
Date of Party Time of Party Location Occasion

NEED HAVE NEED HAVE

Invitations Serving Supplies

Serving Plates

Decorations Serving Utensils

Lights Other Supplies

Balloons

Signs/Banners Activities/Games 

Streamers Pinata (toys, candy)

Centerpieces Prizes

Flowers Other Activities

Other Decorations

Entertainment

Paper Goods Music

Plates Costumes (hats, boas, wands)

Cups (hot, cold, drinkware) Other

Napkins

Cutlery (knife, fork, spoon) Favors

Place Cards Loot Bags

Tablecloths Candy

Accessories (clips, skirts) Toys

Other Other Favors

Party Plannerultimate

Checklist

For more great party ideas, visit Party Time at 3350 Bluebonnet Blvd. in Baton Rouge, or visit us at www.partytimebr.com!



NEED HAVE NEED HAVE

Menu Party Helpers

Family, Friends

Hired Helpers

Rentals

Chairs, Tables

Tents

Linens

Concessions

Bouncers/Inflatables

Helium Tank

Delivery/Pickup

Other

Venue

Cake Deposit/Paid

Ordered/Deposid/Pd Setup/Cleanup Time

Delivered/Picked Up

Candles

Caterers

Deposit/Paid

Time

Checklist

Notes...

For more great party ideas, visit Party Time at 3350 Bluebonnet Blvd. in Baton Rouge, or visit us at www.partytimebr.com!
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Guest List Accepted Declined Don’t Forget! NEED HAVE
Camera

Batteries

Cash for Tips

Tape, Tacks

Trash Bags

First Aid Kit

Scissors

Matches

Other

Notes for Next Time

Guests Liked

Favorite Food

Next Time be Sure to 

For more great party ideas, visit Party Time at 3350 Bluebonnet Blvd. in Baton Rouge, or visit us at www.partytimebr.com!
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