BANQUET EVENT ORDER
Event name

EVENT DETAILS
	Date
	

	Start
	

	Room
	

	Guests
	

	Guarantee due
	




CLIENT AND ON-SITE CONTACT
	Client
	

	Email
	

	Phone
	

	On-site contact
	




TIMELINE
	TIME
	WHAT HAPPENS
	WHERE AND NOTES

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




MENU
	ITEM
	DIETARY
	NOTES AND COUNTS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




BAR
	Service
	

	Notes
	



	DRINK
	TYPE
	SERVED AS
	NOTES

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




ROOM SETUP


STAFFING
	ROLE
	COUNT
	NOTES

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




SPECIAL REQUESTS


	Client approval and date
	Event manager and date




Made with the free BEO template at myvenuehq.com/free-beo-template
