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

Annual awards dinner

VENUE / ROOM START / END TIME
6:00 PM to 11:00 PM

GUESTS EXPECTED GUESTS GUARANTEED GUARANTEE DUE BY

CLIENT CONTACT (NAME, PHONE) PLANNER / COORDINATOR

EVENT TIMELINE

TIME ACTIVITY
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

Rounds of 10, head table for 8

Stage, dance floor, gift table, easels, seating chart at entrance

FOOD AND BEVERAGE

SERVICE STYLE BAR
Plated, choice of two entrees Hosted beer and wine, cash spirits
MENU

Free template from eventplanning.com/banquet-event-order



EventPlanning.com

Banquet Event Order, continued

STAFFING

Servers, bartenders, captain, coat check

AUDIO VISUAL AND EQUIPMENT

Wireless mics x2, projector and screen, uplighting, house sound

SPECIAL INSTRUCTIONS

Dietary restrictions, allergies, VIP notes, vendor meals, delivery windows

BILLING
BILLING CONTACT PAYMENT TERMS
Deposit paid, balance due on receipt
DEPOSIT PAID (USD) ESTIMATED TOTAL (USD) BEO PREPARED ON
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
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