
PARTY
PLANNINGChecklist
date

{theme}

{budget}

{activities}

{menu}

time
place

$

{the checklist}
2 MONTHS BEFORE
create the guest list
if the party isn’t at your home, book the location 
if you want photographer - book now!
if you are ordering paper invites & party printables, 
      order or design them now
plan activities or entertain (book if needed)
4 WEEKS BEFORE
plan your menu and party décor
if doing custom cake, order now!
schedule tables, chairs or other party rentals
2 WEEKS BEFORE
send our invites
see what party decor, kitchen items you have on
    hand, buy or borrow what you need
print and assemble party prtinables such as food
     tags and signs
1 WEEK BEFORE
make shopping list 
confirm with cake designer, entertainers, rentals
     & photographer
write out your party plan (activities & schedule) 
if you are having a table display do a test run. set
     it up to see what is still needed, such as decor 
     and backdrop
2 DAYS BEFORE
 purchase food 
clean the house
check to see if camera is charged 
1 DAY BEFORE
hand decorations
decorate the food table & have it prepared for food
do as much food prep as possible 
DAY OF PARTY
5 hours before - buy ice and balloons
prepare laste-minute food and drinks
finsih and party decorating
1 hour before party - lay out food (take pictures of display)
get yourself dolled up & get ready to party!

{color scheme}


