PRE EVENT AND DAY OF TASKS

EVENT NAME DATE

PRE EVENT TASKS

|:| Venue booked
|:| Invitations sent
|:| Menu planned
|:| Decorations ordered

|:| Entertainment booked

O 0O O o o od

I:I Cake ordered

DAY OF TASKS

I:I Venue setup

|:| Catering arranged

|:| Decorations up

|:| Sound and lighting check

|:| Guests welcomed
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|:| Music started
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