Party Checklist
www.partiestoyourdoor.co.uk

Name(s):
Venue:
Date/Time:

Please tick once completed (delete examples)
	TASK
	INFORMATION
	ACTION/NOTE
	DATE
	COMPLETED

	Book Venue

· Provisionally Booked

· Deposit Paid

· Confirmed Booking

· Final Payment Made
	ie
London Town Hall

£50

£50
	Spk to Bill 

Need to confirm 12/12

Confirmed

Paid to Bill, by cheque
	1/12/09

1/12/09

12/12/09

12/12/09
	Yes

	Book Entertainer

· Provisionally Booked

· Deposit Paid

· Confirmed Booking

· Final Payment Made
	
	
	
	

	Invitations Sent
RSVP Received
	ie sent 14 invites
Received 14
	12 are coming
	30/11/09
	Yes
Yes

	Party Supplies Ordered

(www.partiestoyourdoor.co.uk)

· Plates x

· Cups x

· Napkins x

· Tablecloths x

· Party/Loot Bags x

· Pre-filled Party Bags x 

· Invites x

· Thank You’s x

· Masks x

· Blowouts x

· Pinata x 

· Pinata Fillers x

· Balloons x

· Helium Balloons x

· Stickers x

· Tattoo’s

· Banners x
	ie
24

12

1

2
	Ordered via website
Expecting order
	1/12/09
4/12/09
	Yes
Outstanding


