
Party Planning Checklist 

The day before your party call or e-mail the people that are helping you and 
remind them what they agreed to bring/do. If you have a neighborhood e-mail 
list send out a reminder about the party with the Date, Time, Location and what 
to bring.  

Gather all of the things you need for the party and set them aside so you are 
ready to go. 

o Neighborhood Fun Kit (Pick up from the San Ramon Community Center ) 
o Guest List  
o Pens 
o Paper 
o Name tags 
o Signs – Download the template  
o Tape 
o Plastic table cloth / cover 
o Paper towels or napkins 
o Trash bags 
o Folding Chairs 
o Blankets to sit on 
o Prizes for children’s games 
o First aid kit 
o Sunscreen 
o Cell Phone  

Depending on your party you may need 

o Food  
o Beverages 
o Utensils  
o Serving spoons 
o Plates  
o Cups 
o Ice 
o Ice chests 
o Decorations   
o Charcoal 
o BBQ Tools 
o Matches 

 


