
2018 Banquet Information
                           and Table Host Guide

Pregnancy Resource Center
New River Valley, Inc.

German Club Manor  
711 Southgate Drive |  Blacksburg, VA 24060

Seating begins at 6:00 PM  |  Dinner & Program 6:30 - 8:30 PM

Keynote Speaker, Mike Spencer
Mike served as a pastor for 23 years before joining the staff of Life Training Institute in 2012, where 
he serves as the Midwest Director of Training. Mike has a burden to awaken the church to the plight 
of mothers facing unplanned pregnancies and to the little ones they carry. He travels throughout 
the United States speaking as the keynote at banquets and conferences and addresses thousands of 
students each year on high school and university campuses. Mike is a gifted and much sought after 
communicator who brings a pastor’s heart to the often emotional and divisive issue of abortion in 
a way that is both gracious and compelling. More information is available at www.prolifemike.com.

The program will be the same both evenings. Attendance by reservation only. No cost to attend, but 
there will be the opportunity to partner with the PRC through a financial gift. Business attire requested.

John 8:12

Thursday, November 8th & Friday, November 9th

Contact Us:
Debbie Christian, CEO
dchristian@prcnewrivervalley.com

Kelly McMurray, Director of Development
kelly@prcnewrivervalley.com

PRC Adminstrative Offices & Valley Women’s Clinic Blacksburg :

708 North Main St., Suite 200, Blacksburg, VA 24060
Phone: 540-552-5556

Fax: 540-552-5567
www.PRCsupport.com/banquet
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5 Steps for Successful Table Hosting
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Pregnancy Resource Center
New River Valley, Inc.

Please pray. For the PRC ministry, the event, your role and who God would lead you to invite. Pray that this event would glorify our 
Father. Pray God would show you who to invite that would readily accept the challenge to hear testimony of this ministry. Pray for our 
speaker and testimonies. Pray for a successful evening of financial support for the PRC.

Your role as Table Host can be broken down into 5 easy steps:

Pray

Since this event is relationship focused, we recommend that you invite your guests in person or by phone. Each table will seat a total of 
8 people, including you. Please communicate the following to your guests:
•	 The PRC ministry, its mission and why you have a heart for the PRC.
•	 The date, time, and place. Emphasize guests should arrive close to 6pm to allow adequate time for seating close to 300 people.
•	 We expect a packed house, so each seat being filled is important. If guests find they cannot come, have them notify you immediately. 
•	 All guests must be registered. 

Invite

Register all of your guests or send them the link via email to let them register themselves. If you are registering them, please collect all 
the requested information (see worksheet on page 5). Entering your guests’ email addresses is especially important so that they will 
receive our reminder email the week of the event. All  guests must be registered as unregistered guests are not guaranteed a seat. Complete 
registration for all spots at your table by Tuesday, October 23. You can continue to add guests after this deadline, but please note that 
if your table is not filled by the October 23 deadline, the PRC will begin to place ungrouped guests at your table to fill any empty spots 
at your table.

Ways to register your guests

Register

1. Online (Preferred method)
You will receive an email that will connect you with this process, entitled “Table Host Instructions.” SAVE THIS E-MAIL. 
Follow the instructions by clicking on the link “Manage My Guest List.” You can begin registering now! Revisit the page as 
often as needed to update your guest information. Lists can be kept current via the “Manage My Guest List” link. See page 
7 for more information about online guest registration through “Manage My Guest List.”

2. Paper Form (Only if you are not using online registration)
Fill out the guest list on pages 5 & 6. Send it to the PRC by Tuesday, October 23 by mail, fax, email or in person. 

Keep your guest list current
For any and all additions or deletions to your guest list, please change that information through the “Manage My Guest List” link or call 
the PRC. You can make changes to your guest list until 3:00PM on the day of the banquet. If you need to make a change after that time, 
please plan to arrive early to let us know about this change. 



4

3

Pregnancy Resource Center
New River Valley, Inc.

5 Steps for Successful Table Hosting

Confirming the attendance of your guests is a two-step process. 

Acknowledge Their Reservation
The first step is to acknowledge your guests’ reservation when they initially accept your invitation. You can do this by email, with a 
confirmation card, or both.

Confirm

1. Confirmation Email
When you register your guests online, or when they register 
themselves, they automatically receive a confirmation email. 

2. Confirmation Card
To all your guests that have accepted your verbal invitation, please 
offer them a confirmation card. The PRC can provide you with 
these cards. The confirmation email that guests automatically receive.

Confirm Their Attendance
Confirm your guests’ attendance again by Tuesday, October 23. You can do this via the “Manage My Guest List” link, by emailing all your 
guests, or you can call them to confirm. In order to email your guests using the Guest List Manager, open each of your guests’ profiles, 
as though you were trying to edit them, and copy and paste their email address into your personal email. For any and all additions or 
deletions to your guest list, please change that information through the “Manage My Guest List” link or call the PRC. 

5Attend
Attend the banquet, arriving early to pick up Table Host packet and be ready to greet your guests.

Arrive Early
Please arrive no later than 5:30 PM for the event on November 8th or 9th. Pick up your packet from the Table Host check-in area and 
inform us of any changes to your guest list. Enter the ballroom and find your table, please join us for prayer in the front center of the 
ballroom promptly at 5:50 PM. After the prayer time, stay in the ballroom at your table. This will allow you to to greet your guests as they 
begin arriving at 6:00 PM when the doors open. 

Please note that seating for guests will not begin until 6:00 PM, and your guests must check in before entering the banquet hall.

Please do not hesitate to call with any questions! We are grateful for you!



Frequently Asked Questions

2. How much does the banquet cost?

There is no charge to host a table or attend the event. However, please let your guests know that this is a fundraising banquet for the 
PRC so they are not surprised. An opportunity to partner with this ministry will be given the evening of the banquet. This event is 
underwritten by special friends of the Pregnancy Resource Center. 

3. Who do I invite to the banquet?
As you consider whom you will invite, prayerfully consider whom the Lord would have at your table that would love the opportunity 
to know more about this incredible mission field. Who do you know in your church, neighborhood, or workplace that would have 
a heart for women facing an unplanned pregnancy? (Pastors, health professionals, community leaders, teachers, spiritual mentors, 
business professionals, etc.) As you invite, keep the following in mind as well:

           • Consider those who believe in life.
 We are looking for your friends and acquaintances who—if they knew more about the ministry—would be inclined to  
 support the PRC financially. 
           • Try to look for new, first-time attendees. 
 There are many people in our area—in your Sunday school class, business or Bible study—who believe as you   
 do in the sanctity of human life and in sharing the hope of Jesus. We want to invite those people to partner with the PRC.
            •  Consider the heart. 
 God looks at the heart and we know you do as well. Look for hearts that are open and generous. 
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1. Why the banquet?

The PRC’s Annual Benefit Banquet is the largest and most crucial fundraiser for this ministry. The banquet provides a large percentage 
of our budgetary needs so that we can fulfill our mission of reaching women, men and children with the hope of life in Jesus Christ 
as they face an unplanned pregnancy. Our 2018 Banquet fundraising goal is $250,000!

4. Can children come to the banquet?
We apologize, but no children, please. We love children! But, on this night, we want to raise the funds necessary so that future 
children gain the gift of life. Since meal costs are fully funded by underwriters, this is an adults only event—so that as many as possible 
have an opportunity to support this ministry financially. A note about college students: We LOVE college students and prefer they serve 
as volunteers! If you have a college student interested in attending, please talk to Kelly for information regarding how they can serve!

5. What is my role prior to the banquet?

Your main responsibilites are to invite guests and register or call in confirmed guests. There is an online tool available to make this 
process easy and efficient.

6. What is my role during the banquet?
Introduce your guests to one another and make them feel comfortable. When speaker prompts, you will be asked to distribute giving 
envelopes to everyone at your table. Thank your guests for coming at the conclusion of the banquet.



THIS SHEET IS ONLY REQUIRED IF YOU ARE NOT REGISTERING 
VIA THE E-MAIL ATTACHMENT WE SENT YOU!

Include the full information for each guest. Please list spouses separately. Complete and return to the PRC (attn: 
Banquet) by  October 23, 2018.
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PRC Banquet: Table Host Worksheet

Guest List Received

Table Number Assigned

Table Number Confirmed

FOR OFFICE USE ONLY:

Host Name: 

Address: 

City: Zip: 

Phone: 

E-mail: 

Meal choice: VegetarianChickenBeef

Name: 

Address: 

City: Zip: 

Phone: 

E-mail: 

Meal choice: VegetarianChicken

Note: Contact the PRC with any specific dietary restrictions.

Beef

Name: 

Address: 

City: Zip: 

Phone: 

E-mail: 

Meal choice: VegetarianChickenBeef

Name: 

Address: 

City: Zip: 

Phone: 

E-mail: 

Meal choice: VegetarianChickenBeef

Name: 

Address: 

City: Zip: 

Phone: 

E-mail: 

Meal choice: VegetarianChickenBeef

Name: 

Address: 

City: Zip: 

Phone: 

E-mail: 

Meal choice: VegetarianChickenBeef

Note: Contact the PRC with any specific dietary restrictions.

Note: Contact the PRC with any specific dietary restrictions. Note: Contact the PRC with any specific dietary restrictions.

Note: Contact the PRC with any specific dietary restrictions. Note: Contact the PRC with any specific dietary restrictions.



All this information can be given via the email link sent to you “Table Host Instructions” using the “Manage My Guest 
List” link.

If you are NOT using the online registration, send this list to the PRC by October 23 by mail, email or fax:

Pregnancy Resource Center of the NRV
708 N. Main St., Suite 200
Blacksburg, VA 24060
Phone: 540-552-5556
Fax: 540-552-5567
Email: kelly@prcnewrivervalley.com
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PRC Banquet: Table Host Guest List

Name: 

Address: 

City: Zip: 

Phone: 

E-mail: 

Meal choice: VegetarianChickenBeef

Name: 

Address: 

City: Zip: 

Phone: 

E-mail: 

Meal choice: VegetarianChickenBeef

Name: 

Address: 

City: Zip: 

Phone: 

E-mail: 

Meal choice: VegetarianChickenBeef

Name: 

Address: 

City: Zip: 

Phone: 

E-mail: 

Meal choice: VegetarianChickenBeef

Sample Confirmation Card 
available for your guests by request. 

Contact the PRC 540-552-5556 for more 
information.

Note: Contact the PRC with any specific dietary restrictions. Note: Contact the PRC with any specific dietary restrictions.

Note: Contact the PRC with any specific dietary restrictions. Note: Contact the PRC with any specific dietary restrictions.



Pregnancy Resource Center
New River Valley, Inc.

User’s Guide: Online Guest Registration, 
“Manage My Guest List”
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Table Host Instructions Email
After you commit to hosting a table for the PRC’s Banquet, you will receive an email that will allow you to register and communicate with 
your guests. This email’s subject line is, “Table Host Instructions.” SAVE THIS E-MAIL. 

Click on the link 
“Manage My Guest 
List” to begin 
registering! 



Pregnancy Resource Center
New River Valley, Inc.

User’s Guide: Online Guest Registration, 
“Manage My Guest List”
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Guest List Manager
Clicking the “Manage My Guest List” link in the email will open the “Guest List Manager.” You can bookmark this page to easily return 
to it again.

From here, you can send email invitations, register guests, edit your guests’ information, and cancel registrations. Revisit the page as often 
as needed to update your guest information. Please keep your guest list current using this Guest List Manager. You can make changes to 
your guest list until 3:00PM on the day of the banquet. If you need to make a change after that time, please plan to arrive early to let 
us know about this change. 

When you register your guests online, or when 
they register themselves, they automatically 
receive a confirmation email. You can send an 
additional, personalized confirmation email to 
your guests using the “Manage My Guest List” 
link. 

All of your registered 
guests will appear in the 
red circled area



Pregnancy Resource Center
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User’s Guide: Online Guest Registration, 
“Manage My Guest List”
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Registering Your Guests
Through this online system, you can register all your guests or send them an email invitation, which includes a link that will allow them 
to register themselves. Sending emails to allow your guests to register themselves is preferred, so that guests can indicate their meal 
choice (chicken, beef, or vegetarian entree).

•	 Sending Email Invitations
This online system allows you to send email invitations to your potential guests. We recommend that you send these email 
invitations after you have already invited your guests in person or by phone.

Click here to send 
email(s) to potential 
guests! 

•	 Sending Email Invitations.
This online sysem allows you to send 
email invitations to your potential guests. 
We recommend that you send these email 
invitations after you have already invited 
your guests in person or by phone.

This screen will appear:

Enter email 
address(es) here1

Here, include a 
personalized note if 
desired

2

Click “Send 
Invitations”3
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User’s Guide: Online Guest Registration, 
“Manage My Guest List”
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Your guests will then receive this email:

Your personalized note 
will appear here.

Guests have the options to attend, decline, or give a 
donation even if they cannot attend. You will receive 
email notification when your guests respond to attend 
or decline. If they choose to attend, this link will 
prompt them to register themselves. 

The number of email invitations you 
have sent and responses you have 
received will also be reflected in your 
Guest List Manager:

You can also see whether your guests 
have received and read the emails you 
sent them. You also have the option to 
invite guests who have not responded 

ann.perkins@gmail.com

ron.swanson@gmail.com



•	 Register Your Guests 
If you would prefer to register your guests yourself, you can do that through your Guest List Manager.

Pregnancy Resource Center
New River Valley, Inc.

User’s Guide: Online Guest Registration, 
“Manage My Guest List”
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Click here 
to register a 
guest

That will take you to the online registration page:

Please provide all the requested information on the registration 
form for each of your guests, then click “Finished.” If you do 
not know your guests’ information, consider sending them 
invitation emails so that they can register themselves.

Click here if you 
are registering a 
couple

Entering your guest’s 
email address is 
especially important, 
as that will allow them 
to receive an event 
reminder email from 
the PRC (this helps 
prevent no-shows).


