	PARTY CHECKLIST

	Event: _______________________   Date: ___/___/___   Time: _______   Location: __________________



	Total Tasks
	#
	Completed
	#
	Pending
	#
	Budget Remaining
	$
	Days Until Event
	#

	
	
	
	
	
	
	
	
	
	



	Task / Item
	Assigned To
	Due Date
	Status
	Notes

	   3-4 WEEKS BEFORE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	   1-2 WEEKS BEFORE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	   DAY BEFORE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	   DAY OF THE EVENT

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	   POST-PARTY CLEANUP
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