
C H E C K L I S T

Before the first cancellations arrive
So every change is made once and stays correct everywhere.

Set up a separate guest list for each event

Record accept, decline, or pending for each person and each event

Capture address, contact method, plus-one, meal preferences, and special

needs per person

Update the existing address for moves instead of adding a new row

Immediately add confirmed plus-ones from chats to the list

Verify meal preferences against the current status before ordering

Maintain a single shared list for both of you instead of multiple copies

Decide how to handle cancellations before the first one arrives
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