Party Checklist

Revised 3/17/02
This list is for parties held at a location where equipment is already available.  We will need a more extensive one for parties where we supply dungeon equipment, first aid supplies, and cleaning and disposable play supplies.

Many of the volunteers needed at the party can be obtained by encouraging volunteerism as people enter the party and check in.  The BESS Party Sign-up Sheet can be used to match these volunteers with tasks.

Setting up the Party

	Timing
	Member
	Activity

	3 to 6 months before
	
	Set up party date reservations with party location

	4 weeks before 
	l
	Send party announcement to contributor list

	2 weeks before 
	
	Sign up team members to staff the party

	2 weeks before 
	
	Sign up 4 Dungeon Monitors for the party

	1 week before 
	
	Send party reminders if the reservation list is not full

	As reservations arrive
	
	Send out RSVP notice


Giving the Party

	Member
	Activity & Supplies

	
	Food Team: Purchase a spiral ham or cooked turkey breast for the table or prepare other major food item like a large pot of chili. (Spend about $50 and keep the receipt for reimbursement)

	
	Money collection Team:

· 2 team members to arrive early to set-up and collect money

· 2 team members to be available to collect money for late arrivals

· Something to collect money in

· Copy of the Party sign-up sheet

· 2 copies of the BESS Social Monies Collection Procedures Form

· Official receipt to be signed by the location space owners for rental

· Copies of Guest Waivers for all expected guests

	
	DM Team:

· 8 trained DM’s who will set up their own schedule for the party under the head DM’s supervision

· Copies of Party Rules & Dungeon Etiquette

	
	Clean-up Team:

· 2 or more volunteers to assist in picking up after the party

· Spray and disinfect the equipment

· Help with trash

· Walk through to check for left behind items


