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Gathering Guide

The following can be used as a guide to assist you with making your event a success:

· A printable invitation template is available on our website for your convenience. The 4x5” card fits well with A6 envelopes available at most retailers in the stationary department. 
· Socks are required for all guests. Please communicate this to your guests. 
Additional socks will be added to the customer’s tab at $2 per pair.
· Plan to arrive 30 minutes prior to your event to begin set-up. 
· Prepare your decorations ahead of time to maximize your set-up. Please avoid confetti and glitter. 
CVPG staff are available to assist you with bringing in your items, and setting up basic decorations (placement on tables and walls, setting up your food tables at your discretion). We are not able to fully decorate your event, or help you create decorations (inflating balloons, creating centerpieces, and similar activities). If you require this level of assistance, please consider reserving a HOST add-on to your event. 
· Ask guests to bring unwrapped gifts or use a gift bag, as this will save you time during this phase of your event. Consider opening your gifts at home if you prefer. 
· Clean up is expected to be complete by the end time of your event (ex. 3:30-5:30 indicates that you will be completed at 5:30pm).
Extra time is available at the time of reservation as an ADD-ON.
· Outside food is welcome. Consider choosing food items that are easy to prepare, easy to clean up, and easy to eat. Water bottles and/or cans are an easy drink option. 
· Please be careful with warming trays and crock pots. Take care to place them outside of children’s reach.
We do not have cooking facilities, a refrigerator, or a freezer. We do not have a sink for washing dishes. Bring plastic storage bags or take-out dishes to take your leftovers home easily. 
· There is no need to pack a knife or a lighter. We have these items for you to use.
· Please save favors until the end of your event, or as you say goodbye to guests. 
· Special considerations: We do not allow alcohol or glass containers in our facility. Profanity will not be allowed. We reserve the right to excuse guests not following these rules. 



Checklist
	   √
	Task
	Notes

	
	Create a party budget
	

	
	Pick a theme
	

	
	Make the guest list
	

	
	Call Play and Grow and reserve a date
	

	
	Reserve the mascot or other add-ons
	

	
	Send invitations, include the reminder about socks!
	

	
	Order the cake or cupcakes
	

	
	Plan the menu, prepare grocery list
	

	
	Stock up on your party supplies
· Paper goods
· Eatery
· Cups (if necessary)
· Napkins
· Decorations (centerpieces, wall décor, etc)
	

	
	Goodie bags and supplies (if necessary)
	

	
	Grab the groceries and do any prep
	

	
	Set out serving bowls and serving spoons, tons, drink dispensers, ice chest 
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



We have some great ideas, but we borrowed and adapted this list from
https://familylivingtoday.com/kids-birthday-party-checklist/
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