


Decide who you want to have for the occasion, and have it ready about three 
weeks prior to the event. Consider inviting roughly 20% more people than you think 
will come. Stats show that 70-80% of your invites will actually come. You can invite 
them in any way you see fit (Mail, text, email, etc.)

WHO’S WHO
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Is it a wedding? Birthday party? Roast? Brunch? Deciding this well in advance will 
help you brainstorm throughout the process.

YOU’RE INVITED TO...
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Three and a half months out, send out pre-party invites for your people to “save 
the date.”  Again, you can use any means you want to get the word out to folks.

SAVE THE DATE
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Is it a house party? A tech conference? A formal? Knowing these things can make the 
difference when it comes to holding a party in your home versus a conference room. 
Contact prospective venues and see what works within your budget, what captures the 
vibe you want, the amenities offered, the vicinity, population limits, minimum require-
ments, parking availability, the layout of the venue, accessibility, insurance require-
ments, and the acoustics of the environment.

LOCATION, LOCATION    
LOCATION
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What table settings do you require? How many platters and services pieces do you 
need? How much silverware and how many glasses do you need? Script out the specif-
ics and get as detailed as possible. Enlist help for setups, arrangements, notifying the 
neighbors, decorating, first aid, cleanup, coat checking, stocking (anything from food 
to toilet paper), planning, contacting guests, music and lighting, and audio/video gear.

BE PREPARED
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When (what time of day) are you having your party? Maybe it’s a dinner occasion. 
Maybe it’s an afternoon affair that calls for sugar cookies and cupcakes. Is it a potluck? 
Maybe you have different hors d’oeuvres arranged on a Lazy Susan.  Up to three days 
beforehand, anything you can make ahead DO make ahead.

BON APPETIT
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Consider using good linens, good flower arrangements and your best china and 
glasses for an intimate party, or you can go all-out carnival concessionary for a chil-
dren’s party. Have fun!

DO IT WITH FLAIR
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Remember to RELAX and enjoy yourself when the party begins! You can have fun ac-
tivities (swimming, corn hole, cards, etc.) to set the tone. 

Adding music can really set the mood for your event. Having a live professional 
who can pull out audience requests on-the-fly can be extra special instead of using 
canned music.

THE MAIN EVENT
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Make guests feel instantly welcome. Greet them asap. Get them a drink and intro-
duce them to people. Above all, have fun!!
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Remember that help we talked about earlier? Get them to help cleanup trash, clean wa-
ter rings, put away leftover food, etc. Many hands make light work.

(NOTE: As a token of gratitude for downloading and reading this eBook, I would 
like to invite you to claim this special offer for eBook readers only!)

AFTERMATH
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http://jonathanlaird.net/exclusive-deal-for-ebook-readers
http://jonathanlaird.net/exclusive-deal-for-ebook-readers
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Menu Planner
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Checklist and Labels
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