ChecKklist for Successfully Planning a
Company Party

<« 1. Define Objectives

[] Determine the occasion (e.g., summer party, Christmas party, anniversary)
[] Define the goal (team building, appreciation, networking)

[] Identify the target audience (employees only, partners, clients)

</ 2. Planning & Organization

[1 Choose date and time

[1 Consider lead time (large events: 6-9 months, small events: 3—4 months)
[] Research and book a location within budget

3. Keep Budget & Costs in Mind
[] Set overall budget
[1 Calculate expenses (venue, catering, entertainment, technology)

< 4. Manage Participants & Invitations

[] Create invitation with key details (date, location, program)

[] Manage registrations (Eventbrite, Google Forms, Microsoft Forms, or Excel)
[] Consider accessibility and special needs if necessary

5. Plan Food & Beverages

[ Choose a catering provider (buffet, menu, food trucks)

[] Offer sustainable and diverse food options (vegan, vegetarian, allergy-friendly)
[] Plan beverage selection (soft drinks, alcoholic drinks, coffee/tea)

6. Organize Entertainment & Program

[1 Book music (DJ, band, playlist)

[1 Schedule speeches and program points

[1 Include interactive elements or team-building activities
[1 Add surprises, shows, or small highlights

/7. Ensure Technology & Equipment

[] Organize sound and lighting equipment

[1 Provide microphones, projectors, screens, or displays (if needed)
[] Arrange technical support for the event day

</ 8. Prepare Emergency Plans
[1 Plan a bad-weather alternative for outdoor events
[1 Review safety measures and possible insurance

9. Post-Event Follow-Up & Gather Feedback
[1 Send thank-you notes to guests

[ Share photos and videos (respect data privacy!)
[] Collect feedback and use it for future events
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