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We’ve designed this handy guide to make planning your party a snap!  Use this form for all you party planning needs.  Spend less time planning and more time partying!
	Party Date:
	Time:
	Location:
	Theme:


	Guest of Honor:  ______________________

Guest List: ___________________________________________________________ ______________________________________________________________________________________________________________________________________




	CHECKLIST…
	
	
	
	
	

	
	NEED
	HAVE
	
	NEED
	HAVE

	Invitations
	
	
	Themed Dress-Up
	
	

	Stickers
	
	
	Greeter Costume
	
	

	Confetti
	
	
	Hats
	
	

	Welcome Decorations
	
	
	Accessories: Jewelry, Wands
	
	

	Luminaries and Candles
	
	
	Boas, Capes, Buttons,
	
	

	Balloons
	
	
	Hats or Tiaras
	
	

	Life-Size Standups
	
	
	Activity 1: Product/Prizes
	
	

	Streamers
	
	
	Piñata, Piñata Stick, String
	
	

	Yard Signs
	
	
	Candy & Toys to Fill,
	
	

	Guest Book 
	
	
	Blindfolds
	
	

	Themed Room Decorations
	
	
	
	
	

	Cutouts
	
	
	
	
	

	Streamers
	
	
	Activity 2: Product/Prizes
	
	

	Balloons & Balloon Weights
	
	
	
	
	

	Garlands
	
	
	
	
	

	Centerpieces
	
	
	
	
	

	Banners
	
	
	
	
	





  







Turn this page – there’s more!
	CHECKLIST…
	
	
	
	
	

	
	NEED
	HAVE
	
	NEED
	HAVE

	Menu
	
	
	Party Helpers
	
	

	
	
	
	Parents, Family & Friends
	
	

	
	
	
	Babysitter(s)
	
	

	
	
	
	Outside Catering
	
	

	
	
	
	Entertainment
	
	

	
	
	
	Deposit/Full Payment
	
	

	Tableware
	
	
	Time:
	
	

	Tablecovers: Round, Rectangle, Rolls
	
	
	Cake
	
	

	Accessories: Clips, Skirts, Décor
	
	
	Cake Pans, Cake Toppers
	
	

	Plates: Dinner, Luncheon, Dessert, Bowls
	
	
	Icing, Sprinkles, Glitters
	
	

	Napkins: Beverage, Lunch, Dinner
	
	
	Caterer
	
	

	Cutlery: Knives, Forks, Spoons
	
	
	Deposit/Full Payment
	
	

	Cups: Hot, Cold
	
	
	Time of Arrival
	
	

	Drinkware: Cocktails, Wine, Champagne
	
	
	Balloon Decorations
	
	

	Stirrers, Drink Parasols, Straws
	
	
	Balloon Bouquets, Centerpieces
	
	

	Candles
	
	
	Theme Balloons, Balloon Weights
	
	

	Serving Supplies
	
	
	Delivery or Pick-Up Time
	
	

	Serving Bowls, Platters, 
	
	
	Equipment Rentals
	
	

	Chafing Racks, Foil & Sterno
	
	
	Linens/ Tables /Chairs
	
	

	Utensils, Servers
	
	
	Helium Tank, Fog Machine
	
	

	Leftover/take-home containers
	
	
	Inflatables, Bouncy House
	
	

	Popcorn Boxes
	
	
	Delivery or Pick-up Time
	
	

	Nut/Candy Cups
	
	
	Venue
	
	

	Goodie Bags
	
	
	Deposit/Full Payment
	
	

	Loot Bags
	
	
	Time: Set-Up/Clean-Up
	
	

	Themed Tiny Toys
	
	
	Be Sure to Have On Hand
	
	

	Classics: Whistles,Lipsticks,Planes
	
	
	Birthday Candles, Gift Wrap
	
	

	Themed Candy: Old-Time, Jewelry, etc. 
	
	
	Blowouts & Noisemakers
	
	

	Stickers/ Tatoos
	
	
	Camera/Camcorder; Film
	
	

	Other Favorites:
	
	
	Batteries
	
	

	
	
	
	Thumbtacks, String, Tape
	
	

	
	
	
	
	
	


   For lots of great party ideas, visit your local Party Store or visit us at www.thepartystores.com.  And let’s get the party started!






