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__ Keep a binder or folder to collect all of your notes, receipts, price lists, etc.

____Devise a budget for your party. Note: How much do you want to spend on items such as food,
drinks, linens, table and chair rental, dinnerware, wedding cake, flowers, photography, invitations, table
decorations, and guest favors? Do you plan to DIY some of these items, such as the cake, flowers,
photography, and table decorations?

____Recruit members for the party planning team who will assist you with prepping this event. Tip: It doesn'’t
have to be a large group. Two or three people who you can rely upon are all you need to pull off a memorable
occasion. Be sure to assign responsibilities fairly, establish deadlines, and make the process fun, too!

____ Come up with your party guest list. How many people do you plan to invite?

__Send out invitations to guests with an RSVP date.

____Select an ideal location within your home.

____Inquire at your city hall about any local ordinances that apply to street parking when holding a party.
Tip: This is important if you anticipate having many guests attending the event.

___ Determine if the event will be a sit-down affair or a buffet-style meal.

____ldentify what kind of menu you want to serve. Will it have an ethnic flair or not?
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____Ifapplicable, will you be preparing the food at home or will you be hiring a caterer?
____If hiring a caterer, come up with a list of possible candidates and be sure to obtain references.

__ Come up with a beverage list. If you plan to serve wine, determine how many bottles you plan to provide
per table, so that you won’t overspend.

____If applicable, obtain quotes for rental items such as linens, tables and chairs, and dinnerware. Tip: Some
caterers offer linens and dinnerware as part of the service; so be sure to inquire with them.

___Plan the decorations for the party. Will you be having a theme for the event? What is your color palette?

____ Draw up a list of items to buy or rent. Note: Ask yourself if some items will need to be constructed such as
the table centerpieces.

____ Craft or purchase floral decorations. Note: If you plan to have something simple yet elegant, you may be
able to DIY them as a budget-saving option.

____Ifit will be a nighttime event, determine how much candlelight you want to place on each table. Tip: There
are several ways to save on candles, such as using a combination of tealights, votives, and pillar candles. The
variety adds to the visual appeal, too!

__Purchase the party favors. What kind of favors do you plan to give guests? Will it be something edible or
scented? Do you plan to give one per guest, per couple, or per family?
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