
Event  & PartyEvent  & Party
PlannerPlanner
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Item Quantity

Party Shopping ListParty Shopping List



Address:

Phone:

Name:

Web:

Address:

Phone:

Name:

Web:

Address:

Phone:

Name:

Web:

Address:

Phone:

Name:

Web:

Address:

Phone:

Name:

Web:

Address:

Phone:

Name:

Web:

Address:

Phone:

Name:

Web:

Address:

Phone:

Name:

Web:

Contact ListContact List



Vendor Product (s) Contact

Vendor ContactsVendor Contacts



Catering ContactsCatering Contacts

Caterer:

Cost:

Deposit:

NOTES:

Caterer:

Cost:

Deposit:

NOTES:

Caterer:

Cost:

Deposit:

NOTES:



Dates to RememberDates to Remember

NOTES:



Party Plan Party Plan 

Schedule Details

Date/Time

Theme/Colors

Location

First Menu Ideas

NOTES:



Invitation ListInvitation List
Party: Date:

Address Phone Number RSVPName



Venue Comparison ListVenue Comparison List

Venue Budget:

Number of Guests: Best Venue:

Budget per Guest:

Information

Name

Location

Capacity

Availability

Contact

Restrictions

Total Time Available

Space Available

Cocktails Space

Outdoor Space

Estimated Cost

Extra Fees

Deposit

Deadline

Payment Time

Venue 1 Venue 2



Planning TimelinePlanning Timeline

4 Weeks To Go Day Before Party

Day of Party2 Weeks To Go

1 Week To Go



Party Day ScheduleParty Day Schedule

Time Activity



Party OverviewParty Overview

Activities Decorating Ideas

Table

Room

Outdoor Decorating
Notes



Party BudgetParty Budget

Budget:

Expenses/Item Spent Balance

Total Spent: Leftover:



Shopping ListShopping List



To Do ListTo Do List

NOTES:



Daily PlannerDaily Planner

Priorities

Appointment

To Do

Daily Focus

Important Calls

Reminders



Party PlaylistParty Playlist
Song Artist



Party Games ListParty Games List

Games



Weekly PlannerWeekly Planner

Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Notes



Party RecipeParty Recipe

Title Recipe Servings

Ingredients

Preparation



Menu Overview Cuisine Style

Appetizers Main Course

Side Dishes Desserts

Beverages Special Dietary Options

Children’s Menu Wine or Beverage Pairing Suggestions

Menu PlannerMenu Planner



Grocery ShoppingGrocery Shopping

Vegetables

Meat/Fish

Fruits

Beverages

Pantry Others



Budget ListBudget List

Party Name:

Total Budget:

Date:

Actual Spent:

Estimate Actual BalanceExpenses



Guests’ Food & Beverage PreferencesGuests’ Food & Beverage Preferences

Food & Beverage PreferencesGuest Name Allergies?



Food Inventory ListFood Inventory List
Qty ExpirationDate Item



Gift ListGift List
Thank You Sent (Y/N)Gift From



Thank You CardsThank You Cards

Sent ReceivedRecipient



Party Vision BoardParty Vision Board

Colors:

Collect Inspiration For Your Party



Party OutfitParty Outfit

Day

Night

Date:

Date:

Weather:

Weather:

Top:

Top:

Bottom:

Bottom:

Shoes:

Shoes:

Accessories:

Accessories:



Seating ChartSeating Chart

1

2

3

4

5

6

6.

4.

3.

5.

Table No.

1.

2.

1

2

3

4
5

6

7

8

6.

4.

8.

3.

7.

5.

Table No.

1.

2.



Table 1 Table 2 Table 3

Table 4 Table 5 Table 6

Seating ChartSeating Chart



Seating ChartSeating Chart

Table 1

Table 4

Table 2

Table 5

Table 3

Table 6

Table 7 Table 8 Table 9



Seating ChartSeating Chart

Table 1

Table 3

Table 2

Table 4



Party ChecklistParty Checklist

Party Name: Date:

Party Checklist



Expenses TrackerExpenses Tracker

Party Name:

AmountDate Expense



BrainstormingBrainstorming

Party Name: Date:



Collecting IdeasCollecting Ideas

Party Name: Date:



NotesNotes


