
Party Planning Checklist 
 

 

What to think about first 

 

  Create a party folder. (Put all your ideas and research in here) 

  Determine the type of party (casual, formal, themed, elegant etc.) 

  Set a date and time. 

  Check with key friends and family if the date selected is suitable. 

  Determine an affordable budget. 

  Make a guest list - Remember to consider your budget. 

  Choose your location and make a booking and obtain a public permit if required (at home, a venue or public area) 

  Decide if you want finger foods, buffet, feasting station, sit down dining, bbq or other. Don’t forget the cake if required. 

  Determine what beverages you will supply and will you require glassware hire, ice tubs and ice. 

  Will you require staff to assist with set up, food and beverage service + clean up. 

  Work with the caterer to ensure your menu suits your needs, budget, taste and suits the theme of the party and its location. 

  Before finalising your caterer ensure they are Gold License accredited and offer a guarantee for their services and products. 

  When you are confident that you have the caterer that best suits your party pay a deposit and lock in the date. 

  Book entertainment  - DJ, Band, Magician, Palm Readers etc. 

  Book hire - Glassware, Tables, Chairs, Heaters, Linen.  

(Remember your caterer can probably save you money by ordering this through them) 

  Consider decorations, flowers and theming. 

(once again your caterer may also manage events and may be able to assist you with this) 

  Determine a RSVP date.  This date should be approx. 2 weeks prior to the event. 

  Organise your invitations and include a map if the location is tricky. Make the RSVP date a week before you actually require it. 

  Contact any friends or family that you want to help with the party. 

  Contingency Plan - If outdoors, have a plan B for inclement weather. 

 

 

 

 

 

 

 

 

 




