
Event Planning Worksheet 
 

Name of the event: 
 

Date:                              Venue: 
Time start:                       Time end: 

Who to invite: 

Food: 

Decorations: 

Activities: 

Shopping List: 

Checklist: 
 

� Make the invitations 
� Give out the invitations 
� Do the shopping 
� Decorate the venue 

� Prepare the food 
� Prepare the activities 
�  
�  
�  

 


