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Pre-Party (Event) Planning:

Large, complex events and formal occasions take 3 to 5 months to schedule and plan while smaller,
less complicated activities and informal meetings take 3 to 5 weeks to plan effectively. 

 FORMCHECKBOX 
 Identify and invite party guests

 FORMCHECKBOX 
 Guest list: 4 – 6 weeks


 FORMCHECKBOX 
 Contact: 3 – 4 weeks

 FORMCHECKBOX 
 RSVP: 1 to 2 weeks



 FORMCHECKBOX 
 Confirm: Less than 1 week

 FORMCHECKBOX 
 Select applicable guest gifts, favors, premiums or prizes

 FORMCHECKBOX 
 Number of gifts:

 FORMCHECKBOX 
 Gift:







 FORMCHECKBOX 
 Establish applicable theme (format), occasion or purpose:






 FORMCHECKBOX 
 Event scope (size):



 FORMCHECKBOX 
 Sensible budget:




 FORMCHECKBOX 
 Determine and schedule party location and/or reserve destination and specific facilities:


 FORMCHECKBOX 
 Guest directions:







 FORMCHECKBOX 
 MapQuest

 FORMCHECKBOX 
 Facilities/environment:









 FORMCHECKBOX 
 Contact:




Phone:


Email:



 FORMCHECKBOX 
 Determine party agenda (programming) and schedule entertainment or recreation
 FORMCHECKBOX 
 Activities:












 FORMCHECKBOX 
 Contact:




Phone:


Email:




 FORMCHECKBOX 
 Pizza making and baking activity from Cassano’s (Cassano’s Pepperoni the Clown)
 FORMCHECKBOX 
 Plan, make, purchase, borrow or rent party supplies and required printed material
 FORMCHECKBOX 
 Decorations, flowers, party favors, and name tags (identification)
 FORMCHECKBOX 
 Required serving ware, paper goods, linens and food preparation materials

 FORMCHECKBOX 
 Party ware (place settings) - Total guests:
 FORMCHECKBOX 
 Identify, schedule, make, borrow purchase or rent required equipment and services

 FORMCHECKBOX 
 Shelter, electrical, lights, communication and audio/visual - technical
 FORMCHECKBOX 
 Seating, tables, stages, props, furnishings and extra sanitation
 FORMCHECKBOX 
 Identify, schedule or hire volunteers, help or staff and required costumes or uniforms
 FORMCHECKBOX 
 Arrange for any required travel, special delivery, local transportation, logistics or lodging
 FORMCHECKBOX 
 Make arrangements for any required security, safety, parking, medical or privacy needs
 FORMCHECKBOX 
 Make applicable arrangements for pre-party promotion or publicity
 FORMCHECKBOX 
 Plan party day media and press coverage or schedule special appearances
 FORMCHECKBOX 
 Make arrangements to document the event with video and/or still photography

 FORMCHECKBOX 
 If required, make, purchase or rent signs, posters or other directional material

 FORMCHECKBOX 
 Be sure to have an alternate location and plan “B” for weather and other emergencies

 FORMCHECKBOX 
 Other:











  
 FORMCHECKBOX 
 Other:














Party (Event) Day Implementation:

When party day arrives, there is always much to do with last minute preparation. 
Listed here are some important keys to facilitating a successful event of any size or type. 
 FORMCHECKBOX 
 Grounds and facility clean-up and preparation
 FORMCHECKBOX 
 Party set-up, decorate and preparation
 FORMCHECKBOX 
 Make last minute arrangements, final touches and handle emergencies
 FORMCHECKBOX 
 Implement plan B if weather or environment do not cooperate

 FORMCHECKBOX 
 Greet guests, manage party and serve food

 FORMCHECKBOX 
 Other:











  

 FORMCHECKBOX 
 Other:














Post-Party (Event) Wrap-up:

Immediately after the party, it is important to hold an informal de-briefing and get staff and
guest feed-back for evaluation and to ensure a better event next time. 

 FORMCHECKBOX 
 Post party clean-up and waste management

 FORMCHECKBOX 
 Guest feed-back and budget review

 FORMCHECKBOX 
 Thank you notes
 FORMCHECKBOX 
 Develop film, email digital photos
 FORMCHECKBOX 
 Other:











  

 FORMCHECKBOX 
 Other:











 



The planning checklist provided below is for your information only. Although many of these products and services may or may not apply to your event, the list can trigger things that you might want to include. Cassano’s focus on providing great tasting pizza for parties and events and does not provide any of these products or services through its catering group. 
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