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Go Green (Drive-By)
Help reduce waste in our landfills by 
hosting an Earth Day e-cycling event. 
Work with a certified e-waste recycler 
to coordinate the pick-up and proper 
disposal of items. Have clients bring 
by their e-waste — such as computers, 
monitors, TVs, printers and CD/DVD 
players — to your designated drop off 
point and hand out small thank you 
gifts with garden seeds or growing kits.

Spring In Bloom (Virtual)
Host a virtual flower arranging class to 
celebrate the spring season. Hire a local 
florist to lead the event and teach the 
group about floristry on your favorite 
online platform. Deliver the flowers, 
vase and materials straight to your 
clients’ doors the day of the event and 
have everyone send photos of their 
finished arrangements to you. 

Check in with the invited guests who haven’t 
yet responded

Call to confirm attendance

Purchase party favors and raffle items

2 Weeks

1 Month
Set your budget

Set a date and time

Choose a theme 

Create your guest list, including top clients as well 
as the vendors you work with the most, such as 
lenders, attorneys, home inspectors, etc.

If virtual - Keep your guest list around 8-10 guests. 
If more than 10 people are attending, consider 
appointing a monitor to help the conversation run 
smoothly or having multiple virtual events.

Reserve the location or book any services needed 

If virtual - research and decide which video    
platform you would like to use.

Call to invite your guests 

Mail or email your invitations 

If virtual – include the link or phone number your 
guests need to log into your digital gathering.

1 Week
Send out email reminders

If virtual - include the link to your gathering

Create a music list 

Confirm vendor details 

Purchase decorations and supplies

Assemble favors and raffle items

Day of the Party
Log in or get to your location early to set up

Meet the vendors and get them situated 

Greet each guest as they arrive or sign on to 
your virtual platform

Thank your guests for coming to the party,    
as well as for their business and referrals

If virtual - drop off supplies or favors to 
guests before the event begins

Stock up on drinks, snacks and food that’s not 
being catered

1-2 Days

FUN & EASY

EVENT IDEAS

The Complete

CHECKLIST
Client Party Spring into action with 

this month’s client party 
checklist. With a little bit 
of preparation, you can 
plan a memorable virtual 
or socially-distanced 
event to connect with 
your clients and show 
your appreciation! 

Send a personal note to all attendees
Update your databaseSend a personal note to your guests who didn’t attend the party

After the Party


