PARTY PLANNER CHECKLIST

] SeLecT FaciLity /CATERER
Name: Contact Person :
Phone: Fax: Email :
] FinaLize Menu wiTH FaciLITY/CATERER
Deadline :
L] Pay DeposiT To RESErRVE DATE
Deadline: Deposit Payed :
] ConFIRM NUMBER oF GUESTS
Deadline : Number to Confirm :
] PrePARE CHECK FOR PAYMENT OF BALANCE

Balance Due :

] SELECT PRINTER FOR INVITATIONS
Name: Contact Person :
Phone: Fax: Email :
] ORDER INVITATIONS AND Pay DePOSIT
Deadline : Deposit Payed :
] Pick Up INvITATIONS
Agreed Date : Balance Due :
L] MaiL OuT INVITATIONS
Deadline :
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] SELECT PHOTOGRAPHER
Name: Contact Person :
Phone: Fax: Email :
] Make DeposiT
Deadline: Deposit Payed :
L] ARRANGE FOR VIEWING OF PROOFS AND ORDER PRINTS
Agreed Date/Time : Date Prints Ordered :
Date Prints Promised : Balance Due :
] SELECT VIDEOGRAPHER
Name: Contact Person :
Phone: Fax: Email :
L] Make DeposIT
Deadline : Deposit Payed :
] ARRANGE FOR DELIVERY OF EDITED VIDEO
Agreed Date/Time : Balance Due :
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] SeLecT FLORIST

Name:

Phone: Fax:

] ORDER FLowERs aND Pay DeposiT

Deadline :

Contact Person :

] ARRANGE FOR DELIVERY OF FLOWERS

Agreed Time :

Balance Due :

] SELECT BAKERY/BAKER FOR CAKE

Name:

Phone: Fax:

] ORDER CaAkKE AND Pay DeposIT

Deadline :

Deposit Payed :

Location(s) :

Email :

Contact Person :

] ARRANGE FOR Pickur or DELIVERY oF CAKE

Agreed Date/Time :

Deposit Payed :

Balance Due :

Email :

Contact Person :

] SeLecT Live Bano/Music/Disc Jockey
Name:
Phone: Fax:
] ConFIRM DATE AND Pay DepPosSIT
Deadline :
] AGREE ON SETUP TIME FOR DAY oF EVENT
Agreed Time :
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CaNoPY/CHAIR/T ABLE RENTAL

Name: Contact Person :

Phone: Fax: Email :
] REeserVE DATE & Make DeposIT

Deadline : Deposit Payed :

[ ARRANGE FOR Pickup OR DELIVERY

Agreed Date/Time : Location(s) :

Balance Due :

JuMPER RENTAL OR OTHER ENTERTAINMENT

Name: Contact Person :

Phone: Fax: Email :
L] ReservVE DATE & Make DeposSIT

Deadline: Deposit Payed :

L] ARRANGE FOR Pickup or DELIVERY

Agreed Date/Time :

Balance Due :
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] OTHER SERVICE

Name:

Phone:

] REeserVE DATE & Make DeposIT

Deadline :

Contact Person :

Email :

L] ARRANGE FOR Pickup OR DELIVERY

Agreed Date/Time :

Balance Due :

] OTHER SERVICE

Name:

Phone:

] Reserve DATE & MAke DeposIT

Deadline :

Deposit Payed :

Location(s) :

Contact Person :

Email :

] ARRANGE FOR Pickup oR DELIVERY

Agreed Date/Time :

Balance Due :
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