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WELCOME TABLE CHARTER 
 
BACKGROUND 
It is a recognized practice for any member organization to have a welcoming practice. As 
such, the Welcome Table subcommittee was established as part of PUC’s Membership 
Committee. 
 
MISSION/PURPOSE 
The Mission and purpose of the Welcome Table is to welcome visitors and current members, 
track returning visitors, provide information on UU and PUC, and communicate current events. 
 
This charter can be amended by the Membership Director/Chairperson with the approval of the 
Board when such amendment will better enable the Welcome Table to serve the needs of the 
Congregation. 
 
PRINCIPAL DUTIES AND ACTIVITIES 
The Welcome Table subcommittee will be involved with the following activities within the 
PUC and UUA Community. 

1. Greet visitors and help them feel welcomed. 
2. Set up Welcome Table each Sunday morning at least ½ hour before Service. 
3. Have name badges available for new visitors 
4. Track returning visitors, and provide pre-printed returning visitor name badges 
5. Have UU and PUC literature and information available 
6. Have available sign-up sheet for Dinners with UUs 
7. Post upcoming events on whiteboard. 
8. Put away and store Welcome Table collateral after Coffee Hour ends each Sunday. 

 
 
INFRASTRUCTURE 

1. Administrative support for Welcome Table activities shall be provided by the 
PUC Administrative Office staff and PUC volunteers. 
 

SIZE AND COMPOSITION 
1. Welcome Table Host Coordinator  
2. There will be two Hosts per team. Each team will assigned one Sunday service per month 
3. There will also a list of back-up hosts (minimum of four individuals) 

 
MEMBERSHIP – TERMS, APPOINTMENT PROCESS AND VACANCIES 

1. The coordinator term shall be for minimum of 3 years. 
2. The individual host term shall be for a minimum of 2 years. 
3. Members may serve an unlimited number of terms. 
4. Vacancies for coordinator and hosts shall be promptly filled with candidates as 

recommended by the Leadership Development Team.  
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BASIC TASK FORCE OR SUBCOMMITTEE RESPONSIBILITIES 
Note:  These responsibilities are required to integrate the activities of each committee into the 
PUC organizational environment.  They can, with approval of the Board be adjusted to meet the 
needs of each committee but the basic concepts are necessary. 

1. Initiate, encourage, support and administer Task Force or Subcommittee’s activities 
within the church. 

2. The Welcome Table coordinator and the Chairperson of the Membership Committee under 
which the Welcome Table was created will maintain close contact with each other. 

3. Prepare an Annual Report to be submitted to the Director and Chairperson of the 
Membership under which Welcome Table was created by the first of June. This report 
should include information about achieving your proposed ends/goals and annual 
reports from various projects for inclusion into the Annual Report to the Congregation.  
This Annual Report should also contain the proposed ends/goals for the task force or 
subcommittee for the following year in keeping with your mission and charter as well 
as the PUC mission and vision.  The annual report should also contain a summary of 
the means used to achieve the ends/goals achieved or being pursued by the task force 
or subcommittee. 

4. Prepare an annual budget for the task force or subcommittee for submittal to the 
Director and Chairperson of the Membership Committee under which Welcome Table 
was created by the first of March and administer the task force or subcommittee’s 
budget accounts.  

5. Provide task force or subcommittee members a copy of the task force or subcommittees 
charter and conduct an annual review of the task force or subcommittees charter to insure it 
still represents the current mission of the task force or subcommittees, whether they have 
achieved their goal(s) and if they are still needed. 

 
CHARTER LIMITS 
In order to better define how a task force or subcommittee may set and meet its end, or goals 
with minimal supervision by the Board or the committee under which it exists, the following are 
the limits set for each task force or subcommittee by the Board of Trustees.  This will simplify 
decisions made by the task force or subcommittee to determine how best to proceed to a goal.  A 
task force or subcommittee is empowered to take action in any manner that does not conflict with 
these limits and its mission at PUC as defined in its charter. 
  
These limits are that the committee MUST NOT:  

1) Utilize any means to achieve the mission or ends/goals set forth by the committee in its 
charter or proposed in the Annual Report which would place PUC out of compliance with 
Federal, State or local laws and ordinances. 

2) Utilize any means to achieve the mission or ends/goals set forth by the task force or 
subcommittee in its charter or proposed in the Annual Report that are not in compliance 
with UUA requirements, PUC Bylaws, PUC written policies or cause the task force or 
subcommittee to exceed the roles specified in its charter. 

3) Utilize any means to achieve the mission or ends/goals set forth by the task force or 
subcommittee in its charter or proposed in the Annual Report which would not honor the 
seven principles. 

4) Spending more than what is in the funds allocated to the task force or subcommittee.  If 
the task force or subcommittee feels that they may need to exceed their budget for any 
reason, they should immediately contact the committee under which they were created.    

5) Forget that changes to committee, subcommittee or task force charters must be approved 
by the Board of Trustees.  This includes changes in ends/goals. 
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6) Forget that any emergency changes in the task force or subcommittee’s charter must be 
approved by the Lead Minister or the Board.  Those changes must then be incorporated 
into the charter and approved by the Board 

7) Forget that task force or subcommittees are created by, and can be disbanded by, the 
Board of Trustees. 

 
PUC BOARD APPROVAL OF CHARTER 
 
Per       
Board President Date 


