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Two Months Before
     

Set a budget
Food______________
Decorations______________
Invitations______________
Tea______________
Party Favors______________
Other______________

Pick a date______________  Pick a Time______________

Choose a theme (brainstorm some ideas and pick
one)_____________________     _____________________
        _____________________     _____________________
        _____________________     _____________________
Secure a location to hold your tea time (if you're
not doing it at home)
__________________________     _____________________
__________________________     _____________________
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Create your guest list
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
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One Month Before
·       

Create and send your invitations

Plan any games or activities you may be
doing

Create your menu

Shop for any supplies you need

Gather and plan decorations

Make any poetry or food assignments
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Two Weeks Before

Choose music
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
__________

Complete any unfinished decoration prep.
Write down the tasks that need to be
done.
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
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One Week Before

Contact guests that did not RSVP
____________ ____________ ____________ 
____________ ____________ ____________ 
____________ ____________ ____________ 
       
Create your tea time flow
TIME       Activity
_______________________________________________
_______________________________________________
_______________________________________________
_______________________________________________
_______________________________________________
_______________________________________________
Confirm your venue location

Make party favors
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Two Days Before

Purchase any food needed
Shopping List
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________
·       
Remind people of their responsibilities if
assignments were made to guests.
People to Call:
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________
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One Day Before

Prepare any food that can be made a day
in advance. 
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________

Set up any decorations that can be done a
day in advance.

Pick up flowers and place them in
vases/arrangements.

Check through your planner and make
sure nothing has been accidentally
missed.
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Poetry Tea Time Day

Prepare food
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________
_____________________     _____________________

Set the table(s)
Set up music and activities
Finish decorating
Set out favors (if you have them)

Now You Are ready!
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I would love to see how your 
Poetry Tea Time went.

Please share your photos and
experiences with others
@ayearofpoetryteatime

on Facebook.

Share your 
Poetry Tea Time




