EIGHTH & EVER FREE RESOURCE / 04

THE REAL-LIFE EVENT PLANNING TOOLKIT

The Whole Thing, Without the Chaos

A practical little toolbox for gatherings with people, plans, moving parts... and a group chat that has gotten completely out of hand.

FIRST: NOT EVERY GATHERING NEEDS AN ENTIRE TECH STACK

Pick one place for RSVPs, one place for who-is-doing-what (only if needed), and one place to share final details. Keep the
actual plan in a private master checklist.

S CUSIELE Best when you need date preferences, a headcount, dietary notes, or
GOOglC FOI'ITIS responses in a spreadsheet.

JOBS + ITEMS Best when several people are claiming food, team spots, volunteer shifts, or
SignUpGenius supplies.

AT RS <2 [0 Best for a polished social invitation, built-in RSVP tracking, and an optional

Apple Invites shared album.

dr APl AL Best when you have a handful of people and one person can easily count the

A group text yeses.

The Eighth & Ever rule: If your guests need a training session just to RSVP, your planning system is doing too much.
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COLLECT THE ANSWERS ONCE

Google Forms, Minus the Guesswork

A simple form can replace a surprising number of "wait, are you coming?" messages.

SET IT UP IN ABOUT FIVE MOVES

Create a blank form at forms.google.com. Give it an obvious name.

01
02 Add only the questions you genuinely need (see below).
03 Put the RSVP deadline and basic event details in the description.
0 Link responses to Google Sheets so you can sort and count.
05 Send one link; check the responses before the deadline.
STEAL THIS QUESTION LIST Use it as a copy/paste starting point
Name

Short answer | Required

Are you attending?
Yes / No / Maybe | Required

Which date works?
Multiple choice | If the date is still undecided

How many people?

Number or dropdown | If guests are allowed

Any accessibility or food needs?

Optional paragraph | Keep responses private
Can we include your photos in a group album?

Yes / No | Ask before sharing

Tip: check who can access the form and response sheet. Guest contact information should not become a public spreadsheet.
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A JOB FOR EVERY TOOL

Sign-Up Slots or an Invitation?

The trick is using the right tool for the question you actually need answered.

SIGNUPGENIUS: WHEN PEOPLE NEED TO CLAIM A THING

Think potlucks, school-party helpers, ticket-pickup shifts, scavenger hunt teams, and cleanup crews.

SAMPLE SIGN-UP SLOTS

SLOT HOW MANY NOTES

Savory snack 3 Feeds 8-10
Dessert 2 Label allergens
Setup helper 2 Arrive 30 min early
Scavenger hunt team 5 4-6 per team

Use clear descriptions and limits so you do not end up with five desserts and zero plates.

APPLE INVITES: WHEN THE INVITE SHOULD DO THE INVITING

Great for:

A birthday dinner, neighborhood gathering, family holiday, or informal team get-together.

WHAT TO KNOW

e Hosts need iCloud+ to create an Apple Invites event.
o Guests can RSVP on the web without an Apple Account.
® You can add details, track RSVPs, and optionally use a shared photo album.

o Guests without an Apple Account cannot contribute to the shared album.

My pick: Google Forms for structured questions, SignUpGenius for divided tasks, Apple Invites for a social RSVP. You rarely need all three.
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NOBODY SHOULD BE GUESSING

FREE RESOURCE / 04

The Guest Communication Countdown

Your planning checklist can have 40 tasks. Your guests should get one clear message at a time.

A LOOSE TIMELINE THAT WORKS FOR MOST GROUP EVENTS

AS SOON AS THE DATE IS SET

Save the date + RSVP link

Include the date, location or general area, and how to reply.

ABOUT 1-2 WEEKS OUT

Friendly RSVP reminder
Remind people of the cutoff; keep it light.

WHEN THE RSVP WINDOW CLOSES

Confirm numbers + assignments

Update your private headcount and any sign-up gaps.

1-3 DAYS BEFORE

The everything-you-need message

Arrival time, address, parking, what to bring, and links.

AFTER THE EVENT

Thanks + pictures

Share memories and a photo link only with the right permissions.

THE ONE-MESSAGE FINAL-DETAILS FORMULA

WHEN + WHERE + ARRIVAL / PARKING + WHAT TO BRING + LINK / QR + WHO TO TEXT IF PLANS CHANGE

Better to send a clean recap than a chain of scattered updates.
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MAKE THE MEMORY

The Photo Scavenger Hunt Trick

A little game can make a plain old gathering feel like a whole production (in a good way).

BUILD A LOW-BUDGET PHOTO BINGO GAME

01 | PICK THE FORMAT

A 3 x 3 bingo card for little groups, or 5 x 5 for longer events.

02 | MIX EASY + CREATIVE

Try funny poses, finding certain objects, re-creating a memory, or taking a team photo.

03 | MAKE RULES OBVIOUS

State team size, what counts as proof, the finish time, and how you choose a winner.

04 | USE ONE SUBMISSION SPOT

A shared album or a private upload form keeps all the photos together.

05 | PLAN THE END

Name the winner, thank everybody, and share a few favorite moments with permission.

NINE STARTER SQUARE IDEAS Use these in your own themed version
Find something gold Take a silly group pose Spot a favorite snack
Photo with the host FREE: group selfie Find a matching outfit
Re-create a movie scene Show your best dance pose Find the tiniest decoration

Photo note: ask before posting. Get a parent or guardian’s permission for sharing photos of children.
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THE BEHIND-THE-SCENES PAGE

Your One-Sheet Event Control Center

Borrowed from the best corporate-planning habit: one private list for every loose end.

THE FIVE THINGS TO TRACK

HEADCOUNT

Expected / confirmed / changed plans

WHAT PEOPLE ARE DOING

Who claimed which job, item, or team

SUPPLIES
Already owned / borrowed / must buy / picked up

LOGISTICS

Directions, accessibility, arrival instructions, backup plan

POST-EVENT

Photo sharing, thanks, borrowed items to return

QR CODES: HELPFUL, NOT MAGICAL

e Link to one real destination: the RSVP, directions, a sign-up, or a photo album.
e Write what the code opens, and include a short clickable link too.
e Test the code on a second phone before printing a stack of signs.

e Check permissions. A public QR should not expose private guest data.

After the event, save the checklist and jot down what you would repeat. That little note is how next year gets easier without becoming
more expensive.
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THE GROUP CELEBRATION ORGANIZER

The Group Chat Has Entered

A printable command center for a gathering that somehow became a group project.

FREE RESOURCE / 03

THE PLAN EVERYONE AGREES ON

OCCASION + WHO IS INVITED

PLACE OR MEETING SPOT

PICK YOUR TOOLS

() Google Forms: RSVP / date vote / questions

() Apple Invites: invitation + RSVP

PUT YOUR LINKS HERE

RSVP OR INVITATION LINK

SIGN-UP / VOLUNTEER LINK

MAP / PARKING LINK

PHOTO SHARING LINK

THE DECISION LIST

(J Is the guest count realistic?
() Who owns the final details message?

(J Whois handling setup and cleanup?

Beautiful Celebrations. Real-Life Budgets.

DATE + TIME

RSVP DEADLINE

() SignUpGenius: roles / food / teams

[(J Group text: small + simple

Only use what earns its place
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THE GROUP CELEBRATION ORGANIZER

Who Is Doing What?

One quick tracker. Actual yeses, actual assignments, and far fewer surprise chip bags.

THE HEADCOUNT

INVITED CONFIRMED WAITING ON

THE WHO-BRINGS-WHAT LIST

NAME TASK/ ITEM / TEAM CONFIRMED

O

A TINY SUPPLIES SANITY CHECK
() Borrowed / already own [J Need to buy

() Tickets / supplies handed out (] Returned after event

Reminder: never put private guest contact details in a public sign-up link or shared QR.
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THE GROUP CELEBRATION ORGANIZER

One Last Message. Then Enjoy.

Keep your important details together, then put the phone down and be part of the actual event.

FREE RESOURCE / 03

THE DAY-OF CHECKLIST

(J ARRIVAL

() PEOPLE

() SUPPLIES

(J FUN

(J CLOSING

Address, parking, access and meeting spot are clear

Final headcount, assignments and changes checked

Food, prizes, paper items, tickets and extras accounted for

Rules, activity times and photo plan ready

Cleanup, returns and thank-you plan assigned

COPY + PASTE YOUR FINAL MESSAGE

"It is officially happening!"

We're getting together on [day] at [time] at [location]. Parking/arrival details: [details]. If you signed up to bring something,
here's your reminder: [item]. Everything else is here: [link]. See you there!

AFTER THE FUN

(J Thank everyone

() Share photos with permission

The people will remember how it felt, not how many tabs you had open.
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[J Save your notes
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THE QUICK CELEBRATION PLANNER

Let's Make a Thing of It

Big gathering or tiny excuse to celebrate? Give it a plan without giving it your whole week.

THE BASICS Start with the actual plan
WHAT ARE WE CELEBRATING? DATE + TIME
WHERE? WHO IS COMING?

WHAT SHOULD IT FEEL LIKE?
Not what Pinterest thinks. What do you want people to actually remember?

THE ONE FEELING OR DETAIL | CARE ABOUT MOST

() Cozy (7] Playful (7] Alittle fancy () Low-key

THE BIG THREE Keep it simple on purpose

01 SOMETHING TO EAT

Food, drinks, or a favorite treat

02 SOMETHING TO DO

A game, a toast, or just time together

03 ONE PERSONAL TOUCH
A tiny detail that feels like them

REAL-LIFE SPENDING LIMIT

MY TOTAL BUDGET ALREADY HAVE / CAN BORROW NEED TO PURCHASE
$
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THE QUICK CELEBRATION PLANNER

30 Minutes, Then Done

Three ten-minute passes. A realistic plan is better than an elaborate one that never happens.

10 MIN | DECIDE
What matters most?

[7) Name the occasion and the guest list.
[C] Choose a comfortable spending limit.

7] Pick one detail worth making special.

10 MIN | SHOP YOUR HOME
Use what you have first.

[[] Check serving pieces, vases, linens and lights.
[T} Look for supplies you can reuse or borrow.

[} Write down only what is actually missing.

10 MIN | MAKE THE PLAN

Delegate, schedule, stop scrolling.

[[] Send invitations or a group text.
[} Choose food and one simple activity.

(7} Put three prep reminders on the calendar.

THE TINY TIMELINE Just the things that need doing

BEFORE
A DAY OR TWO BEFORE

THE DAY OF

A note from Eighth & Ever: the people will remember how it felt, not whether you matched every napkin.
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THE PARTY STAPLES INVENTORY

Wait, Don't We Already Have That? ¢

A little inventory for the useful, cute, slightly random things you already own.

FIRST, CHECK THE CUPBOARD Use the last column for a storage spot
CATEGORY WHAT | ALREADY HAVE WHERE IT LIVES
SERVEWARE

Trays, cake stands, bowls

GLASSWARE

Jars, pitchers, vases

LINENS

Tablecloths, runners, napkins

DECOR

Banners, signs, backdrops

LIGHTING
Candles, string lights

PAPER + CRAFT
Ribbon, cards, tags, tape

CONTAINERS

Baskets, buckets, boxes

JUST IN CASE

The wildcard drawer

BEFORE | ADD IT TO MY CART

[} Could | use something | already have? (] Could | borrow it?

[} Can | make one small change instead? () Will l use it again?

The goal isn't to keep everything. It's to remember what you own before buying it twice.
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THE PARTY STAPLES INVENTORY

Same Stuff. New Occasion.

Proof that one useful thing can have more than one very cute life.

A FEW WAYS TO REMIX WHAT YOU OWN

GLASS JARS

& Fresh flowers ¢ Wrapped treats ¢ Utensils at a buffet

LEFTOVER RIBBON

¢ Napkin ties ¢ Gift wrapping ¢ Abow on a chair
CAKE STAND
& Dessert moment 4 Mini sandwich tray ¢ Cards or favors
NOW YOUR TURN Write down three fresh uses
SOMETHING | ALREADY OWN THREE WAYS | COULD USE IT

A NOTE FOR NEXT TIME

After your celebration, jot down what worked and save it with these pages.
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