Heidi and Dale’s Engagement Party Run Sheet

Before event

	
Time
	
Description
	
Person/s responsible

	Between 2pm-3pm
	Check in to room 
	Heidi and Dale

	3pm -3:345pm
	Get ready for event
	Heidi and Dale

	3:45pm
	Meet in foyer
	Saffire, Heidi, Dale, James

	3:45pm-4pm
	Collect everything for set up from car (balloons, table decorations, photo booth, slide show, front sign etc) + move car.
	Saffire, Heidi, Dale, James

	4pm -4:45pm
	Arrive and set up (balloons, table decorations, photo booth, slide show, front sign, card table, photos, music etc).
	Saffire, Heidi, Dale, James, Nelson, Bec, Tanya

	4:45pm-5pm
	
Final prep
	














During Event

	
Time
	
Description
	
Person/s responsible

	5pm-5:30pm
	
Guests arrive
	


	5:30-5:40pm
	Housekeeping (Sign sheet, no smoking in building, photo booth, card / present table, food, toilets).
	Saffire and James

	7pm
	
Speeches warning (speeches soon)
	Saffire and James

	7:30pm
	
Speeches announcement
	Saffire and James

	7:30
	
Tanya speech
	Tanya

	
7:35pm
	
Camo speech
	Camo

	
7:40
	
James speech
	James

	
7:45pm
	
Saff and Finn speeches
	Saff, Finn

	
7:50pm
	
Heidi and Dale
	Heidi, Dale

	
8pmish
	
End speeches. Give out cupcakes, remind people about photos etc.
	Safire and James

	
9pm
	
1 hour left warning
	Safire and James

	
9:45pm
	
15 mins left – start leaving, pack up important bits and pieces
	Safire, James, Heidi, Dale

	
10pm
	
Event close
	



