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Party Planning Checklist 
 

One month before… 
 
� Pick your date. 
� Pick your venue. 
� Pick your theme. 
� Create your guest 

list.  
� Decide on your 

budget. 
� Decide if you want 

to hire a party 
planner. 

� Hire your vendors. 
 
One Day Before… 
� Final shopping.  
� Prepare Final menu. 
� Decorate 

 
One week before… 
� Check in with your guests that have not 

RSVP’d yet. 
� Confirm any rentals and reservations. 
� Go over your lists: 
� Food, decorations, etc., double check 

grocery list 
 
Two days before… 

� Place anything that needs to be 
� defrosted in the fridge. 

Day of… 
� Finish setting up. 
� Finish prepping food. 
� Welcome your guest & have a blast! 


