
Party Planner

Event Name

Date

Location



Name Invite Sent RSVP Plus 1 Dietary 
Needs

Guest List



At 10:00 am
2024

   RSVP Date

Going

July
Sunday

28
123-456-7890

@reallygreatsite
123 Anywhere st., Any City

Not Going



CHECKLIST



CHECKLIST

Pick a Date and Time

Select a venue

Create a guest list

Send invitations

Track RSVPs

Plan the menu

Consider dietary restrictions/allergies

Plan music playlist or hire DJ/band

Plan games/activities

Extra trash bags, paper towels, cleaning supplies

Have a backup plan

Shop for groceries/supplies

Prepare décor and organize party favors


