
 

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

Event Information 

Event Details 

Venue: Date & Time: 

Contact Information: Theme/Colors: 

Invitations 

Number Needed: 

Purchased from: 

Menu Activities 

Food Item: Purchased from: 

Supplies Purchased from: 

Item: Purchased from: 

Decorations & Supplies Notes 



 

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

Event Information 

Event Details 

Venue: Date & Time: 

Contact Information: Theme/Colors: 

Invitations 

Number Needed: 

Purchased from: 

Menu Activities 

Food Item: Purchased from: 

Supplies Purchased from: 

Item: Purchased from: 

Decorations & Supplies Notes 



 

 

□ party date ___________________ 

□ party time ___________________ 

□ make guest list 

□ address invitations 

□ mail invitations 

□ party theme _________________ 

□ favors ______________________ 

___________________________ 

___________________________ 

___________________________ 

□ order/make cake 

design: _____________________  

___________________________ 

□ plan party location & reserve 

___________________________ 

□ write thank you notes 

□ mail thank you notes 

kid’s birthday party planner 

 

_______________________________________ 

_______________________________________ 

_______________________________________ 

_______________________________________ 

_______________________________________ 

_______________________________________ 

_______________________________________ 

_______________________________________ 

_______________________________________ 

games 

 

□ _________________________________ 

□ _________________________________ 

□ _________________________________ 

□ _________________________________ 

□ _________________________________ 

□ _________________________________ 

□ _________________________________ 

□ _________________________________ 

□ _________________________________ 

□ _________________________________ 

□ _________________________________ 

□ _________________________________ 

□ _________________________________ 

□ _________________________________ 

food 

□ invitations 

□ stamps 

□ cups 

□ plates 

□ napkins 

□ tablecloths 

□ utensils 

□ balloons 

□ streamers/signs 

□ favors/party bags 

□ food 

□ game materials 

□ _________________________________ 

□ _________________________________ 

to buy 
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