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party planning checklist 
	
	8 weeks prior 
	
	
	3 DAYS PRIOR 

	☐
	Choose a party theme
	
	☐
	Notify neighbors of traffic and noise 

	☐
	Develop an invitation list of people
	
	☐
	Discuss parking and transportation

	☐
	Pick a Venue or Location
	
	☐
	Confirm all food and beverages are ready

	☐
	Set a budget 
	
	☐
	Confirm the entertainment 

	☐
	Gather volunteers
	
	☐
	Finish Shopping



	
	6 weeks prior 
	 
	
	1 DAY PRIOR 

	☐
	Send Invitations
	
	☐
	Decorate the party area

	☐
	Confirm location 
	
	☐
	Cook and prep as much food as possible

	☐
	Buy nonperishable items decorations
	
	☐
	Place serving pieces on tables

	
	
	
	☐
	Set up bar area and barware

	
	
	
	☐
	Check the weather forecast 



	
	1 WEEK PRIOR 
	
	
	Day Of The Party

	☐
	Visit the Venue or location 
	
	☐
	Finish last minute cooking and prep

	☐
	Gather cookware & confirm cater
	
	☐
	Buy extra ice

	☐
	Confirm entertainment
	
	☐
	Set out covered food / catering

	☐
	Stock the Bar
	
	☐
	Stock and staff the bar



