
Help Guide for Planning a Party 

You will need to think about 

1. Who:  _____    [Who is the party for]

2. Who: __________ [Who are you inviting?  Will they all get on?]

3. When: _________   [Date and the time – starting/finishing]   

4. Where:  _________    [the ‘venue’ – where the party is happening]

5.    Invite + RSVP:  _____ [Telling people about the party /finding out if they’re coming ]

6.     What is being celebrated:  Is it a birthday, anniversary, religious celebration,  just a fun celebration  

7.    Extra Information:   ________   

[Fancy dress or themed clothing?                                                                                             
Do they need to bring anything?]

Remember: Take time to discuss your ideas with others, spot and solve any problems and agree a budget (£)

See below for example

party invitations  



People will be excited and 

won’t want to miss out!

Be creative with the party 

invitations



The Guest List:  You will need to keep a careful check on your guest list so that you know who is coming and 

have he right amount of food ready!   You want to use your budget well after-all!

Guest Name Invite

sent

Coming Not 

coming

Guest Name Invite

sent

Coming Not 

coming



Research:  Have fun thinking about how you could 
decorate your party to make it look really cool!

What food would you have?



Item   [What you need to buy/hire] How Many Cost 
[How much]

Order/ 

Bought

Arrived

Agreed Budget: £ Total Cost £

Keeping tight control on your budget is really important.  You will need to buy or make decorations , food, hiring 

anything e.g. a DJ., magician, big gazebo, bouncy castle, chocolate fountain. Agree an amount and then stick to it!   


