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1 - Book early. This is probably the most important factor when booking a Christmas 
party. First of all it gives you options, second it takes away all the last minute stress, 
but it also gives people plenty of time to arrange babysitters and hair appointments 
etc, they will thank you for the advance notice. 
 
2 - Price. It may sound like a good price but double check what you actually get. Is it 
a set meal? What entertainment do you get? How late does the party go? These are 
all questions that you need to ask as they can seriously impact on your evening. 
 
3 - Times. Check what time you should arrive and check what time the meal will be 
served. Make sure you tell your guests to arrive at the correct time. 
 
4 - Leaving. You also need to be sure what time the party will finish to make sure 
guest can book taxis. No-one wants to be left outside in the cold. 
 
5 - Offers. It’s always worth asking if they will do an offer for you, perhaps if you 
bring over 20 people one person goes free. If you don’t ask you don’t get and if you 
do get that means there is more money to put in the beer kitty. 
 
6 - Special requests. No doubt there will be a “vegetarian” or “gluten free” guest in 
your group. Check that the venue can cater for these people. Often they will need to 
have advance notice. 
 
7 - Drinks offers. It’s always a good idea to have some drinks on the table, if you 
pre order bottles of wine you may find you can get them at a discounted price. 
 
8 - Dress code. Turning up to the party wearing a Santa costume could be pretty 
embarrassing if it’s a black tie event. Check if there is a dress code and let your 
guests know about it. 
 
9 - Table plan. Liaise with the venue and let them know how you’d like the tables to 
be arranged. You don’t necessarily need a table plan and place cards but knowing 
how many can be seated on each table will help your guests plan who to sit with. 
 
10 - Dedicated Events Co-ordinator. Does the venue have an events co-ordinator? 
If so it will make planning your Christmas party a whole lot easier. You can talk to 
that one person (instead of several who may each give different answers) and finalise 
your plans for the evening. 

 


