Party Planner

Form


Theme:_________________________________________

Date/Time:______________________________________

Location:________________________________________

Guest List

1.________________                   14._______________

2.________________                   15._______________

3.________________                   16._______________

4.________________                   17._______________

5.________________                   18._______________

6.________________                   19._______________

7.________________                   20._______________

8.________________                   21._______________ 

9.________________                   22._______________

10._______________                   23._______________

11._______________                   24._______________

12._______________                   25._______________

13._______________                    (use back for additional guests)

Party Supplies

Use the list below to note information about supplies (i.e. type/color, amount needed, price, store to buy from, etc.) 

Stationary

Invitations________________________________________

Thank You Notes___________________________________

Tableware 

Napkins(beverage and lunch)_________________________

Plates___________________________________________

Tablecovers_______________________________________

Cutlery__________________________________________

Cups____________________________________________

Serving Trays_____________________________________


Place/Name Cards__________________________________

Straws___________________________________________

Decorations/Supplies

Centerpieces______________________________________

Balloons_________________________________________

Streamers/Garland_________________________________

Decorations/Supplies (cont.)

Lights/Candles____________________________________

Banner(s)________________________________________

Party Favors______________________________________

Games___________________________________________

Music____________________________________________

Menu

Beverage(s)______________________________________

Appetizer(s)______________________________________

 ________________________________________________

Main Dish(es)_________________________________________

________________________________________________

Dessert(s)________________________________________

Additional Notes
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