
Table Captain Check List

Before the Breakfast:

Seat a table of 9 guests, plus yourself.

Email an invitation to each guest as they accept your invitation. An electronic copy of the 
invitation will be emailed to you and can be forwarded to people you think would be interested 
in what we do. Hard copies of the postcard are also available.

Let us know of those unable to attend but who you would like to receive more information about 
ProKids. We will discuss the best way to contact them together.

Submit your final guest list to ProKids by May 3. This way we will have name tags and table 
assignments ready. If there are any changes after May 3, just let us know.

Please note: In order to be consistent with the guidelines of the Americans with 
Disabilities Act (ADA) please advise us if any of your guests need the provision of 
auxiliary services, such as a sign language interpreter. 

One week prior to the Breakfast, please confirm your guests’ attendance. Let them know of any 
COVID-19 precautions or requirements that are in place.

Directions to Xavier University Cintas Center are available on the ProKids website. We will also 
email each registrant a reminder the day before the Breakfast that includes directions to the venue.
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Table Captain Check List (continued)

Day of the Breakfast:

Please arrive at the Breakfast 30 minutes early (7:30 a.m.). You will pick up your Table Captain 
Day-of-Event packet, find your table, and prepare to greet your guests.

A speaker will tell you when to pass out the envelopes containing pledge cards to each of your 
guests towards the end of the program. The envelopes ensure the confidentiality of gifts. Look 
for envelopes that have been pre-addressed; these guests have pre-existing pledges 
with us and the card includes a reminder note of that commitment. 
Guests who are new to ProKids or who don’t have a pre-existing pledge will not have a pre-
addressed envelope; this is okay.

Set an example for your guests by filling out your own pledge card at this time (even if it is just 
your name and address). Place your card in the envelope.

Collect the envelopes from your guests and return them to the larger envelope. Turn them in to 
a ProKids staff member at the door before you leave.

Please remember to thank each of your guests for taking time out of their day to share your 
passion and learn more about ProKids.

After the Breakfast:

Call or write your guests to thank them for coming. (We will email you sample thank you 
language that you can forward to each guest.) Please let us know of any feedback, either 
positive or negative, that you hear from your guests. A member of ProKids staff will call guests 
to thank those who donated and ask each person for his or her feedback on the event. If your 
guest does not complete a card, we will not contact them.
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