
 

Registration  
Event   timeline  
 
3:304:30-   Volunteers   arrive   and   register.   
5:00-   Participants   arrive   and   are   matched.  
5:00-   Guests   visit   stations   
5:30-   Red   carpet   and   main   doors   open  
6:25-   Welcome   and   prayer  
6:30-   Dinner   is   served  
7:15-   Crowning   ceremony   and   dancing   begins  
 
Job   Description  
 
By   February   4th,   you   will   receive   an   email   from   our   team   with   the   instructions   on   what   to   download   and   how   to  
login   to   the   Eventzilla   Organizer   app.   Please   make   sure   you   can   login   prior   to   the   event.   Call   James   with   any  
issues.   
 
You   must   arrive   no   later   than   4:00   to   check   your   station   and   be   ready.   Please   bring   a   phone   charging   cord.   We  
will   have   portable   chargers   should   you   need   it.   Guests   will   begin   lining   up   as   early   as   4:30.   Guests   can   go   to  
any   station   to   be   checked   in.   When   a   guest   approaches   your   table:  

1. Open,   Check   In,   on   the   app.   
2. Greet   them   and   welcome   them   to   the   prom!  
3. Ask   to   see   their   ticket.   All   guests   should   have   received   a   QR   scannable   ticket.   
4. Scan   their   ticket.   
5. Retrieve   their   check   in   packet.  
6. Review   their   name   tag   to   see   the   type   of   red   carpet   experience   they   wish   to   have.   Sensory   limited   gets  

a   silver   band.   All   others   get   a   blue   band.   
7. Ask   the   person   dropping   them   off   if   they   will   be   staying   on   site   or   coming   back   later.   If   they   are   staying,  

place   an   X   on   their   bracelet.  
8. Ask   the   guest   if   you   can   place   their   bracelet   on   or   if   they’d   prefer   to   do   it.  
9. Tell   Jodi/Jill/Jenna   that   the   guest   is   ready   and   give   them   the   guest’s   name   tags.   Ask   guest   to   step   into  

center   and   wait   for   their   Buddy   to   arrive.  
 
 
 
What   happens   if:  

● Someone   doesn’t   have   a   ticket?   -   Do   a   name   search   using   the   instructions   below.   If   that   doesn’t   work,  
consult   the   backup   paper   lists   for   a   registration.    If   they   still   do   not   appear   to   have   registered,   create   a  
name   tag   for   them   and   proceed.   Our   goal   is   to   not   turn   any   guest   away.   Track   their   name   so   we   can  
have   an   accurate   final   tally   on   the   provided   walk-up   guest   sheet.   

 
 



 
● The   information   on   their   name   tag   is   wrong/misspelled?   -   Create   a   new   one   for   them.   Be   sure   to   ask   if  

they   have   any   food   needs   and   how   they   are   getting   picked   up.   
● They   request   a   specific   Buddy-   If   they   requested   this   during   registration,   it   will   be   noted   on   their   name  

card.   If   not,   ask   them   who   and   if   that   person   was   a   registered   volunteer.   Relay   this   information   to  
Jodi/Jill/Jenna.   

 
Manually   checking   in   a   guest   without   a   ticket:  

1) Select   check   in.  
2) Type   in   the   guests   name   (first,   last   or   both).  
3) Select   the   circle   to   the   right   of   their   name.   

 
 
 
Team   Lead  
Jenna   Taylor   or   James   Taylor-   772-528-2234   or   772-216-3842  
 
 

 
 
 


