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2024 v1 
Confirmed: _______ 

party/Event Information 
Name of Party/Event:    Day/Date/Time:        -    

 Day date    start      end time 

Reservation Type:    ‘Open’ Rm#1    ‘Open’ Rm#2    ‘Private’ Entire Center    Cafe tables (max 2) (Only Mon-Fri)    patio/rm#1 

Parent(s)/party Host Name:             
 first   Last 

Email:          phone:       

Address:        City:      ZIP:    

Childs Name:     Age turning:     Deposit $   Date:     RP Staff Name:    

Estimate # guests: ________  =  Estimated # of children: ________  +  Estimated # OF ADULTS: ________    

Party/Event details  
Total # Guests: ________  =  # of children: ________  +  # OF ADULTS: ________    

                  Party/Event Packages and options Selections QTY Est. PRICE 

Packages:  Starter $275      Party Plus $375      Party Deluxe $475      Party Supreme $545      Specialty $695     _______ _________ 

 Addl Kids: Starter $18 x ____ Party Plus $20 x ____ Party Deluxe $25 x ____ Party Supreme $28 x ____ _______ _________ 

         Specialty $30 x ____  Type: _________________________  Pkg Add’l OPEN Room Hr $150/hr ($75 ½ hr) _______ _________ 

OtheR:  PRIVATE w/Pkg $250/hr  PRIV No Pkg (incl 8 kids) $350/hr  PRIV No Pkg Addl Kids >8 $10 ea _______ _________ 

  OPEN play table décor ($20)  Room Rental (incl 8 kids) $125/hr  Room Rental Addl Kids >8 $10 ea _______ _________ 

  Serving/Handling Fee ($50)  Theme/color change-Other($35) __________________________________  _______ _________ 

Party color(s):    Aqua     Blue       green   orange   pink  A La Carte: _______ _________ 

    red    purple   Yellow   silver   Gold      black    white  Additional Pizzas (10% off – Est $17 ea) _______ _________ 

Party Themes: Barbie  DC SuperHero Girls  ENCANTO  frozen  mermaid  Minnie    Gluten Free Crusts ($3 ea) _______ _________ 

Princess (pick 1)_________  Unicorn  |  Baby Shark  Bluey  Cocomelon  Toy Story  Sandwich Platters ($40 ea) _______ _________ 

Minecraft  Paw Patrol   esame Street  Toy Story  |  Avengers   ars/Hot Wheels    Wing Platters -Boneless (Only Plain) ($50 ea) _______ _________ 

DC SuperHero Boys   Dinosaurs   Mickey   spider man   Star Wars   Super Mario  Wing Platters -Trad–Plain / BBQ / Hot ($55 ea) _______ _________ 

assistance Needed?  No   Setup   Tear down/Exit  Chicken Nugget Platters ($24 ea) _______ _________ 

   Other _________________________________________________  Extra Dip Sauce –BBQ/Hot/Ranch/Pizza ($1.50)ea) _______ _________ 

 Nuggets _____ or  # Kids Pizzas: _____  # extra Pizzas: _____  Tator Tot Platters ($20 ea) _______ _________ 

 Kids Type(s): _______________ |  extra type(s): _________________  Veggie Platters ($45 ea)  _______ _________ 

  __________________________ |  ______________________________  Fruit Platters ($45 ea)  _______ _________ 

# Kids Juice Boxes: __________    Fr Punch   Berry    Apple  Salad Bowls – Garden or Caesar ($35 ea) _______ _________ 

Other Drink Types: __________________________________________  Cheese & Cracker Platters ($35 ea)  _______ _________ 

# Sandwich: Ham _____ Italian _____ Turkey ____  Chip & Hummus Platters ($35 ea) _______ _________ 

# Trad Wings: BBQ _____ Hot _____ Plain ____   # Boneless _____  Chip Bowls ($12 ea) _______ _________ 

# Dipping Sauce: BBQ _____ Hot _____ Pizza ____ Ranch _____  Chips & Salsa ($15 ea) _______ _________ 

Balloon Order:  No   Bringing?   RP Provide?   ______________  Cookie Platters–Choc. Chip or Sugar ($24/doz) _______ _________ 

Cake/Cupcake (Circle):  Bringing?   RP Provide?   Qty: __________  Bagel Platters ($30 ea) _______ _________ 

    theme/color: ____________________________________________  Dippin’ Dots (10% off – est. $6 ea) _______ _________ 

    Size:    8” round    ¼ sheet    ½ sheet    full sheet  Pop $2/cup (free refills) / Coffee ($8/carafe) _______ _________ 

    Cake Type:    Yellow    Chocolate    Marble  Cake/Cupcakes (see pricing sheet) _______ _________ 

    Frosting type:   Whippy    Butter Cream  Balloon Order (see Balloon Order form) _______ _________ 

Other/Special Requests: _____________________________________  Child Guest Souvenir ($6 ea) _______ _________ 

 binder Calendar    google Calendar    7Shift event  T-shirt Souvenirs ($12 ea) _______ _________ 

 confirmation Email sent____  initial contact to finalize____  Other: __________________________ __________ 

 agreement Rcvd____  Review waiver forms  Schedule host  Deposit:  ________________________ __________ 

 Balloons ordered____  cake/cupcake ordered____ EST. TOTAL:  _$__________________ 



Reservation FORM 
A Party/Event is not confirmed until both this form and non-refundable deposit is received in full. 
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Contact/Notes:  
Date Time Initials Notes 

    

    

    

    

    

    

    

    

 

PARTY STEPS OF SERVICE:  
All items must be completed and initialed upon completion.  MOD and all manager staff will be responsible to confirm and verify items are completed 

Before PARTY CHECKLIST ARRIVAL AND DURING PARTY CHECKLIST END AND AFTER PARTY CHECKLIST 

 

INITIAL  TASK 

Prepare: 

____ Review/confirm Party Form 

____ Prepare Checklist on clipboard 

____ Prepare Party Survey on clipboard 

____ Prepare Sign-in Sheet at entry counter 

____ Prepare Party Board (name, host) 
 

Setup: 

____ Setup tables and chairs 

____ Setup cake and present tables 

____ Gather candle (if providing) 

____ Setup tablecloths, plates, and napkins 

____ Setup silverware, cups, plates, napkins 

____ Create/place balloon bouquets 

____ Create game cards 

____ Place juice boxes on serving tray/tables 
 

Confirm/Review: 

____ Review food order with kitchen team 

____ Enter/print Party Tab 

____ Review Party Tab/clipboard with MOD 

 

INITIAL  TASK 

End of Party (last 15 minutes): 

____ Ask parents if there is anything else? 

____ Final review/package leftovers 

____ Review/present final tab to parents 

____ Process payment outstanding 

____ Review payment/tip with MOD 

____ MOD enters and updates Tip Sheet 

____ Bring balloons to entry/lobby 

____ Bring leftovers to entry/lobby 
 

After Party: 

____ Clear tables and party area 

____ Wash tables, chairs, high chairs 

____ Wash down counters 

____ Sweep all floors 

____ Mop as required/end of day 

____ Sanitize party area 

____ Assist with Play/Game area sanitizing 

____ Take out trash 

 

INITIAL  TASK 

Upon Arrival (first 10 minutes): 

____ Greet parent(s), introduce self 

____ Review party room/area, play/games 

____ Review party details (RSVP Form) 

        ____   -Guest count and table setup 

        ____   -Food, drink, juice box details 

        ____   -Cake/cupcake order and serving 

____ Review party agenda: 

        ____   -Snacks/platter: ______ (start?) 

        ____   -Pizza/other: ______ (30 min?) 

        ____   -Cake time: ______ (60 min?) 

        ____   -Other details: ______ 

____ Review Tab and confirm payment type 

____ Hand out and review game cards 

____ Hand out and explain Party Survey 
 

Start of Party: 

____ Assist with guest checkin/introduce self 

____ Serve drinks and platters as necessary 

____ MOD greets parent(s) 
 

During Party: 

____ Maintain timing and cleanliness of area 

____ 15 min – check-in with parents 

____ 30 min – announce and serve pizza 

____ 35 min – confirm food satisfaction 

____ 40 min – count/compare/log kid count 

____ 45 min – check-in with parents/needs? 

____ 45 min – begin table clearing 

____ 60 min – cake/cupcake confirm/serve 

____ 1 hr 15 min – check-in with parents/needs? 

____ 1 hr 30 min –more table clean/food pkg 

____ 1 hr 40 min – last check-in with parents 

MOD:  _________________  ______ 

HOST(S):  ______________  ______ 

STAFF:  ____________________________ 

 

MOD:  _________________  ______ 

HOST(S):  ______________  ______ 

STAFF:  ____________________________ 

 

MOD:  _________________   ______ 

HOST(S):  ______________  ______ 

STAFF:  ____________________________ 

 

Actual Kid Count: __________________ 

Comments: _______________________ 

________________________________ 

________________________________ 

Did to Amaze/Be Remembered For:  

________________________________ 

________________________________ 

________________________________ 

 

 


