EventPlanning.com
Banquet Event Order
The coordination sheet for venue, kitchen, and planner. One BEO per event per day.
EVENT INFORMATION
BEO #: __________
Event name: _______________________
Event date: __________
Venue / room: _______________________
Start / end time: __________
Guests expected: ______
Guests guaranteed: ______
Guarantee due by: __________
Client contact (name, phone): _______________________
Planner / coordinator: _______________________
EVENT TIMELINE
6:00 PM  Doors and cocktail hour, passed appetizers
7:00 PM  Guests seated, welcome remarks
7:15 PM  Dinner service begins
_______________________
_______________________
ROOM SETUP
Layout style: _______________________
Linens / colors: _______________________
Setup notes: _______________________
_______________________
FOOD AND BEVERAGE
Service style: _______________________
Bar: _______________________
Menu:
_______________________
_______________________
_______________________
STAFFING
_______________________
_______________________
AUDIO VISUAL AND EQUIPMENT
_______________________
_______________________
SPECIAL INSTRUCTIONS
Dietary restrictions, allergies, VIP notes, vendor meals, delivery windows:
_______________________
_______________________
BILLING
Billing contact: _______________________
Payment terms: _______________________
Deposit paid (USD): __________
Estimated total (USD): __________
APPROVALS
This BEO becomes final when signed by both parties. Changes after signing require a revised BEO.
Client / planner signature: _______________________
Date: __________
Venue / catering signature: _______________________
Date: __________
Free template from eventplanning.com/banquet-event-order
