 

BULLETIN. 

• Ensure that the Table of Contents includes correct pages and titles of articles in the body of the 

BULLETIN.  

 
4)  FORMAT BULLETIN (see Format Guide on page 6) 

• Organize and compile all information into a format ready for printing by the printing contractor. 

 

5) DO FINAL PROOFREADING PER STYLE GUIDE (see Style Guide on page 5) 

• Complete final proofreading of the BULLETIN to check for accuracy of information, spelling, grammar 

and conformance to the style guide. 

• Final proofreading includes ensuring consistency of dates, times, titles, speakers, and event locations 

throughout the BULLETIN’S Table of Contents, articles and Calendar page. 

 
6) SUBMIT PRINT ORDER EXTERNALLY TO PRINTER AND INTERNALLY TO BULLETIN TEAM 

MEMBERS 

 

• External Submission (see Sample Print Order on page 7) 

o Confirm with the Membership Records Coordinator the number of print copies required to be 

distributed to members’ cubbies.  

o Confirm with the Distribution Chair the number of print copies required for individuals and groups 

such as the RJC Archivist, Riderwood Sales office, Pastoral Ministries office and Arbor Ridge 

staff.  

o Determine the printing and delivery requirements as described in the Sample Print Order on 

page 7.  

o Be judicious in authorizing the use of color. Using color can increase the cost of printing up to 

10 times on the pages containing color.  

o Verify the printing cost, including the discount offered to Erickson Senior Living.  Prior to delivery, 

pay the printing contractor using the RJC bank debit card and request an emailed receipt.  

o Submit the BULLETIN to the printing contractor via an emailed pdf. The submission is done 

approximately 10 - 12 days prior to the end of each month.  The goal is to ensure distribution of 

print copies 5 days prior to the end of the month. 

o The BULLETIN submission to the printer is copied to the BULLETIN Distribution Chair, 

Membership Records Coordinator and Editor or Co-editors.  

• Internal Submission 

o Email a Word version of the final BULLETIN to the RJC Communications Coordinator for 

placement of select articles on the RJC Website. 

o Email the final Calendar to the Calendar team for submission to Riderwood’s Community 

Resource Manager. 

o Provide information, as requested, to individuals who create posters and other advertising 

documents.  
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7) PAY PRINTING CONTRACTOR AND SUBMIT RECEIPT 

 

• Each month request, via email, the invoice from the printing contractor and verify that the amount is 

correct based on the number of copies, the number of pages, paper, color and other specifications.  

• Pay the invoice using RJC’s bank debit card and request that the printer email a detailed receipt.  This 

is usually done on the phone prior to delivery. 

• Submit the receipt to the RJC Treasurer. The Treasurer will compare receipt with the amount charged 

to the RJC debit card.  

 

8)  DISTRIBUTE ELECTRONIC AND PRINT COPIES TO RJC MEMBERS AND OTHERS 

 

• Email electronic version to RJC members.   

o The Membership Records Coordinator emails the BULLETIN pdf to RJC members and 

Riderwood staff who have requested distribution electronically.  

o The goal is to have electronic copies emailed eight days prior to the start of the month. 

 

• Distribute print copies to RJC members and others. 

o The Membership Records Coordinator provides preprinted labels to the Distribution Chair. 

Labels, one per household, include the member’s name, neighborhood number and apartment 

number (e.g., Susie Weinstein, 3 MG-555). 

o The printing contractor delivers printed BULLETINS to the Distribution Chair who affixes 

preprinted labels. 

o Additional BULLETIN copies are labeled and delivered to the RJC Archivist, Riderwood Sales 

office, Pastoral Ministries office and Arbor Ridge staff.  

o The Distribution Chair works with a distribution team to place BULLETINS in cubbies of 

members who have requested print copies.   

o The goal is to have the printed copies in cubbies five days prior to the start of the month. 

 
NOTES:  
 

• Annually, in November, submit an RJC BULLETIN budget projection for the following fiscal year to the 

RJC Treasurer. The RJC’s fiscal year is January 1 – December 31. 

 

• Titles noted in the above RJC BULLETIN Operations Guide reflect individuals accomplishing tasks as 

of the RJC Operations Handbook 2021 publication.  If those roles change in the future, those changes 

will be noted in subsequent RJC Operations Handbook revisions.  
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RJC BULLETIN STYLE GUIDE 
 

For uniformity the entire RJC BULLETIN is compiled using Arial font in the following sizes: 
 

• Page and Section headings: 14 pt.  ALL CAPS, Bold and Underlined       

• Example: NEWS, NOTES AND NOTICES 
 

• Article sub-headings:  12 pt.  ALL CAPS, Bold and Underlined      

• Example: RJC BOOK CLUB 
 

• Body Text: 11 pt. (This sentence is in 11 pt.) 
 

o Where necessary to keep an article on one page, the font size may be reduced to 10.5 pt. but no 

smaller to maintain readability.  (This sentence is in 10.5 pt.) 
 

o If further action is needed to keep an article on one-page, the space between paragraphs may be 

reduced to 8 or 5 pts. 

 

The Co-editors of the RJC BULLETIN do not follow any one particular style guide (e.g., the Chicago Manual of 
Style or the New York Times Manual of Style or any of several on-line style guides) but may refer to one of 
these sources when there is a question as to accepted usage or style.  There are, however, certain styles that 
the Co-editors currently follow: 

 

• Location of an event at Riderwood: List the exact location, then the building and then the date and time 

using “in”, “at”, “on” and then “at”  (e.g., The group will meet in the Classroom at Lakeside Commons on 

Wednesday, March 24 at 1:30 p.m.). 

 

• Time: Lower case with periods is the preferred way to write the time of day (e.g., 2:00 p.m.). If the time is 

noon, write it as 12:00 noon (12:00 a.m. or 12:00 p.m. are not used). 

 

• Foreign words: Italicize words in language other than English, including transliterated Hebrew (e.g., 

Shabbat). 

 

• Titles of book and movies:  Larger works such as books, movies, newspaper name, plays, television 

shows and DVDs are in italics (e.g., Gone with the Wind ). 

 

• Titles of shorter works: Shorter works such as stories, poems, songs, articles or book chapters are in 

quotation marks (e.g., “G-d Bless America”). 
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RJC BULLETIN FORMAT GUIDE  

Beginning shortly after the inception of the RJC in 2002 the RJC BULLETIN has been published monthly – 12 

issues per year – and printed double-sided on letter-size paper (8½” x 11”, in portrait mode).  Formatting has 

changed over the years.  Currently the arrangement of each issue is as follows: 

The RJC BULLETIN is divided into six principal sections, typically in the following sequence: 

(Each section has the name of its section shown on the top of each page.)  

1. Regular Features 

• Message from the (Co)-President 

• Table of Contents 

• Ritual Roundup 

• Shabbat and current Jewish Holiday(s) 
 

2. RJC Activities and Events (Description of activity scheduled for the current month by each 

Committee, including place, date, time and contact information) 

• RJC Education Committee 

• RJC Book Club 

• Hadassah 

• RJC Chavurot 

• RJC Cares 

• RJC Art Committee 

• RJC Presents 

• RJC General Board of Directors Meeting 
 

3. News, Notes and Notices 

• Welcome to New RJC Members 

• RJC Website Information 

• RJCFLASH 

• Yahrzeit, Pre-Need Information, When an RJC Member Dies, Contacting our Rabbis 

• RJC BULLETIN Masthead 

• Distribution of the RJC BULLETIN 

• Submission of Material for Publication 

• Articles, stories, and poems submitted by RJC Members 
 

4. Donations to the RJC 

 
5. Calendar Page 

 

6. Forms, when appropriate (e.g., Dues, Holiday Meal Reservations, Questionnaire) 
 

The body of the text is formatted in two columns per page with certain exceptions where a single column across 

the entire page is acceptable, such as: 

• short items where readability is satisfactory if the text runs across the entire page 

• to vary the format for variety and eye-appeal 

 
The RJC BULLETIN is printed on white paper with black ink for economy.  A page printed in color, even if only 
one sentence or one word or even just one letter on that page is in color, can cost up to 10 times the cost of a 
black and white page.  On rare occasions color may be used, if justified by the editors.  
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SAMPLE PRINT ORDER 
Since 2017 the RJC has been using FedEx to print the RJC BULLETIN.  By doing so, the RJC receives a discount 

by utilizing the agreement between Erickson Senior Living and FedEx.  (It was FedEx who advised the RJC of this 

agreement.)  By using this agreement, the RJC is NOT able to also get exemption form the Maryland state sales 

tax, currently 6 percent.)  Each month, approximately 10 – 12 days before the end of the month, a BULLETIN editor 

sends the print order via email to the FedEx Office and Print Shop in Columbia, MD to print the BULLETIN for the 

following month.  RJC uses that FedEx facility since they are equipped to handle a job of this size or, if overloaded, 

they may farm it out to another FedEx facility.  We have established a rapport with the people at their Columbia 

office.  FedEx delivers the printed copies to the apartment of the RJC member responsible for distribution.  No 

delivery fee is charged.  Turn-around time is typically 3 or 4 days (excluding Sundays).  A sample print order which 

is emailed to FedEx is shown below:        

To:  usa1824@fedex.com (This is the email address of the Fed Ex office in Columbia, MD 

FedEx - 10400 Little Patuxent Pkwy Columbia MD 21044 

Please print the (Month/Year) issue of the RJC BULLETIN (pdf is attached) 

The issue should be printed as follows: 

• Paper: letter-size, 20-lb bond, white, uncoated.  (Note: If that month’s BULLETIN contains a form such as 

an RJC dues form or meal reservation form, (or pages if more than one form), request that those pages be 

printed on color paper (such as light blue) and placed at the end of the BULLETIN.  Ask that those pages 

be printed single-sided unless it is a two-sided form.  If there is more than one form in that month’s issue, 

place the second form after the first one and ask that the second form be printed on a different color paper.  

There may be a very minimal charge for color paper.  That is different than asking for the printing to be in 

color, which incurs a significant price increase.) 

• Ink: Black on all pages 

• Format: DOUBLE-SIDED on eleven sheets of paper, for example, (pages 1/2, 3/4, 5/6, 7/8, 9/10, 11/12, 

13/14, 15/16, 17/18, 19/20, 21/22) and SINGLE-SIDED on pages 23 and 24 

• Stapled: Yes, in upper left corner 

• Quantity: 330. The print run is determined by the count provided by the Membership Records Coordinator 

based on how many members opted to receive the print version plus additional copies that are distributed 

through the Distribution Chair to RJC Archivist, Riderwood Sales office, Pastoral Ministries office and Arbor 

Ridge staff. 

Please deliver the printed copies to: 
Name of Distribution Chair, Riderwood address, including Apartment number 
Note: The above address is in RIDERWOOD VILLAGE, a senior community.  The driver must take the delivery 

to the XXX clubhouse, the building connected to the above address.  There are directional signs on campus to 

direct the driver to the XXX clubhouse. 

 IMPORTANT to FedEx: 

• Please deliver the printed copies on or before end of day (Month, Day, Year).  Delivery before that date 

is acceptable. 

• Please be sure that RIDERWOOD VILLAGE and recipient’s name and Apartment Number as well as the 

above directions are on the address label. 

• If you have any questions or concerns about delivery, please call the Distribution Chair (Cell Phone #).  If 

he or she is not available, call alternate at (Cell Phone #) 

• We will call you with the Debit Card number for payment of this order.  

Thanks in advance for your usual prompt service.   (ATTACH .pdf of BULLETIN) 
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