Event

Event Planner

O reserve venue

Date & Time

0 make guest list

Location

o send invitations

Backup Location

o food

o refreshments

O prepare activities
O purchase supplies
0 wrap gifts

o decorate

O party favors

Guest List

Name

Address

Invitation RSVP Bringing

O
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Event Schedule

Time

Activity

Notes

Food

Appetizers:

Main Dish:

Side Dishes:

Desserts:

Beverages:

Snacks:




Decorating Ideas

Decorations

Needed Supplies

Notes:




Activities

Activity Description:

Needed Supplies:

Notes:

Activity Description:

Needed Supplies:

Notes:

Activity Description:

Needed Supplies:

Notes:

Activity Description:

Needed Supplies:

Notes:

Activity Description:

Needed Supplies:

Notes:

Notes:




Party Favors

Description:

Needed Supplies:

Gifts

Description Recipient
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Shopping List

Item

Where to Buy

Quantity

Budget

Cost
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