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To Do List

*Enter the Party Date at the top and the Start Time on the second page. Use the suggested timelines to enter in your dates. Enter the initials of the person responsible for each task and check the box when task is completed. Enter in any extra tasks in the spaces provided. Print and use.

	*Party Date

     
	Task
	Completed

· 

	4 Weeks Prior
	Get Started – The Basics
	Who (Initials)

	     
	When is it? Set Start Date and Time
	      FORMCHECKBOX 
/     

	     
	Who’s Coming? Create Guest List on the EzParty Planner
	      FORMCHECKBOX 
/     

	     
	What’s your budget? Establish Now. Use the EzParty Planner
	      FORMCHECKBOX 
/     

	     
	Where is the party going to be? Home/Other Location
	      FORMCHECKBOX 
/     

	     
	What’s the Theme/Occasion? See Party Themes
	      FORMCHECKBOX 
/     

	     
	Who can help? Who will do what?
	      FORMCHECKBOX 
/     

	     
	Create the Party Agenda. See the EzParty Agenda
	      FORMCHECKBOX 
/     

	     
	Entertainment/Rentals? Book now
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	3 Weeks Prior
	Invitations
	Who (Initials)

	     
	Create or Buy Invitations and Send. 
	      FORMCHECKBOX 
/     

	     
	Keep Track of RSVP’s with the EzParty Planner
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	3 Weeks Prior
	The Party Plan - 1
	Who (Initials)

	     
	What Party Supplies/Decor do you have on hand? Buy New?
	      FORMCHECKBOX 
/     

	     
	What’s on the menu? See Party Food
	      FORMCHECKBOX 
/     

	     
	Hats, Napkins, Plates, Cups? Order EzParty Kit?
	      FORMCHECKBOX 
/     

	     
	Plan Games, Activities, Prizes, Goodie Bags 
	      FORMCHECKBOX 
/     

	     
	Buy Prizes, Gifts, Goodie Bags (Purchase a few Extra)
	      FORMCHECKBOX 
/     

	     
	Special menu items – Cake – order now
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	1 Week Prior
	The Party Plan - 2
	Who (Initials)

	     
	Buy food and drinks. Use the EzParty Planner Shopping List
	      FORMCHECKBOX 
/     

	     
	Camera/Video Camera – Ensure it has batteries, Re-charged.
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	1 Day Prior
	The Party Plan - 3
	Who (Initials)

	     
	Decorate the House, move Furniture
	      FORMCHECKBOX 
/     

	     
	Prepare Food – Ensure you have enough room in the fridge
	      FORMCHECKBOX 
/     

	     
	Clean the House – Check the bathrooms/supplies
	      FORMCHECKBOX 
/     

	     
	Wrap Prizes & Prepare Goodie bags
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     


	      Days/Weeks Prior
	Other
	Who (Initials)

	     
	     
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     

	Final Day
	It’s Party Time
	Who (Initials)

	     
	Review Agenda. Have help? Ensure everyone knows their role
	      FORMCHECKBOX 
/     

	     
	Prepare/layout more food
	      FORMCHECKBOX 
/     

	     
	Set up drink area – Cool wine, beer, POP, juice, water, ice
	      FORMCHECKBOX 
/     

	     
	Decorate/Set up table
	      FORMCHECKBOX 
/     

	     
	Set up party games – Have Prizes, Goodie bags close by
	      FORMCHECKBOX 
/     

	     
	Complete any other decor
	      FORMCHECKBOX 
/     

	     
	Dress for party
	      FORMCHECKBOX 
/     

	     
	Start background music
	      FORMCHECKBOX 
/     

	     
	Ensure front closet is free for coats, shoes.
	      FORMCHECKBOX 
/     

	     
*Start Time
	Greet your guests and have some FUN !
	      FORMCHECKBOX 
/     

	1 Week After
	Thank You’s
	Who (Initials)

	     
	Develop any Photo’s from the Party
	      FORMCHECKBOX 
/     

	     
	Send Thank You or “Hope you had a Great Time” notes with the photos
	      FORMCHECKBOX 
/     

	     
	     
	      FORMCHECKBOX 
/     
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