Move to Amend House Party Checklist

Five Weeks Before

  Determine the venue, your place or elsewhere.

First, decide whether the party should be held. Consider how many people you’d like to invite and if you can accommodate that many folks. Don’t hesitate to have a crowd. Keep in mind, a well-attended party will be remembered as a more successful event.

  Make an invitation list.

Review other lists and directories you can acquire — church, club, friends from past campaigns, etc. Look for people who will likely step up and support Move To Amend — both by volunteering and contributing. Invite more people than you can accommodate, as 25% or more of those you invite with not attend. Let us know if you’d like us to email Move to Amend supporters in your area to invite them in addition to the people you’re inviting (if you’d like to do this send an email to toma@movetoamend.org). 

  Start assembling the party materials.

Take time to review this Resource Kit now. Many of the resources you’ll need are on our website at http://movetoamend.org/houseparty. Make, buy, or borrow additional decorations or music you feel is appropriate for your theme. 

Order your Houseparty Kit from our website: http://movetoamend.org/houseparty-kit.

3 Weeks Before

  Send invitations.

Mail, e-mail, Facebook, even phone invites are all acceptable. Be sure to invite people several different ways to make sure that they take note of your event. There is a sample email and paper invitation on our website here: http://movetoamend.org/houseparty. 

  Plan the menu.

It’s your choice. You can have a full-blown dinner party, a covered-dish dinner, a back-yard barbeque, a cocktail party, a potluck, or a simple cookies-and-lemonade reception. If you decide on a larger event, it’s time to assemble the recipes (choose only those that can be prepared in advance, perhaps even frozen, with just warming and assembling required on party day). Make a list of how far in advance each can be made, and compile a shopping list. 

  Line up any help you may need.

Consider recruiting a few friends to help with pre- or post-party cleaning or to pass drinks or appetizers, replenish buffet food, tidy up, and generally take some weight off your shoulders. Dependable help frees you to focus on being an attentive host.

Two Weeks Before

  Make food service preparations.

Depending on the format of your party, prepare for food service. Line up serving tables and utensils. Clean any crystal, china, and silverware you’ll be using or get the plastic picnic cutlery you’ll need. Is it time to launder and iron linens (or line up party-style tablecloths)?

  Want music? Come up with a playlist.

Appropriate music helps set the stage for a successful event. The music should be upbeat and sufficient to last throughout the party. Of course, you’ll need someone to turn the music down (or off) while the DVD is playing.

  Check the set up for the film.

Make sure you have a set up that will allow everyone to see and hear the film. You can use your television or your computer with a projector and screen. Don’t forget to make sure the speakers will be loud enough! Borrow items from friends or a local community group if necessary. 

  Do a first round of grocery shopping and cooking.

Prepare any dishes that can be frozen.

One Week Before

  If the party is in a private home, clean the house thoroughly.

This way, you’ll need only a quick once-over before the party. 

  Are flowers appropriate?

If so, make certain you’ve determined a way to acquire and display flowers (or table centerpieces) for your event .

  Set the stage.

Arrange the furniture as you’ll want it for the party, making sure that guests can move easily from one part of your house to another. Designate a coffee table or side table for coffee and dessert, if you’ll be serving them. Tuck away things that will be in the way, precious items that might get broken, and any clutter. 

  Take inventory of cookware and serving dishes.

If you don’t have enough for every dish you’re serving, consider purchasing inexpensive pieces from a discount or thrift store. Label each dish with a Post-it so you’ll remember how you plan to use it at party time.

  Stock the bar if you’re serving alcohol.
Plan three bottles of wine for every four people, three to four cocktails per guest for a two- to three-hour cocktail party. Will you be serving beer? Should you provide a keg?

Three Days Before

  Notify the neighbors.

Let them know you’re having a party and assure them that you’re concerned about parking, noise, and other matters that might inconvenience them. Being proactive with the neighbors is better than being reactive. Better yet, invite them!

  Decorate.

Put up theme decorations, etc.

  Set up clean-up stations.

Place a box of salt, Wine Away (red wine stain remover), club soda, and a couple of rags in wicker baskets, and store in strategic places in case a nasty spill occurs.

  Specify a place for coats.

Make space in a closet and fill it with hangers. You could also choose a bed for coats (make sure the room is especially tidy and free of valuables, so you won’t need to worry about them), or purchase an inexpensive portable garment rack.

  Finish grocery shopping (or reconfirm arrangements with caterers or co-hosts).

Make a detailed cooking schedule for your remaining dishes.

One Day Before

  Set the tables.

Or set up the buffet. If you wish, buy and arrange flowers.

  Conduct a dry-run on the game with a few family or friends.

Do you have sufficient quantities of answer sheets, pens/pencils? Are you prepared to deal with questions which might be asked by game participants?.

  Finish as much of the cooking as you can.

Also, for any foods that require cooking on party day, do as much prep (dicing, marinating, rinsing lettuce, etc.) as possible.

  Give your house a once-over.

Do whatever touch-ups are needed.

Day of the Party

  Finish any last-minute cooking.

This should be absolutely minimal!

  Place chairs.

Don’t worry about having enough seating for everyone. Some people will prefer to stand.

  Confirm that the game is ready to be played.

Place all the materials you’ll need for the game in the appropriate place to access them.

  Set up Slide Show.

If you’re using the Liberty’s Pursuit slide show, go ahead and cue-up the first slide on your monitor, TV, or video projector. It will encourage people to get excited about the game plus it will be ready to operate when the game begins.

  Display food.

One to two hours before guests arrive, set out appetizers and snacks that won’t spoil. Wrap them tightly to ensure freshness; tear off the wrap when the first guest rings the doorbell.

  Greet guests as they arrive.

Things should be organized so you’re free to mingle, not tied to the kitchen.

