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Agenda

	Time
	Activity
	Responsible

	3.00 – 3.30
	· Greet Guests

· Offer a Drink

· Introduce/Distribute an Activity – Quiz, Craft


	Host

	3.30 – 4.15
	· Games & Activities or Entertainer

· Distribute Prizes


	Host and Helper

	4:15 – 4.30
	· Take a Break

· Set up New Game/Activity


	Host and Helper

	4:30 – 5:30
	· Games & Activities

· Distribute Prizes


	Host and Helper

	5:30 – 6:00
	· “Happy Birthday” song with Cake

· Open Gifts

· List Gifts from Whom (For Thank You’s)


	Host Helper and Guest of Honour

	6:00 – 6:30
	· Farewells

· Distribute Goodie Bags and Thank You’s


	Host Helper and Guest of Honour
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