
   

PPPaaarrrtttyyy   PPPlllaaannnnnniiinnnggg   CCChhheeeccckkkllliiisssttt      
bbbyyy   eeevvveeennntttEEEvvveee...cccooommm   
 
This handy checklist is to make Party Planning a fun activity that you'd like to indulge in again and again  
Spend less time planning and more time partying!! 
 

PARTY DATE: TIME: LOCATION: THEME: 

 

GUEST OF HONOR: 

GUEST LIST: 
 
 
# ADULTS:                << # MALES:         # FEMALES:     >>                            
# KIDS:                       << # BOYS:            # GIRLS:            >> 

      

BOOKINGS 

BOOKINGS   Contact 
Details 

From 
Date/Time 

To 
Date/Time 

Booking Status 

 
Venue 
 

    

 
Caterer 
 

    

 
Decorator 
 

    

RENTALS     

  Tables, Chairs, Linen     

  Generator     

  Lighting     

  DJ System     

     

ENTERTAINERS     

     

     

 

Party Planning Checklist 
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TO DO LIST 

 HAVE 
Done 

BORROW 
from 

BUY 
from 

NOTES 

PARTY INVITATIONS           Theme -  

 

MENU     

Drinks, soups, starters, main course, side dishes, dips/sauces, rice, salad, dessert, etc. 

     

     

     

     

     

     

     

TABLEWARE     

Table covers     

Table Decorations     

Candles     

Crockery     

Cutlery     

Drink ware     

Stirrers, Straws, Drink 
Decorations (Frilled Toothpicks, 
Parasols Umbrellas) 

    

Napkins     

Time to Set     

SERVING DISHES     

Serving Baskets, Bowls & Platters     

Tongs/Serving Spoons     

Foil, Tooth Picks, Napkins     

Pack-for-home containers     

DECORATIONS     

Book / On My Own / Delegate To     

Seating Plan     

Balloons     

Flowers     

Banners     

Streamers     

Lights/Candles/earthen lamps     

Terracotta pots to float 
flowers/candles 

    

Guest Book     

Time to Start     

CATERING Booked/ 
Self 

Take Help 
from 

Start At 
(time) 

NOTES 

     

     



 
 

TO DO LIST 

 Booked/ 
Arranged 

Take Help 
from 

Start At 
(time) 

NOTES 

ENTERTAINMENT     

Magic/Puppet Show     

Tattoo Artist, etc.     

DJ / Prepare Music Play list     

ACTIVITY 1:     

Required Items     

Prizes     

Start Time     

ACTIVITY 2:     

Required Items     

Prizes     

Start Time     

HELPING HANDS     

Family members / Friends     

Cook / Maid     

CAKE     

Book / Prepare     

Time to Pick/Prepare     

RETURN GIFTS / PARTY FAVORS     

     

     

HANDY ESSENTIALS     

Camera / Camcorder (charged)     

Gift Wrapping Paper, Scissors, 
Tape 

    

Paper Towel     

Trash Bins     

First-aid kit     

 
And let the party begin! 


