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B’nai Mitzvah Basics 
There are several expectations of the student and family before and during the B’nai Mitzvah ceremony.  If you 
are concerned about any aspect of the ceremony or preparation, please contact the Rabbi or Executive Director 
for further information or guidance.  These expectations are meant to set a standard, not to dissuade or exclude. 
Each student and his/her parent(s) will meet with the Rabbi in order to discuss any questions or concerns prior to 
the scheduled Bar/Bat Mitzvah. This meeting will also provide an opportunity for the Rabbi and the family to 
become better acquainted. Families are welcome to discuss creative ideas and/or additions they wish to include 
in the service. 
 
 
The Celebrant 
The celebrant must be: 

● Born to a Jewish mother or convert according to Conservative Jewish law. 
● The child or a current member in good standing of Adat Reyim.  
● Enrolled in the Religious School or the local Jewish Day School.   
● Within a month of being 13 or older (boys) or be 12 or older (girls).  If there are special considerations 

needing to be made, please speak with the rabbi (i.e., deployment, health considerations, etc.)  
● Knowledgeable of the commandments, laws, customs and practices of Judaism.   Should a student at any 

point be performing below established standards, tutoring will be required.  Please let us know if the 
student has any special needs so they can be addressed appropriately. (See section on “Special Needs”.) 
 

Scheduling  
B’nai Mitzvah may take place at any service when the Torah is read – Shabbat morning or evening, Monday, 
Thursday, the first day of a new Jewish Month (Rosh Chodesh), or specific Festivals.  Shabbat alternatives include 
morning and evening services.  Non-Shabbat days allow more flexibility for cooking, music, and photography.  
  
Information about the selection of B’nai Mitzvah dates is emailed at the end of the 4th Grade Religious School 
year.  Prior to the return deadline of September 1st, all requests are handled on an equal basis.  After the return 
deadline, dates are assigned on a first-come, first-served basis.  After the dates are assigned, any requested changes 
will be addressed and accommodated to the extent possible. 
   
Participation in Services 
For Saturday morning services, students chant the Maftir and Haftarah portions and corresponding blessings and 
prayers in Hebrew, without transliteration.  For Havdalah services, the student will be expected to chant the Torah 
portion fluently in Hebrew, without transliteration.  Each family is responsible for providing/obtaining tutoring 
for their child to learn their Torah and Haftarah portions.  Covering the cost of the tutoring is the family’s 
responsibility.   Contact with the tutor should be made no later than nine months before the B’nai Mitzvah (see 
timeframe chart) and begin at least six months before the date of the event.  A list of tutors is included in this 
handbook. 
 
Under the guidance of the Rabbi, the student will prepare a D’var Torah, relating the weekly Torah and/or 
Haftarah portion to the celebrant’s own personal views and practice of Judaism.  Those becoming B’nai Mitzvah 
during Havdalah or on Mondays or Thursdays will also share an interpretation of a selection from Pirkei Avot 
(Ethics of Our Ancestors). Meetings with the Rabbi should begin approximately 6 months before the B’nai 
Mitzvah date.  After meeting with the Rabbi, please also schedule a meeting with the Office to discuss logistics 
for your simcha. 
 
The B’nai Mitzvah is also encouraged (but not required) to lead part or all of the Saturday morning service. In a 
6-month long Tefillah class, B’nai Mitzvah students learn how to lead the Shabbat morning service. This includes 
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learning the words and melodies of the prayers, the meaning and significance of the prayers, and the structure of 
the Saturday service. Students will first learn the prayers that comprise the Torah and Musaf services. Those who 
have successfully learned the Torah/Musaf prayers may continue in the class to learn the Shacharit prayers. 
Students (and parents) who wish to learn to lead the service should realize that this requires practice at home.  
This practice will be in addition to what is required to learn the Maftir and Haftarah. These prayers are taught 
only in Hebrew (no transliteration).  Again, our expectation is that the prayers that students lead will be read in 
Hebrew by the B’nai Mitzvah.  Exceptions will be made for students with special needs. 
 
Special Needs 
Children with learning disabilities or medical diagnoses may benefit from extra support while preparing for their 
B’nai Mitzvah.  Adat Reyim offers tutoring and an Inclusion Program for those students and families who are 
seeking extra support.  Additional tutoring, both within and outside the school, may be recommended.  The cost 
for private tutoring is the responsibility of the family. 
 
Honors/Aliyot 
Honors should be assigned in consultation with the Rabbi. Depending on when the service is held, different honors 
are available.  On Saturday morning, seven people plus the celebrant (maftir) are called to the Torah for an aliyah 
(Torah honor).  A Kohen must be called for the first aliyah and a Levi for the second aliyah on Saturday morning.  
During afternoon services, there are three honors.  The Rabbi will help identify a Kohen or Levi if one is not 
among your guests. You are not required to assign all honors.   
 
An Honors Form for the service, which lists the honorees’ and includes their Hebrew names, is to be given to the 
Executive Director at least one week before the Bar/Bat Mitzvah.  All honorees should know in advance, that they 
will be called up for their aliyah by their Hebrew name.  Please ensure that honorees are assisted in learning the 
blessings, if needed, and know their Hebrew names. Only Jews may be called to the Torah for an aliyah, to lift 
and bind the Torah, or to physically open the Ark. When a family or group may be called for an aliyah, at least 
one adult member must be Jewish. If you would like to honor someone who is not Jewish, you may do so by 
asking them to lead a prayer in English, or to accompany a Jewish honoree chosen to open the Ark. 
 
Mitzvah Projects 
The Hebrew word mitzvah means commandment, but most of us understand it to mean doing a good deed.  To 
keep the mitzvah in the B’nai Mitzvah experience, the celebrant is required to choose a Mitzvah Project that has 
personal meaning. The Rabbi and Religious School Administrator are also available to help brainstorm ideas for 
projects. Families sometimes announce the project with the invitation so that guests may choose to contribute to 
the cause.   
 
 
Parent’s/Parents’ Speech 
It is customary at Adat Reyim for parents to say a few meaningful words to their child in front of the congregation.  
The purpose is to charge the B’nai Mitzvah with the duties and responsibilities of being an adult in the Jewish 
community and to give thanks for being able to celebrate this sacred moment.  Parents may consult prayers in 
Siddur Hadash (pp. 862-863) or create their own.    For guidance relative to spiritual values in American Jewry, 
parents may refer to the book Putting God on the Guest List by Rabbi Jeffrey K. Salkin.  The Rabbi will provide 
guidance if requested.  The parents’ blessing should be tasteful and brief and not exceed 5 minutes. 
 
Gift Presentations 
It is a tradition at Adat Reyim to present gifts to the B’nai Mitzvah celebrant. A congregational representative will 
present a Chumash and B’nai Mitzvah certificate, and a Kiddush cup or candlesticks.  The Men’s Club 
representative will present a certificate of a tree planted in honor of the celebrant in Israel’s Children’s Forest.  
The celebrant will also receive a mezuzah from the Religious School, presented by a classmate, teacher, or 
Director.  The family may choose presenters or leave that to the congregation.  If you choose your own presenters, 
the names of all presenters must be given to the Executive Director one week prior to the service. One person 
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may present all the presents. 
 
 
Parent Chaperone/ Ushers  
There will be a parent coordinator who is responsible for sharing a list of B’nai Mitzvah dates with the families 
and scheduling parent chaperones/ushers and Kiddush helpers for those dates. We have been sending out a Sign-
Up Genius in recent years. Parents are expected to sign up to help at three B’nai Mitzvah services.  
 
 
Religious School Invitations 
We know that it is no small task to put together the guest list for your simcha. As we pride ourselves on being an 
inclusive kehila kedosha (holy community), we request that you invite your student’s entire Religious School 
class to the B’nai Mitzvah. Please contact the Religious School Administrator or office staff if you require names 
and addresses for these invitations. 
 
Celebrant Handout and Weekly Bulletin 
Parents may want to put together a small booklet-type handout with information about the B’nai Mitzvah service, 
sanctuary decorum, and anything special that your child has done for the occasion.  Samples are available in the 
synagogue office.  If you would like assistance from the office staff with creating or printing your handout or 
booklet please make sure you give the office plenty of notice, two weeks is the minimum recommendation.  
 
Flowers 
Congregation Adat Reyim has a rectangular planter located at the front of the bima. Inside the rectangular planter 
are individual potted plants. Families are welcome to use this arrangement or add flowers to the planter. Families 
may provide additional flowers for the lobby and restrooms if desired. All deliveries must be made by 1:00 p.m. 
Friday for Shabbat services. Flowers may not be removed from the synagogue during Shabbat.  Consult the office 
for dimensions appropriate for our bima and a list of florists familiar with Adat Reyim. 
 
Deliveries for the Service, Videotaping, and Photography 
All deliveries and food preparation should be completed by 1:00 p.m. on Friday or the day before a Festival. Food 
and flowers should not be removed until after Shabbat (Saturday evening after sundown). 
 
Videotaping the service is permitted under strict rules. Refer to Rules and Regulations for Videotaping in 
Appendix G. 
 
While photography is not allowed during the service, photo sessions with the Rabbi may be scheduled during the 
week preceding or following the B’nai Mitzvah service. 
 
Candy Throwing 
Our optional candy showering ceremony, which signifies G-d's blessings raining upon the B’nai Mitzvah, includes 
family members and friends coming up on the bima and gently showering candy on the B’nai Mitzvah.  Please 
ensure that the candy chosen is kosher. 
 
Submitting Announcements 
Members are encouraged to submit B’nai Mitzvah announcements or statements by the celebrant for insertion in 
the ChaiLights, our weekly news bulletin. All information must be submitted to execdirector@adatreyim.org by 
the Monday preceding the Bar/Bat Mitzvah. Families may also choose to submit announcements to the 
Washington Jewish Week.  For more information, deadlines, and specifications, call (301) 230-2222. 
 
For all publications, please be aware that this information is accessible by the general public. Consider the security 
implications when writing and publishing articles that contain the full names, relationships, addresses, or other 
personal information of family members. 
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Gestures of Appreciation 
Although there is never a formal obligation to do so, many families often seek a way to show appreciation to the 
congregation in honor of the B’nai Mitzvah. The decision to donate to the Adat Reyim Pulpit Fund and the amount 
of such donation is, of course, the personal choice of each member.  A complete list of special funds is available 
in the synagogue office. 
 

Mazel Tov on your Simcha! 
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Appendix A 
 
 
 

B’nai Mitzvah Tutors 
 

Gary Lefkowitz 
(703) 455-5938 
Lefteroo@yahoo.com 
 
Carolyn Kaplan-Solomond 
(703) 646-5316 
carolyn.r.kaplan@gmail.com 

Nancy Tobin 
(703)455-3692 
prohac@aol.com 
 
Martin Mould 
(571) 245-4498 
mmould@the-aps.org 
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Appendix B 
 

B’Nai Mitzvah Parent Volunteer Primary Responsibilities 
 

v Get the wrapped gifts and B’Nai Mitzvah certificate and put them behind the lectern on the bimah.  These 
should be on the Rabbi's desk.   

o If he hasn't signed the certificate yet, leave it for him to sign and just bring the gifts up to the bimah. 
 

v On the table in the center of the lobby, straighten any papers and put celebrant's yarmulkes and programs.   
o The yarmulkes and programs should be on the bench across from Executive Director’s office.   
o All of the other random yarmulkes should be put in the office until and unless they are needed. 

 
v Setup Holocaust Memorial Tile on a chair in the front of the bimah.  Drape a tallit around it. 

o Tile should be on bench across from Executive Director’s office.   
 

v Set up kiddush:   
o Typically, if there is a Bar/Bat Mitzvah, there will be two coffee pots set up in rooms A and B. ONE of 

the two coffee pots (does not matter which one) needs to be plugged in and switched on. 
o When the first pot light is on, and only after the lights is on (meaning that the water in the coffee is 

ready), plug in and switch on the second pot 
o Put cookies/brownies/fruit/juice/soda or other food in rooms A and B  
o Make sure napkins, plates, cups, cream/sugar etc are out on tables 
o Make sure the doors are closed when you are done. 

 
v Prior to and throughout the service, ensure that at least one parent volunteer is standing 

near the prayer books to welcome guests, hand out prayer books and programs, ensure that 
all men/boys are wearing yarmulkes, and be available to answer questions. 
 

v Distribute Chumashim prior to Torah service and collect after the B’nai mitzvah speech. 
 

v Pour the wine/grape juice into the little cups for the kiddush and put them on trays.  
o Volunteers will distribute wine and juice to all attendees before and during Adon Olam. 
o Find out how many guests they are expecting and look around the room after the service starts to 

determine how many cups of wine and grape juice are needed that day.  
o Have at least one tray of grape juice to bring up to the bimah for the children.   
o Make sure to indicate which tray is grape juice and which is wine as they can otherwise be easily 

confused.   
o Wine and grape juice can be poured during the service but if there is a caterer coming, please be 

mindful not to interfere with what they are doing and try to get the wine/grape juice poured before 
they get there. 

o Collect the empty little cups and throw away when finished. 
 

v Bring challah, covered with challah cover, with plastic wrap off, on challah board) and large Kiddush Cup 
(filled halfway with wine) with the tray with little juice cups up to the Bimah before Adon Olam begins. 
 

Some other reminders…. 
v When the service begins ask guests still in the lobby to please join us in the sanctuary. 
v Close doors to sanctuary if there are loud noises in the lobby during the service. 
v Ask people not to come into or leave the Sanctuary when the Congregation is standing, during Ark Openings, 

during the Rabbi’s sermon, and during the Bar/Bat Mitzvah’s speech. 
v Keep an eye on children, check bathrooms periodically asking children to come back into the service, quiet 

children in the service if necessary, make sure children do not leave the building, etc. 
v If necessary, let anyone know that cameras and phones and not used in the building on Shabbat. 
v After the service, make sure prayer books and tallit are all returned and put away. 
v When Kiddush is over, bring trays back into kitchen and cover them. Leave them on tables in kitchen. Throw away 

all garbage in rooms A and B and leave the tables empty if possible. (If you cannot move the coffee pots because 
they are too heavy, etc., please unplug them and leave on the table.) Please put away cream/sugar, tea bags, etc. in 
the kitchen.) 

v Turn out the lights in Sanctuary and rooms A and B. 
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Appendix C 
 

HAVDALAH HELPERS 
 

Please arrive at least 15 minutes before the service is scheduled to start. Turn lights on in lobby. 
 
The Havdalah tray should be placed on the bima before the service. The tray includes a braided candle, spice jar, 
and Kiddush cup filled half-way with wine. Unlike Saturday mornings, no wine/juice is given out at Havdalah 
services. 
 
Make sure the various papers and flyers in the front vestibule look tidy, as well as anything on the table in the 
lobby. 
 
Welcome guests. 
 
When the service begins, ask guests still in the lobby to please join us in the sanctuary. 
 
Hand out prayer books and, if available, celebrant programs. 
 
Remind men to put on Kippot. 
 
Keep an eye on children, check bathrooms periodically asking children to come back into the Service, quiet 
children in Service when necessary, make sure children do not leave the building, etc. 
 
Ask people not to come into or leave the Sanctuary when the Congregation is standing, during Ark Openings, 
during the Rabbi’s sermon, and during the B’nai Mitzvah speech. 
 
Close doors to sanctuary if there are loud noises in the lobby. 
 
After the Havdalah candle is lit, the Rabbi will ask you to turn the lights off (they are located by the entrance to 
the sanctuary). Turn them all off.  The Rabbi will tell you when to turn them back on.  
 
If necessary, let anyone know that cameras and phones are not used in the building on Shabbat. 
 
Please find out from the B’nai Mitzvah parents who will be in charge of locking up. If it is you, please turn out 
the lights in the Sanctuary, Rooms A and the kitchen and follow lock up procedure provided to you by the family.  
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Appendix D 
 

RULES FOR USE OF THE KITCHEN AND OTHER CATERING ISSUES 
 

NOTE: Adat Reyim has a Kosher DAIRY Kitchen. Please see the rules posted on the website.  
 
A list of approved Kosher caterers is available in this handbook and in the main office. 

 
General Rules 
 

1. Food delivery to the kitchen on Friday must be made prior to 12:00 pm. 

2. Food delivery to the kitchen on Saturday must be made no earlier than one hour past sundown. 

3. Food delivered in sealed packages from an approved caterer is considered kosher. 

4. Food not available with a kosher symbol may be used in the kitchen only with the Rabbi’s specific 

approval. If a kosher food product is available, it must be used. Exceptions must be cleared by the Rabbi. 

5. Refrigerator and freezer space is limited. The caterer should be advised to preview the available space in 

the refrigerator and freezer. The maximum platter size that will fit is approximately 24” by 30”. The caterer 

may need to bring a separate refrigeration unit and park it outside the kitchen. Adat Reyim has electrical 

outlets available that can be used for this type of refrigeration. 

6. In order to avoid any last minute problems, the celebrant must contact the caterer and mashgiach before 

the affair to establish an understanding of all of the kitchen requirements. 

7. Additional furniture setup for Saturday night can commence one hour after Saturday services. 

8. A mashgiach (for an approved list, contact the synagogue office) from Adat Reyim or approved Kosher 

caterer is required to be present at the synagogue during all food delivery, handling, and serving. The host 

will be responsible for arranging clean up. 

9. Items that are not pareve must be labeled. 

10. The Rabbi is the final arbitrator of what is deemed kosher for the kitchen 

 
  



10 
 

 
 

Appendix E 
 

Who’s Who during the B’nai Mitzvah Year 

In order to understand the B’nai Mitzvah process more fully the information below attempts to define who is involved in 
the B’nai Mitzvah process as it relates to religious preparation and practices and use of the synagogue.  It will highlight what 
each role is so that you know who can answer particular questions you may have. 
 
Any additional roles filled by contracted services are not covered here. There are specific policies in this handbook which 
the celebrant families and their service providers must adhere to. Service providers include: videographers, photographers, 
florists, caterers, decorators, etc. 
 
The B’nai Mitzvah Family   
Here are some tips to make this the most rewarding and special experience possible. 
● Become involved and engaged in the Jewish life that our synagogue offers long before your celebration. 
● Attend services regularly so that you understand and are prepared for the event ahead of you. 
● Be proactive, ask questions, come to meetings, and attend all scheduled classes. 
● Read the B’nai Mitzvah handbook which contains lots of useful information. 
● Don’t get too focused on the superficial things and enjoy the sanctity and meaning of this sacred event. 
 
Rabbi 
The Rabbi has responsibility and authority for all aspects of the religious ceremony and activities that occur in the sanctuary 
during the services. The following items should be discussed or reviewed with the Rabbi prior to the service: 
● Who can participate in the service and the manner in which they are allowed to participate 
● Any alterations of the content or flow of the standard service, including additional readings or creative ideas 
● General or expected religious practices for attendees 
● Any materials/programs distributed at the service 
● Speeches/D’var Torah prepared by the students for the service 
● Mitzvah project selections 
 
The Rabbi will meet with the B’nai Mitzvah family beginning 6 months prior to the celebration. This will offer each family 
the opportunity to have any specific situations addressed. If your B’nai Mitzvah student is not enrolled in the Adat Reyim 
Religious School, the Rabbi will need to establish whether the educational requirements necessary to be successful on the 
bima have been met. The Rabbi will be present for class meetings held to discuss any religious requirement concerns. 
 
Religious School Administrator 
The Religious School Administrator plays an important role throughout the student’s life in the synagogue, but they are not 
responsible for the B’nai Mitzvah proceeding.  The Religious School Administrator is responsible for the following: 
● Ensure that each student enrolled in the Religious School has met the educational requirements necessary to  

be successful on the bima (e.g., schedule T’fillah classes). 
● Coordinate and ensure class meetings are scheduled including class meetings with the Rabbi and B’nai  

Mitzvah coordination meetings.   
● Be aware of congregants who are not enrolled in the Religious School but will be celebrating a B’nai  

Mitzvah and include them in relevant emails and meetings.  
● Facilitate class meetings conducted by the B’nai Mitzvah Committee where the requirements, policies, and practices are 

discussed. 
● Facilitate communications with Religious School families. 
● Appoint/recruit the annual class family coordinator. 
● Provide names of approved tutors for Torah and Haftarah training to families. 
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Synagogue Office Staff  
The synagogue office staff will handle many of the details of the B’nai Mitzvah as it pertains to the synagogue and are 
available to answer your questions or refer you to the correct individual.  The office staff will: 
● Confirm that members are in good standing with the congregation. 
● Act as the central point of reference for questions pertaining to the logistics of the use of the synagogue.  
● Obtain information from families regarding their synagogue usage requirements – number of seats to be set up in the 

sanctuary, table arrangement for onegs, building access etc. 
● Bill for B’nai Mitzvah fees, use of the building, onegs, and janitorial services. 
● Act as the synagogue mashgiach and ensure that all products brought into the synagogue meet the synagogue’s approved 

standards for being kosher. 
● Obtain presenter/s of congregational gifts from the synagogue board, sisterhood, and men’s club – consider special 

requests from families. 
● Collect and distribute the Choir coordination form and Honor/Aliyot form from the celebrant (including  

Hebrew name information) and ensure that they are received by the music director and gabbai/cantor/rabbi. 
● Maintain a reference book of service providers from past B’nai Mitzvah families. 
● At the family’s request and expense, augment the standard oneg food order to accommodate additional guests in the 

synagogue during the B’nai Mitzvah. 
 
B’nai Mitzvah Date Coordinator  
During the end of the 4th grade, the B’nai Mitzvah Date Coordinator will work with the Religious School Administrator to 
email reservation information to potential B’nai Mitzvah students from the school and congregational list.  The synagogue 
office maintains the ongoing active synagogue calendar.  Use of the synagogue building, grounds, or parking lot for events 
other than services or basic onegs, not limited to, but including Shabbat dinners or extended luncheons, should be cleared 
through the synagogue office.   
 
T’fillah Teacher   
As part of the B’nai Mitzvah student’s education, they will be scheduled to attend an additional class over a six-month 
period where they will learn the prayers for the service in small groups.  This class is offered twice a year. Each student will 
be scheduled by the Religious School Administrator in time to complete the class prior to their B’nai Mitzvah.  For those 
enrolled in 7th grade in the Religious School, T’fillah Class is usually the hour prior to the 7th Grade class on Sundays.  If it 
is deemed that there is too much time between the end of the 7th Grade and T’fillah Class and the B’nai Mitzvah date, the 
student will be placed in an on-going T’fillah Class until a closer proximity to the date is reached. 
 
Torah/Haftarah Tutor  
Each B’nai Mitzvah student is responsible for obtaining their own tutor to learn their respective Torah and Haftarah portions.  
The Religious School Administrator can provide a list of approved tutors who provide this service.  If you obtain a tutor 
from outside the synagogue, you must contact an approved tutor to verify the portion, chapter, and verses for study.  Adat 
Reyim reads the Torah based on a triennial schedule.  
 
Class Presenter  
Each celebrant will be presented with a gift from the class. The student selects a classmate to make a small speech and 
present the class gift provided by the synagogue.  The presenter is required to attend the service and prepare a short statement 
about the B’nai Mitzvah.   
 
Congregational Representative Presenter   
Each celebrant will be presented with gifts from Men’s Club and the congregation.   
 
Class Family Coordinator  
The class family coordinator is a volunteer position.  This individual has the important role of coordinating the parent 
helpers/chaperone list for their year and providing monthly reminders which will ensure that each celebration runs as 
smoothly as possible.  The class family coordinator will be selected at the end of 6th Grade and will usually be a parent who 
has already experienced this life cycle event with an older child.  The parent will use their experience to advise and direct 
B’nai Mitzvah families to authoritative sources for information. They will be responsible for: 

● Developing, maintaining, and administering the list of parent volunteers for their class, and 
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● Bringing class and individual issues back to the appropriate responsible party to be addressed. 
 
Parent Chaperone  
Each family will be requested to be a parent chaperone for other B’nai Mitzvah families throughout the year.  Each family 
will be requested to assist at 3 celebrations.  There will be 3 families assigned to help at each service.  As a helper you will 
be asked to perform the following duties:   

● Greet guests as they enter the synagogue and familiarize them with the facility. 
● Usher guests into the sanctuary and hand out books, yarmulkes, and pamphlets.  
● Maintain order among the children in the sanctuary.   
● Bring wine and challah to the bima at the end of the service.  
● Set up and clean up small non-catered onegs as requested by the celebrant families.  

 
Chai Lights Editor 
Each celebrant is invited to publish a small column in the weekly newsletter.  The article should contain relevant information 
about the celebrant.  In order to have an article published, it must be sent to the Executive Director the Monday preceding 
the B’nai Mitzvah. You may include an optional picture.  
 
Synagogue B’nai Mitzvah Committee  
The synagogue B’nai Mitzvah Committee is a volunteer committee that serves under the Education Committee.  The 
committee’s primary role is to recommend policies, practices, and procedures to be followed by members of Adat Reyim 
celebrating the life cycle event of a B’nai Mitzvah.  They are responsible to: 

● Review the B’nai Mitzvah handbook and ensure all policies, practices and procedures are up to date. 
● Collect issues and concerns from the Rabbi, Religious School Administrator, and congregants and make 

recommendations to the board to update policies, practices and procedures. 
● Coordinate with the Rabbi, Religious School Administrator, and Synagogue Office staff and conduct appropriate 

information sessions with congregants and students at pre-planned intervals. 
● Coordinate with the Rabbi, Religious School Administrator, and Synagogue Office staff to distribute the handbook 

and other information timely through meetings and mailings. 
● Facilitate communications with all celebrants as necessary. 
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Appendix F 
Sample Timelines 

 
The time tables below are meant to be a planning guide only and should be modified to account for your personal 
plans and individual circumstances. If you have questions please contact the Rabbi, Religious School 
Administrator, Programming Support, or Executive Director. 
 
Synagogue Activities - B’nai Mitzvah Time Line 
3 years  Schedule the date and time for your B’nai Mitzvah (end of 4th Grade) 

1 year Attend services regularly to feel comfortable in the Sanctuary and learn the service 
and logistics – get ideas from others celebrating their B’nai Mitzvah 

9 months Contact and hire tutor for Torah and Haftarah studies 

 Obtain your Holocaust Twin (through 6th Grade Religious School) and send letters 
to surviving family (if any) 

 Determine type of Kiddush and hire caterer if this is the option chosen 
 Obtain Parent volunteers or others to usher 
varies Choose and perform a Mitzvah Project 
6 months  Begin T’fillah class to learn the service (through Religious School) 
 Contact Rabbi and schedule pre-B’nai Mitzvah meetings 
 After meeting with Rabbi, schedule meeting with Office staff 
3 months Choose weekend attire 
 Order tallit for B’nai Mitzvah and kippot for guests and congregants  
 Prepare draft D’var Torah speech and coordinate with Rabbi for meetings 
2 months Prepare your brief parent speech/blessing 

 Contact gift presenters for the congregation and class and request their 
participation 

 Prepare your celebrant handout and have it approved by the Rabbi 

1 month Complete and submit the Choir Coordination Form if you are participating in 
Friday evening services  

 Order your flowers for the bima (optional) 
 Decide on honors and obtain Hebrew names for aliyot honors  
2 weeks Submit kitchen use request form 
1 week Complete and submit the Honor (Aliyot) Form  
 Submit Chai Lights Announcement (optional) 
 Schedule photos with the Rabbi in the Sanctuary 

 
Shop and prepare for non-catered Kiddush, submit table layout to program 
coordinator, order challot and additional bakery items (optional) through the 
synagogue. All items must be delivered to the synagogue prior to noon on Friday.  

1 day 
Bring to the synagogue – B’nai Mitzvah (parent/child) speeches, tallit, siddurim, 
Holocaust twin tallit (if made during the year) and tile, completed handouts, 
kippot, candy for candy shower celebration, etc. 

1 month 
after Contributions of appreciation (teachers, Rabbi, others) 
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 For the simcha celebration: 
1-3 years 
 

Determine the type of celebration you want to have – size, budget, theme, colors  

1 year 
Reserve the venue/s and caterer for your celebrations (Friday Shabbat dinner, Saturday 
Kiddush, party, etc.) 

 Reserve entertainment for your celebration 
 Reserve photographic and video services 
 Develop a list of invitees and their addresses 
 Reserve room blocks at a hotel for your guests 
 Reserve transportation if necessary 
3-6 months Begin looking for invitations, center pieces, decorations, party favors, etc.  
 Order/make Invitations and Thank you cards 
 Order/make Center Pieces and decorations (balloons, flowers, candles, etc.) 
 Plan additional activities for out-of-town guests 
3-4 months Select attire for family 
 Develop inserts for your invitation – directions, expected dress and behavior, etc. 
 Select a Cake 
2 months Assemble and Send Invitations 
 Create slideshows/presentations 
 Create Music list 
 Order novelties, party favors, and giveaways 

1-2 months 
Draft a timeline to share with the venue/DJ – this should include any special things you 
may want to do like a Kiddush, 13 candle ceremony, slide show, etc. 

 Write 13 candle speech and reserve candelabra (optional)  
 Make/purchase hospitality bag/baskets for guests staying in hotels 
 Make/purchase Gift box or basket for the gift table 
2 weeks Finalize menu, seating arrangements, music list, timeline, and Name Plates 
after Send Thank you cards 

Notes:  
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Appendix G 

 
Choir Coordination Form for Friday Evening Services 

 
Please place a copy of this form in the Music Director’s mailbox in the synagogue office as soon as the decision 
to participate in the Friday evening service is made and at least one month prior to the date of your service. Type 
or print all information except your signature. If you have any questions, please contact the office or the Music 
Director. 
 
 

Date of Friday Evening service: ____________________________________ 
 
B’nai Mitzvah name:  ____________________________________ 
 
Parent Name(s):    ____________________________________ 
 
Telephone Number:   ____________________________________ 
 
E-mail Address:    ____________________________________ 
 

 
The choir or cantorial soloist will lead all congregational singing. The B’nai Mitzvah may optionally chant any 
or all of the solo portions of several prayers during the service. Please check the appropriate prayers to indicate 
who will chant the solos. (You may change your mind at any time. If you do, please notify the Music Director or 
the cantorial soloist prior to the service.) 
 
Prayer      B’nai   Choir/Soloist 
      Mitzvah 
Barchu      ____    ____ 
Ma’ariv Aravim final phrase   ____    ____ 
Ahavat Olam final phrase   ____    ____ 
“Adonai Elohachem Emet”   ____    ____ 
Mi Chamocha     ____    ____ 
Hashkivenu final phrase   ____    ____ 
Veshamru     ____    ____ 
Chatzi Kaddish    ____    ____ 
Kaddish Shalem    ____    ____ 
Kiddish     ____    ____ 
 
 
Comments or special requests (e.g. extra songs, preferred melodies, etc.): 
 
 
 
 
________________________________________________  ____________________ 
Parent’s Signature              Date 
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Appendix H 
 

HONORS (ALIYOT) FORM FOR SHABBAT MORNING 
 
Name of B’nai Mitzvah Celebrant and Date_____________________________ 
______________________________________________________________________________ 
 
 

Honor English Name 
Ark Opening  
Gabbai (designated by the 
congregation) 

 

Gabbai (designated by the 
congregation) 

 

Torah Honors English Names Hebrew Names 
First/Kohen   
Second/Levi   
Third/Sh’lishi   
Fourth/Revi’i   
Fifth/Chamishi   
Sixth/Sheshi   
Seventh/Shivi’i   
Maftir (B’nai Mitzvah)   
Note: There may be additional aliyot for other congregational special events and/or for 
celebrants with large families.  Please consult with the Rabbi 

Torah Honors English Names 
Binding/Galilah  
Ark Opening (returning 
Torah to the Ark) 

 

Ark Opening (before the 
Aleinu) 

 

Other Honors English Names 
Readings  
Prayers  
Presentations – Class  
Presentations Congregation  
Other  
Note: If more than one person is selected in the “Other Honors” categories; please identify 
what each person will do on the back of this sheet. 
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Appendix I 

 
Honors (Aliyot) Form for Mincha/Maariv/Havdalah Service 

 
 
 

Name of B’nai Mitzvah: __________________________________________ Date: _____________ 
 

Honor English Name(s) Hebrew Name(s) 
 

Ark Opening 
 

  

Gabbai (designated by the 
congregation) 

  

Torah Honors English Name(s) Hebrew Name(s) 
 

First/Rishon 
 

  

 

Second/Shani 
 

  

 

Third/Sh’lishi (B’nai Mitzvah) 
 

  

Note: There may be additional aliyot for other congregational special events and/or for celebrants with 
large families. Please consult with the Rabbi. 

Torah Honors English Name(s) Hebrew Name(s) 
 

Binding/Galilah 
 

  

Ark Opening (returning Torah to 
the Ark) 

  

Other Honors English Name(s) Hebrew Name(s) 
 

Readings 
 

  

 

Prayers 
 

  

 

Presentations 
 

  

 

Other 
 

  

Note: If more than one person is selected in the “Other Honors” categories, please identify what each 
person will do on the bottom of this sheet. 
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Appendix J 
 

CONGREGATION ADAT REYIM 
 
A basket of candy may be brought up to the bima and “showered” on celebrant by one or two people to wish a 
sweet life to the honored person.  Candy throwing is not allowed during the service.  People on the bima have 
been injured when candy has been thrown.  
  
Candy Showering will occur at this simcha:          Yes __________  No __________ 
 
VIDEOGRAPHER - ONLY SYNAGOGUE APPROVED VIDEOGRAPHERS ARE PERMITTED. 
Name: ________________________________________________________________________ 
Phone Number: ________________________________________________________________ 
Signed Videographer Agreement with Synagogue: ____________________________________ 
 
 
PLEASE NOTE:   
ADAT REYIM MAINTAINS A SMOKE FREE BUILDING. 
NO PHOTOGRAPHY IS PERMITTED ON SHABBAT. 
GUESTS SHOULD BE INFORMED OF THIS POLICY. 
 
CATERER - ONLY SYNAGOGUE APPROVED CATERERS ARE PERMITTED. 
Name: _______________________________________________________________________________ 
Phone Number: ________________________________________________________________________ 
Mashgiach Name: ______________________________________________________________________ 
 
ROOM SET-UP  
                  

 

                                             
_____________________________________________________________________________________ 
Family Representative                                                                                                           Date 
 
_____________________________________________________________________________________ 
Program Coordinator                                                            Date 
 
___________________________________________________________________________________ 
Executive Director                                                                                                                     Date 
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Appendix K 
 

FOLLOW UP B’NAI MITZVAH INFORMATION SHEET 
 
This form will be used by others to identify possible service providers. Your honesty is appreciated. 
 
Name of B’nai Mitzvah: ________________________________ Date of Event: _______________ 
 
Parent Name(s): _________________________________ Phone #: __________________________ 
_ 
Service Provider (please include contact name 
and phone #) 

Comments 

 
Florist: 
 

 

 
Photographer: 
 

 

 
Videographer: 
 

 

 
Caterer used in Synagogue: 
 

 

Location and time of social event  
(party) outside of the synagogue: 
 

 

 
Caterer: 
 

 

 
Decorations: 
 

 

 
Entertainment: 
 

 
 

 
Invitations: 
 

 
 

 
Hotel Accommodations: 
 

 
 

 

Other Comments: 
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Appendix L 
 
 
 
 
 
 
 

BUILDING USE/SPONSORSHIP FORM 
 
 
Name:______________________________________________________________________. 

Address: ______________________________________________Email: ____________________________ 

Home Phone #: ____________________________ Cell/Work Phone #                                                             . 

In Honor Of: _____________________________________________________________________________ 

Date of Event: ________________Room(s) and Setup(s) Requested: _________________________________ 

 
o ONEG SPONSORSHIP – FRIDAY EVENING                                                                                $180.00 

Includes two 2-pound challahs, wine, grape juice, coffee, tea, condiments, paper products, and use of 
Rooms A & B (back of Sanctuary). Black cloth table covers can be used in place of the white paper 
table covers with an additional cleaning fee . (Please notify the office with this request) Upgraded Oneg 
items may be ordered by the family through Congregation Adat Reyim at an additional charge.   

o KIDDUSH SPONSORSHIP – SATURDAY MORNING                                                                 $180.00 
Includes two 2-pound challahs, wine, grape juice, coffee, tea, condiments, paper products, and use of 
Rooms A & B (back of Sanctuary). Black cloth table covers can be used in place of the white paper 
table covers with an additional cleaning fee. (Please notify the office with this request) Upgraded 
Kiddush items may be ordered by the family through Congregation Adat Reyim at an additional charge. 
 

o B’NAI MITZVAH FEE                                                                                                                        $540.00 
Includes administrative support fee and Kiddush sponsorship.  

o HAVDALAH B’NAI MITZVAH FEE                                                                                               $360.00 
Includes administrative support fee.  

o SEPARATE PARTY WITH KIDDUSH                                                                                            $720.00 
Includes administrative support fee, Kiddush sponsorship, and total use of building.  

o ADDITIONAL FOOD CHARGES                                     $______ 
§ Additional food can be ordered thru a select few catering companies.  

(ie..Shalom Kosher or Moti’s) We are a Kosher/Dairy style facility.   
§ Fruit Platters are also available. Please contact our office staff to place the order.  

Small (serves 16-20) $35 
Medium (serves 28-36) $75  
Large (serves 38-48) $95  

 
 

o ADDITIONAL ROOM CHARGES – $180 per room x ______ rooms               $______    
Use of rooms C, D, E or back classrooms 101, 102, 103 
  Subtotal:    $______ 
 

o NONMEMBER FEE                                                                                           10% surcharge:      $______ 
o All Events during Passover require an increase of 50% due to the increase in cost. 
    50% increase:         $______ 
 

o Setup/Cleanup Services are available. $15 per hour with a 3-hour minimum.                        $_______ 
o Black Cloth Table Cover Cleaning Fee.  $25.00 per cover                                                         $ _______ 

 
TOTAL CHARGES FOR SIMCHA:             $____________ 
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Please confirm how you would like room A/B to be set-up for the Saturday morning Kiddush 
These layouts are not to scale.  We use an 8’ round and rectangle tables. 
 

1.  Standard Room Set-up 
 

 
2.  Set up with additional Food 

 

 
3.  Set up with additional Food 
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Congregation Adat Reyim 
6500 Westbury Oaks Court 

Springfield, VA  22152 
 

TREE OF LIFE ORDER FORM 
 
 

Each leaf will accommodate up to four (4) lines of up to twenty (20) spaces each.  You do not have to use all 80 
spaces or all 4 lines. 
 
The Board of Directors has decided that leaves should be used to commemorate only simchas or joyous occasions.  
If you wish to remember someone who has passed away, you may do so on the Yahrzeit Board. 
 
Place your message in the grid below EXACTLY as you wish it to appear on the leaf.  Each letter and space will 
take up one square. 
 
Fill out the form completely and return it to the Executive Director, with a check made payable to Congregation 
Adat Reyim in the amount of $180.  No order can be processed without payment. 
 
Message: 
 

                                        
                                        
                                        
                                        

 
Congregation Adat Reyim on behalf of: 
 
Name_________________________________________________________________________ 
 
Address_______________________________________________________________________ 
 
City ___________________________________ State ____________ Zip ___________________ 
 
Phone (home)____________________________ (work) ________________________________ 
 
Please allow four weeks for the leaf to be engraved and affixed to the Tree of Life. 
 
If you have any questions, please call the office at 703-569-7577. 
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HONOR SOMEONE SPECIAL 
Purchase a brick or a bench honoring the bar or bat mitzvah of your loved one. Your brick will be placed in our 
special star patio area which is located to the right of the parking lot.  
 

ANY SYMBOL IS CONSIDERED ONE SPACE (PERIOD, COMMA, DASH) 
ALL TEXT IS CENTERED UNLESS OTHERWISE NOTED 

1st 4 x 8 Brick at $118 
                     
                     
                     
                     

 
Extra 4 x 8 Bricks at $100 

                     
                     
                     
                     

Please contact the office to specify what you would like to write on your bench. 
☐ Curved Benches $1440 (Two Available) ☐ Bench with a Back $1818 (Four Available) 
☐ Curved or Backed Benches, Add One Star on both sides of the words $36  
 

PLEASE RETURN THIS FORM AND YOUR CHECK PAYABLE TO: 
Congregation Adat Reyim 

6500 Westbury Oaks Court 
Springfield, VA. 22152 

Note on the memo line “donation for brick”. 
Name:_______________________________________ Phone: ________________________________ 
Address: ___________________________________________________________________________ 
City:  _________________________________ State: ________________ Zip: ___________________ Email 
Address:  _________________________________________ Amount Paid: ___________ 
 
Bricks will be ordered once we have received a quantity order of 50.  If you have any questions, please 
contact the office at (703) 569-7577 or at office@adatreyim.org. 
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Notes: 


