
 

8 Steps to Planning  

Your Event 
1. Create an Outcome 

As simple as it seems decide the exact atmosphere you are working towards for your event. 

What do you want your guests to hear, feel, smell and touch? Note down some memorable 

events you have attended and what made them special. Set yourself goals and ideas and work 

through them as you go. 

 

2. Choose + Book a Venue 
• Consider the area, how far is it from the majority of your guest’s residence? 

• Find a venue that includes tables and chairs in their venue hire if required. 

• Ask your venue for extended time or next day clean up, usually they will accommodate. 

• If you are holding an outdoor event always have a backup venue for wet weather  

(such as a private residence) 

 

 

3. Send out Invitations 
• It is very important to get this done as well in advance 

as possible, and 2 weeks before the event email out a 

reminder. 

• If you are really savvy you can even create a “group” of 

invited contacts in your email account such as “Group 

for Angela’s 21st” and update them on the party 

details. 

 

 

4. Choose + Book a Caterer 
• Ensure the caterers you are looking at are reputable with testimonials and guarantees. 

• Ask for a few different quotes from the same company, it is amazing how many options 

one place may have. 

• Don’t be afraid to ask questions or change the menu, for example if the guest of honour 

really enjoys a specific pasta dish, just ask your caterer if they can do it especially for you! 

• A lot of caterers offer an Event Management service, so feel free to discuss the event 

with them and obtain as much free advice as possible; this also helps the caterer 

recommend the most appropriate menu for the occasion. 

 

 

 

 

 

 

 

 

 

The only caterer that offers you peace-of-mind; 

friendly service, great food and a stress free event – 

Guaranteed! Phone now – 1300 368 605 



“The catering was absolutely brilliant  

- You far exceeded our expectations” 

Madeline Gill | Housewarming Party 


