
CHECKLIST FOR PLANNING A BIRTHDAY/SURPRISE PARTY

Party Timeline:

Create a timeline with specific time slots for activities.

Share the timeline with any hired professionals to ensure coordination.

Guest List:

Create a list of close friends and family members who should be invited.

Coordinate with attendees to ensure their availability. Get RSVPs

Venue Selection:

Choose a venue that the birthday person frequents or would appreciate.

Consider a location that can accommodate the surprise reveal.

Confirm the party venue and ensure it suits the expected number of guests.

Consider any permits or reservations needed for outdoor or rented venues.

Invitations:

Design and send invitations at least 2-3 weeks in advance.

Include date, time, venue, RSVP details, and any specific instructions.

Emphasize the importance of keeping the party a secret in the invitations.

Use code names or a cover story to maintain the surprise element.

Decorations:

Purchase or create decorations like banners, balloons, and tablecloths.

Ensure decorations match the chosen theme or color scheme.

Decorate the venue with a subtle touch to avoid arousing suspicion.

Consider using elements related to the birthday person's interests or hobbies.

Seating and Tables:

Arrange seating for guests and set up tables for food and drinks.

Consider a seating plan if it's a formal event.

Entertainment:

Plan age-appropriate activities or hire entertainment such as a magician or clown.

Ensure there's enough space for games and activities.

Plan entertainment that aligns with the birthday person's preferences.

Arrange surprises like a special guest appearance or personalized videos.

Food and Drinks:

Choose the birthday person's favorite dishes and drinks.

Coordinate with the venue or caterer to ensure a seamless dining experience.

Plan a menu with a mix of snacks, main course items, and beverages.

Consider dietary restrictions and have options for different preferences.



Cake:

Order or bake the birthday cake based on the birthday person's preferences.

Check for any dietary restrictions or allergies among guests.

Timeline Coordination:

Plan the surprise moment carefully within the timeline.

Communicate with guests to arrive ahead of time for the big reveal.

Photography and Videography:

Hire a photographer to capture the surprise moment and candid reactions.

Consider creating a video montage with messages from friends and family.

Arrange a “click list” of moments to capture for the photographer.

Set up a photo booth with props for added fun.

Music:

Create a playlist or hire a DJ with music suitable for the audience.

Test sound equipment in advance to avoid technical issues.

Gift Presentation:

Coordinate a moment for presenting gifts during the party.

Ensure there's a designated area for guests to leave their gifts and cards.

Communication Plan:

Instruct guests on how to keep the surprise a secret.

Have a backup plan in case the birthday person becomes suspicious.

Communicate any updated times or changes with RSVP’d guests

Dress Code:

Specify a dress code for guests to make the event more festive.

Inform the birthday person of the dress code without revealing the surprise.

Transportation:

If needed, arrange transportation for the birthday person to the venue.

Coordinate with friends or family to ensure a smooth arrival.

Party Favors:

Prepare party favors that align with the surprise theme.

Distribute favors at the end of the party as a memorable keepsake.

Cake Cutting Tools:

Ensure you have a cake knife and serving utensils.

Provide plates and napkins for guests.

Trash Bins:

Place strategically located trash bins for easy disposal.

Have recycling options for eco-friendly parties.



First Aid Kit:

Keep a basic first aid kit on hand for minor injuries.

Include band-aids, antiseptic wipes, and any necessary medications.

Thank-You Cards:

Send thank-you cards to guests for being part of the party/surprise.

Include a group photo from the event if possible or link your social account that you created for the event. Pro

tip: Most photobooth rental units will have a QR code to scan or opt in to receive a text with all the photos

from the night. FUN!

After-Party Plan:

Consider post-party activities or a relaxing environment for the birthday person.

Arrange transportation back home if needed.

Remember to keep the surprise factor in mind throughout the planning process, and adapt

the checklist based on the preferences and personality of the birthday person.


