
party set-up 
timeline 

What You Need to Do to Set Up Your Party 
Before the Party Starts 

One Week Before 

Purchase or make 
party decor 

Four Days Before 
Purchase groceries for 
food and drinks
Prep food by washing, 
sorting, cutting 
Two Days Before 

Make flower arrangements
Set tablescape/buffet 
/dessert station
Set out plates, napkins, 
cups, flatware 

One Day Before 

Cook/Prepare/Make food 
and dessert 
Clean (floors, surfaces, most 
used bathroom) 

Night Before 

Label platters and serveware
Hang Decor 

Four Hours Before 

Assemble premade food
Set out desserts

Two Hours Before 

Touch up cleaning
Empty trash 

One Hour Before 

Prepare drinks/drink 
stations, put drinks on ice 

30 Minutes Before 

Set out cold food
Warm up hot food
Take pictures of your hard 
work
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