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ENTERTAINING CHECKLIST & RESOURCES 

by  

www.KathrynBechenInk.com 

 

Budget for purchasing/renting: 

 Decorations, including favors, flowers, plants, props 

 Food 

 Beverages, alcohol, ice 

 Invitations and postage 

 Rental space if not held at home 

 Entertainment (music etc.) 

 Tables, chairs, equipment  

 Extra dishes, platters, glasses  

 Extra food storage containers such as coolers, additional fridge/freezer 

4 weeks before: 

 Choose type of party/theme   

 Decide on a menu 

 Set the budget 

 Set the date, time, location 

 Prepare guest list with phone numbers, email, snail mail addresses 

 Prepare a list of all service providers with phone numbers, email, snail mail 

addresses  

 Mail, email, call guests to invite; provide a map to your home or venue 

 Decide on type and color of flowers and if arranging yourself, make sure 

have enough vases 

 Make reservations and pay deposits for facilities, caterers, photographers, 

extra chairs, other service providers and party rental equipment 

 Order cake and desserts 
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3 weeks before: 

 Create a list of items you need to buy yourself 

 Organize recipes and create timeline for preparing them if making your 

own food 

 Read through recipes and create a grocery list; stock up on non-perishables, 

making sure you have room at home to store them 

 Try out any new recipes 

 Prepare any recipes that can be frozen 

 Buy, rent, borrow any service pieces such as dishes, platters, glassware, 

linens 

 Make sure have stackable 5 gallon buckets with lids if making punch and 

they work well for ice too 

 Make sure have molds for ice rings for punch bowls  

 Hire bartender, waitress, and cleanup help if needed 

 Buy any needed party favors including candles and name tags 

 Hire babysitter and pet sitter/pet arrangements 

 Buy a new outfit 

2 weeks before: 

 Purchase any alcohol and make delivery arrangements 

 If having a potluck, call or email to assign dishes to guests 

 Set the table as a trial run to make sure you have all the dishes and utensils 

you need 

 Make parking arrangements 

 Check on RSVPs and consider sending more invites if need be 

 Make any favors 

 Make a “floor plan” of where everything will be placed 

 Make sure outdoor lighting is working 
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1 week before: 

 Call or email guests who have not yet RSVP’d and follow-up with guests 

who have offered to bring a dish 

 Make sure you have room to store groceries in fridge and cabinets; 

organize  

 Prepare recipes that will keep for a week and store  

 Make sure range and/or grill are in good working order 

 Call and confirm any entertainment/or make sure your own music is ready 

and check CD player or iPod 

 Call and confirm any other service people and flowers 

 Deep clean your home 

4 days before: 

 Purchase any remaining non-perishables 

 Iron tablecloths and napkins 

 Get cash for tipping service providers 

 Make sure have enough trash cans 

2 days before: 

 Wash any dishes if needed 

 Place frozen food in fridge to defrost 

 Make room/arrangements for guests’ coats and purses 

 Make sure have enough trash cans 

1 day before: 

 Purchase any perishables such as salad greens, fresh bread, seafood 

 Pick up fresh flowers or have them delivered 

 Arrange flowers 

 Assemble any foods that can be made in advance 

 Make ice rings for punch and freeze 
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 Wash and prepare salad greens and other veggies; refrigerate in airtight 

containers  

 Spot clean your home inside again 

 Sweep or hose off patios/decks 

 Set up a cleanup basket:  Wine Away stain remover, club soda, rags 

 Decorate the house/space 

 Pick up any items you’re borrowing 

 Batteries to camera; be sure charged 

 Set your clothes and shoes aside 

6-12 hours before 

 Get yourself ready; check hair, makeup, dress 

 Chill wine 

 Make punch; add sparkling beverage later 

 Buy ice and make sure have a place to store 

4 to 7 hours before 

 Set up the bar 

 Place flower arrangements 

 Prep salad and slice breads 

 Prep/bake last minute desserts 

 Final bathroom spruce up—enough toilet paper 

Up to 1 hour before 

 Finish preparing food and take wrap off food trays 

 Dim the dimmer switch for ambience 

 Turn on white lights on patio for sparkle 

 Turn off yard sprinkler and sensor lights 

 Start CD player on continuous play and set CDs aside 

 Put banner on front door and sign in driveway/neighborhood 
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 Light candles 

 Put trash cans out 

 Ice and drinks to coolers 

 Ice rings to punch 

 Place appetizers/cheese and crackers on plates 

 Set up coffee pot 

 Preheat oven 

 Get camera ready 

 Final kitchen spruce up 

During party: 

 Take coats and purses 

 Provide gift bag/favors 

 Provide valet parking stickers 

 Remember candid photos 

After party: 

 Extinguish candles safely 

 Store, give away, or dispose of leftover food 

 Wash all dishes and put away 

 Take down décor and store 

 Trash out 

 Clean house and yard 

 Return all rentals and borrowed items 

 Photos and memorabilia to album, blog, guests 

Online party resources 

 BristolFarms.com   (Food, flowers, deli, frozen appetizers, catering trays) 

 Costco.com   (Food, flowers, deli, frozen desserts) 

 CrateandBarrel.com   (Dishes) 
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 Evite.com   (Email invitations) 

 FabCakes.com  

 KatesPaperie.com   (Invitations) 

 Michaels.com   (Everything party) 

 Nancys.com   (Frozen appetizers) 

 1800Flowers.com 

 PartyCity.com   (Paper good and favors) 

 Pier1.com   (Small tasting party dishes and more) 

 ProFlowers.com   (Online flowers) 

 Ralphs.com   (Food, flowers, deli, catering) 

 SurLaTable.com   (Kitchen everything) 

 Target.com   (Everything party)  

 TraderJoes.com   (Food, flowers, wine) 

 Vons.com  (Food, flowers, deli) 

 WalMart.com   (Dishes, punch bowls) 

 WilliamsSonoma.com   (Everything kitchen) 

 WorldMarket.com   (Dishes, serving pieces, wine, favors) 
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