
 
Party Planning Checklist 

 

   1 Month before party:  
  
o Pick your Party Theme 

o Decide on a Budget 
o Create Guest List 

o Design & Create Invitations 
o Select Menu 

o Pick a Date & Time 

o Create a Party Supply List 
o Book Venue 

o Design Cake 
 
  2 weeks before party: 
o Send out Invitations 

o Order Menu 
o Create Grocery List 

o Inventory your Dishes 

o Buy Decorations & Supplies 
o Order Balloons 

o Design Party Favors 
 

 
 
 

1 week before party: 
o Confirm Venue 

o Pick out Music 
o Clean House 

o Purchase Party Favors 

o Grocery Shopping (non-perishable) 
o Create Guest List from RSVP’s 

 
Day before party: 
o Pick up/bake cake 

o Another spot house clean 

o Grocery Shopping (perishable) 
o Prep any food you can 

o Organize games/activities 
o Decorate 

 
The Big Day: 
o Pick up Balloons 

o Pick up any Final Supplies 

o Organize Tables/Chairs 
o Final Decorating and Cleaning 

o Prep Rest of the Food 

o Organize Party Favors 
o Have an AWESOME party 


