You’re Planning a Party!!!!

Create a new Microsoft Excel Workbook to plan your party.  

When you save it, save it as “Party” in your Excel Folder

Part 1

Name Sheet 1 “Guest List” 

· Create a title for this worksheet that spans columns A-C.
· Create subtitles for each of the three columns labeled: “Guest” “Birthday” and “RSVP”

· In the first column, type the names of ten of your friends, and put these names in alphabetical order.

· In the second column type the birthdays of your friends.  (You will have to make most of them up!)  No matter how you type the date into the cell, make sure they follow this format:  October 23, 1981

· In the third column, type the number of people who will be coming along with your guest.  For example, if they will be bringing 3 friends with them, you would type a “4” in the RSVP column.

Name Sheet 2 “Food” 
· Create a title for this worksheet that spans columns A-D.

· Create subtitles for each of the 4 columns labeled: “Item” “Price” “Quantity” and “Total Cost”

· In the first column, type the ten foods and drinks that you would like to have at your party.  Be sure to include paper plates, paper cups, napkins and silverware!

· In the second column, enter the price that you would expect each item to be.  Make sure that it is in the format: $1.75

· In the third column, enter the number of those items that you think you will need in order to feed all the guests, plus yourself.

· Leave the forth column blank for now!
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 Be sure that your Worksheets look great!!!


Use any fonts, fill colors or borders that you like!!!

Part 2

“Guest List” Worksheet

· Beneath the information in column B type “Number of Guests Attending.”  Make sure that the text is wrapped, and that the row is tall enough to contain all of the contents.

· Beneath the information in column C use the SUM function to add-up how many people will be attending your party.

“Food” Worksheet

(see me if you need help with formulas)
· In the column subtitled “Total Cost,” use a formula to calculate the total cost of each item, (multiply column B * column C, example formula =B2*C2)
· Below the information, in Column C, type “Total Expenses.”

· Below the information in Column D, enter the total cost of the food for the party by using a function or formula.

· Below the information, use the AVERAGE, MIN AND MAX functions to find the average cost of each item, the most expensive item, and the least expensive item.

Part 3

Guest List Worksheet

· Create a Bar Diagram for each guest, according to the total number of people that will be coming for that guest.  

· HINT: You will have to use CONTROL + ALT in order to highlight the guest names and the total number of guests. 

· Label each column with the guest’s name.

· Be sure that they legend is showing.

· Put this chart in a separate worksheet named “Guest Chart.”

Food Worksheet

· Create a Pie Chart showing the Total Costs of each food item that will need to be purchased. 

· HINT: You will have to use CONTROL + ALT in order to highlight the food item and the total cost.
· Label each of the MAJOR food expenses.  If a food item has a very small piece of the pie, then you do not need to label it.  (HINT: You can select specific labels to delete.)

· Do not have the legend showing.

· Put this chart in a separate worksheet named “Cost Chart.”

Remember to check through your plans (using Print Preview) to make sure that everything is easily readable, and looks great!

Be sure that your tables and charts are centered on the page Vertically and Horizontally.  Gridlines are optional!!

