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Event Information
	Day:
	
	Date:
	

	Start Time:
	
	Finish Time:
	

	Location:
	

	Contact
	
	Phone:
	

	# Guests:
	
	
	


Example Run Sheet
	8:00am
	Before guests arrive

Final Room Check – Tick off your event checklist. 

Any food and beverage to be set out if required. 

	30 mins

	8:30am 
	Guests arrive 

Name badges if required to be pre-set on the registration table. 
Guests are to be greeted and encouraged to grab their name tags and mingle until everyone arrives.

	10 mins

	8:40am
	Official welcome

I’d like to begin by acknowledging the Traditional Owners of the land on which we meet today. I would also like to pay my respects to Elders past and present.

Overview of It’s in the Bag – each year in November the Share the Dignity Christmas appeal runs and from their 3000 charity partners they have received around 150,000 requests for bags. 

Before COVID they were collecting around 120,000 bags and then post COVID dropped to only collecting 90,000 and last year 70,000 bags. 

Today we are going to be packing *INSERT THE TYPE OF BAGS ESSENTIAL/TEEN/MUM AND BUB* bags.

Each bag consists of the *INSERT NUMBER OF KEY ITEMS* key essentials which are period products, soap, deodorant, toothpaste and toothbrush, shampoo, and conditioner, plus a few extras. 

We are aiming to pack around *INSERT NUMBER OF BAGS* bags. 

These bags will be dropped off at our closest Bunnings collection point for Share the Dignity to distribute to those people who require them. 

We will kickstart the day by all writing *INSERT NUMBER OF NOTES* notes each so that we have some notes to get us started with our bag packing. 

The notes are critical components of the bags, and we are aiming for all the bags packed today to include one. These can be words of encouragement and kindness and go a long way for the recipient. 

Kathy was a recipient of one of the Share the Dignity bags after fleeing DV with nothing. In her bag was a note which said, ‘you are loved’ and she talks to this note getting her through some tough times. Kathy still carries this note around today. 

We will then break into groups of packing, note writing, and assisting with the packing bags into the boxes. 

	10 mins

	8:50am
	H & S overview

Need to insert some generic H&S info here. 

	10 mins

	9:00am
	Everyone write 5 x notes 

	15 mins

	9:15am
	Split into groups 

Writing notes X *INSERT NUMBER OF PEOPLE* people 

Packing bags x *INSERT NUMBER OF PEOPLE* people

Counting bags and placing into boxes x *INSERT NUMBER OF PEOPLE* people

	15 mins

	9:30am
	Short break for food and refreshments and restocking products

	10 mins

	9:40 am
	Rotate groups

	15 mins

	9:55am
	Short break for food and refreshments and restocking products

	10 mins

	10:05am
	Rotate groups

	15 mins

	10:20am
	Thank you and wrapping up 
Team photos 
	10 mins

	
	Total Time
	115 min
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