
30 Days Before

Pay Hall Balance
Pay hall Breakages Deposit
Supply Public Liability Insurance for outside
suppliers, entertainment etc
Confirm guestlist

Week Before

On the day

Buy Food
Buy Decorations
Buy cake
buy refreshments
Chase up any outstanding RSVPs

Bin Bags - you will be taking your rubbish
home with you
Tea Towel for washing up
lighter or matches for candles
Tea/Coffee/Sugar/Milk
Phone Charger - photos drain your battery!
Knife for cake cutting
Napkins or kitchen roll

Party Checklist
Before Entertainer info

shopping list

Set Date
Guestlist
Book Venue
Entertainment
Decorations
plan food


