
The Ultimate Christmas Planner
How to keep your Yule time cool!

It’s been another big year and the silly season is almost upon us. Isn’t it nice to

know you’ve left yourself enough time for a rewarding Christmas break? The

following Ultimate Christmas Planner is designed for busy people who may not

have time to hand-make candles, but want to pull off a sensational Christmas

none the less. We have assumed you’ve been landed with the biggest job – that

you’re hosting Christmas day. If you’re not, then lucky you, you can cut out a lot of

the following jobs. Look down the list and see what jobs you might want to put

your hand up for! The Ultimate Christmas Planner was written in collaboration with

a close friend who enjoyed the benefits of careful planning when she hosted a

large Christmas party with mostly interstate visitors and small children. Her

celebrations lasted several days and were a huge success, with no stone left

unturned. 

HOW TO USE THE PLANNER:

Take the relevant tasks listed below and

designate time for them in your diary. As you

complete each task, check it off in the red

column. Aim to get through the majority of

these tasks in the week suggested to ensure

no last minute panic. 

Brought to you by:
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The Ultimate Christmas Planner 
DONE 

�
TASK 

�

  Third week of November
Prepare your gift list. 
(Of course this can be done much earlier, but don’t leave it any later than now). Look at what 
you gave people last year (See Gift Ideas record on page 239 of DYRTM). Check your general 
gift box / drawer at home to see what gifts you already have that might be suitable so you don’t 
double up. 

Set your budget for Christmas gifts and allocate amount per person on your list. 

Start a Christmas fi le. In it you will keep:
• gift list.
• card list.
• catalogues and magazines that contain ideas for xmas gifts, crafts, recipes, etc.
• a list of stockists.
• charities to donate to. 
• your Christmas journal.

Venue Decide where you’re going to spend Christmas this year. If you are hosting, then let your 
guests know. 

Check numbers: Ring around and get an indication of who is likely to be coming. This will help you 
to decide whether you can fi t everyone in, or whether you need to hire a venue. 

  Last Week of November 
Shop for gifts. 
Take your list with you and make sure you stick to it. Start making any handmade gifts.

Make (or delegate) plum pudding and fruitcake.

Begin making Christmas treats (mince pies / biscuits) and making candles.

Plant (?) for holiday blooms & plant extras to give as gifts.

Print out Christmas-card address list; make new additions, and update list on computer.

Begin writing your Christmas newsletter to send with your cards. 

Purchase craft supplies for gift wrapping, gift tags and ornaments.

Mail Christmas cards and gifts to family and friends overseas.

Send out your invitation to Christmas Day. The main point of a Christmas day invite is to:
• get everyone excited.
• let people know who’s coming.
• give them their nominated Kris Kringle (a great way to alleviate stress).
• Tell them When and Where they need to be.
• give any accommodation suggestions / details.
• if people are travelling to you for Christmas, provide a general itinerary so they know what to 

expect maps / driving directions.
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  First Week of December
Plan Christmas and party menus for entertaining. Consult your cook books and your mum/
grandma’s favourite recipes. Figure out what you’re going to cook and what you’re going to 
outsource. Then create a list with the following headings:
• recipe.
• ingredients.
• when to buy.
• done.
Write up a timeline for food preparation that starts 6 days in advance. This is important so that you 
know what you need to be doing on Christmas Day when it’s hard to juggle excited children (and 
partners) opening gifts.

Mail invitations for New Year’s Eve party.

Shop for Christmas cards, or begin making your own.

Make stockings.

Make Christmas ornaments.

Make wreaths and garlands. 

Make gingerbread house.

Hang wreaths.

Decorate house, inside and out, for Christmas entertaining.

Purchase or make candles for the Christmas table.

Make pomander holiday gifts.

Draw Kris Kringle for Christmas day gifts and tell each person who they drew.

Unpack Christmas lights and ornaments; check lights.

Bring Christmas tree home from tree farm or lot, or arrange for delivery. 

Light and decorate Christmas Tree.

  Second Week of December

Write Christmas cards and gifts to family and friends. Before you start, gather what you need:
• Christmas cards list.
• writing supplies – cards, pen, pencil, stickers, photos.
• newsletter.
• stamps.
• envelopes.
• Have a collection box to put envelopes you receive from family and friends who you send cards 

to at Christmas (you can then use this to update addresses, and add to your list).
• Put your return address on all the envelopes.
• Decide what date you want your cards to be mailed on.
• Buy your Christmas stamps early! You will have a shorter line at the post offi ce.

On your Christmas cards list, have two columns, one marked ‘written’ and the other marked 
‘posted’ so you can keep track of what you’ve sent. 

Purchase poinsettias.

Bake and decorate holiday cookies.

3
© 2007 Did You Remember The Milk?



Make gift tags and bows, and start wrapping gifts. Before you start, gather what you need:
• gift list.
• gifts.
• Post-it notes with name on each gift.
• wrapping paper.
• sticky tape.

Choose Christmas table decorations, linens, china, and silverwear. For inspiration and ideas, peruse 
the magazines and internet. 

Make place cards – these are a great way to make people feel at ease when sitting down 
especially when you’re mixing family and friends. A fun idea is to come up with an alias for your 
guests and put that on their place card. This is good for a few laughs and instantly relaxes people.

Prepare small gifts for ‘drop ins’.

Equipment: Make a list of everything you need. From this list you can create categories – e.g.:  
•   item.
•   units.
•   sorted.
•   borrow.
•   hire.
•   purchase.
The more you can borrow amongst friends the better, so it’s smart to plan well in advance to 
“collect” these items from various people and ensure they are labeled for ease of return. Get quotes 
from at least 2 x hire places. When you receive items, check them off against your list – you don’t 
want to be missing something on the day!

Polish silverwear and serving pieces.

General tips:
• Make sure you clearly communicate the plans as much as you can to your parents/grandparents 

– basically anyone who is coming and who has hosted a Christmas event before. This is important 
for two reasons:
o They are aware of how much is involved and being mothers/fathers/grandparents they 

‘worry’ about how you are going to handle it.
o These people are used to being the center of the organisation and feel left out if they are not 

given a task or responsibility. Give them a task to keep them in the spirit. 

Dress: decide EXACTLY what you are wearing on the day. This includes shoes, hair styles etc… As the 
host you need to be well organised – there’ll be no time for wardrobe crises on the day. 

  Third Week of December
Compose a shopping list for Christmas dinner, and purchase all non-perishables. Wait until the day 
before Christmas to purchase salad greens, fresh bread, or sea food.

Select and set aside music to play on Christmas day. Make sure you have a good mix of music 
(Christmas melodies get a bit monotonous after 4 hours!)

Plan the drinks list for Christmas Day. Include cocktails as a great way to kick start festivities. Go fruity 
– not too heavy on the alcohol early on. 

Make or purchase any last-minute gifts.

Finish wrapping gifts.

Order roast, goose, or turkey from butcher for Christmas dinner.

Make holiday fl ower arrangements and centerpieces. 

Iron tablecloths and napkins for Christmas dinner.
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  December 24, Christmas Eve

Have kids put out cookies and milk (or beer) for Santa Claus.

Stuff stockings after the little ones have gone to bed.

Turn on the Christmas music.

Set the table for Christmas dinner.

  December 25, Christmas Day
Get fully dressed in the morning and put on an apron and comfortable shoes til guests arrive. That 
way you’re prepared for any last minute mishaps or drop-ins. 

Put on music and get to work. Follow time plan for meal as written in fi rst week December. Let kids 
open a few presents early, so they are fully occupied while do food preparations. Pour yourself a 
glass of Sparkling Burgundy and give yourself a big pat on the back! 

To make it easy writing thank you cards later, make a list of the gifts you receive and the people 
who gave them to you.

Save and organise ribbons and boxes. 

  Week before New Year’s Eve

Launder Christmas table linens.

Purchase champagne.

Check numbers coming.

Create an hors d’oeuvres menu for New Year’s Eve & do food shopping.

  New Year’s Eve

Host Party.

  Week after New Year’s

Remove, pack up and store all ornaments, decorations, and lights.

Take down wreaths and garlands; add them to the compost pile.

Arrange for recycling of Christmas tree, or use it for mulch or for covering perennial beds.

Write thank you notes using the list you made on Christmas Day. 

 Notes:
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