Check List For Event Planning


Every successful event begins with complete, thorough and timely event planning and follow-through.

This Check List will guide you to plan your event and will provide us with the information we need to ensure your special event is a success.

General Information

Date of Event ____________________

Day of Event _____________________

Place of Event ____________________

Your name ______________________

Bride’s Name ____________________

Groom’s Name ___________________

Name of other(s) involved in your planning

 _____________________________

Mailing Address __________________

 _____________________________

Work Phone  _____________________

Home Phone _____________________

Fax ___________________________

Cell Phone ______________________

E-Mail _________________________

Estimated Guest Count ______________


Estimated Number of Children under 10 __

Will The Event occur indoors or outdoors?

Place of Ceremony _________________

Times

Guests Arrive
____________________

Ceremony
____________________

Bar Opening
____________________

Appetizers Served/Passed  ___________

Main Meal Service Begins ____________

Event ends  ______________________

Bar Service

Do you require Bar Service? ____________

Which Bar Package  ________________ 

Number of Bartenders Needed  ________

Hours of Bar  ____________________

Directions to Event Location

 ___________________________

 ___________________________

 ___________________________

 ___________________________

 ___________________________
______________________________

Other Services Required

 FORMCHECKBOX 
 Rental of tables and/or chairs 

 FORMCHECKBOX 
 Rental of Grill
 FORMCHECKBOX 
 Other Rental

 FORMCHECKBOX 
 Cake-Cutting
 FORMCHECKBOX 
 Purchase Cake

 FORMCHECKBOX 
 Champagne Toast
 FORMCHECKBOX 
 Wine Toast

 FORMCHECKBOX 
 Rental of Wine or Champagne Glasses

 FORMCHECKBOX 
 Set-up/Breakdown of Tables and Chairs

 FORMCHECKBOX 
 Remove or rearrange tables/chairs

Room or Event Set-Up

Head Table: Where will it be  __________

How many people at head table ________

 FORMCHECKBOX 
Reserved Seating  
 FORMCHECKBOX 
 Assigned Seating  

 FORMCHECKBOX 
 Cake Table   
 FORMCHECKBOX 
 Gift Table 

 FORMCHECKBOX 
 Place Card Table 
 FORMCHECKBOX 
Appetizer Tables

 FORMCHECKBOX 
 Dessert Table
 FORMCHECKBOX 
Coffee Station 

Will Event occur under a Tent? ________

Where can we stage our set-up? ________

  _____________________________

Color choice of linen napkins:

  FORMCHECKBOX 
 White      FORMCHECKBOX 
 Red      FORMCHECKBOX 
Blue      FORMCHECKBOX 
Green

Special Needs/Instructions ___________

 ______________________________

 ______________________________

 ______________________________

Time-Line

 FORMCHECKBOX 
 A Non-refundable down payment  reserves

      date

 FORMCHECKBOX 
 Add’l. payments welcome anytime
Four Weeks Prior To Event

 FORMCHECKBOX 
 Copy of all rental agreements

 FORMCHECKBOX 
 Copy of Venue Contract
Two Weeks Prior To Event

 FORMCHECKBOX 
 Final Event Meeting

 FORMCHECKBOX 
 Final Payment Due 

 FORMCHECKBOX 
 Final guest count Due

 FORMCHECKBOX 
 Final details confirmed

One or Two Days Prior To Event

 FORMCHECKBOX 
 Deliver (labeled) specialty items to  us

