
Pre-Event Timeline
 
 
Right NOW… 
 
 
 
 
 
 
Right NOW… 
 
 
 
 
Wednesday, January 23 
5:30-7:30pm… 
 
 
 
 
By February 17… 
 
 
 
 
By March 22… 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Begin inviting guests today! 
Forward the electronic “Save the Date” invitation or send a note. 
If you have a website or are part of a social networking site, such as Facebook, post the 
event and link to our website on your page!   Give your guests more reasons to come. 
Consider putting together a group of people who know one another, or who may want to 
meet one another. Tell them why you care about WestSide Baby. 
 
Recruit other Table Captains! 
If you know or meet enthusiastic supporters who would make good Table Captains, connect 
them by sending an email to carina@westsidebaby.org and to them with the subject 
“Possible New Table Captain.” 
 
Attend the Table Captain Kick-off Party!   
Meet some of our staff, visit with fellow WestSide Baby supporters, and bring your invite list 
to get a jump start on addressing your invitations and filling your table. A casual dinner and 
wine will be served.  If you aren’t able to make it, printed invitations will be available for 
your guests at both WestSide Baby locations.   
 
Send out your invitations!   
People are busy and it’s best to send the invites to your guests at least 6 weeks before the 
event.  You can use the easy email invitation or mail the printed invitations provided by 
WestSide Baby.  
 
Register your guests! There are two ways: 

 Have your guests let you know they can come and email the completed Confirmed 
Guest List (included in packet) to rsvp@westsidebaby.org  

 Your invited guests may return an RSVP card in their printed invitations which you 
will send out in January, indicating you as the table host. 

 
Important NOTE:   

 Each table includes 10 seats (don’t forget to count yourself!); please let us know if 
you anticipate more or less guests. 

 WestSide Baby will send a confirmation email to all confirmed guests the week 
before the event, so please make sure we have your guests’ email addresses. 

 
Prepare your table! 
Table Captains are encouraged to decorate their own tables and/or provide their own china 
teacups & saucers.  The venue will provide all plates, teapots, creamers and sugars this 
year. 
Have FUN and make it your own, depending on your time, talent & resources.  These 
personal touches are suggested, but in no way required for Table Captains.   
 
Read through the Table Captain e-newsletters sent by WestSide Baby to get ideas for your 
table & other important event information!   
 
Remind your Guests!  
Check in one last time to confirm their attendance.  Update any cancellations or new guests 
with rsvp@westsidebaby.org as soon as possible 
 


