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&Lib

P�ty P la�ing Checklist

8 w�ks ahead

choose a theme - color, decor
  activities, entertainment

set the time, date and venue 
  (if outside your home reserve the venue) 

book any vendors (ie. facepainter, 
  balloon artist, etc) 

send your invitations out 

create shopping lists for decor
    and food

test run any diy decor or actvities

complete all online orders for decor
   or favors to allow delivery time

shop for any non-parishable groceries
   and decor that were not purchased
   online
follow up with any guests that you have 
   have not heard from

if hosting at home, clean your house

Assemble favor bags 

create your party timeline to keep things
   moving
confirm any vendors or rentals
  delivery or arrival times

Shop for parishable food items 

if hosting at home, set up furniture, 
   and begin decorating

if hosting at a venue, start to envision
   the event layout of tables etc.

pickup cake or treats, if making 
   yourself begin to bake and decorate

last minute tidy up of house or venue

finishing touches on decor 

chill drinks and display food

enjoy the

p�ty!

visit www.rubiandlib.com to design and
   order your invitations
  

design and order personalized decor
   from cups to coasters,, napkins and 
   favor tags find it all at 
   www.rubiandlib.com
     

www.rubiandlib.com

create your guest list 

6 w�ks ahead

4 w�ks ahead

3 w�ks ahead

2 w�ks ahead

1 w�k ahead

w�k of the p�ty

1-2 days bef�e

day of the p�ty


