SPECIAL EVENTS FORM

DATE:

TIME:

PLACE:

FUNCTION:

PURPOSE/GOAL:

INFORMAL, FORMAL, THEMED:

GUESTS:

ENTERTAINMENT:

INVITATIONS:





KIND:

SENT BY WHOM:


RESPONSES RECEIVED BY:

MENU:



TABLES, CHAIRS, AV EQUIPMENT TO ORDER:

LINENS:


COLORS:

CANDLES/VOTIVES/FLORAL:

TIME FOR SET-UP:

BUDGET AMOUNT:

WHAT ACCOUNT:

FLOOR PLAN:

HEAD TABLE FOR _____:

RESERVED TABLES_____:

TABLE NUMBERS:

ASSIGNED SEATING:

REGISTRATION TABLE:

COAT RACK:

BAR:


ALCOHOL PERMISSION FORM:


CASH BAR:


HOST BAR:
Beer and Wine


HOST BAR:
Full Bar

PROGRAM AGENDA (BEFORE OR AFTER MEAL)

APPROXIMATE END TIME:

NOTES:

BUDGET FOR EVENTS

	EXPENSES
	COST OF EXPENSES

	Invitations


	$

	Postage


	$

	Food


	$

	Alcohol


	$

	Room Rental


	$

	Linen Charges


	$

	Décor

· Centerpieces

· Staging

· Lighting

· Buffet Pieces
	$

	Favors


	$

	Entertainment/Musicians


	$

	Overtime for Staffing (Registration help, etc.)


	$

	Nametags


	$

	Extra Pens


	$

	Security


	$

	Miscellaneous Expenses


	$

	
	

	TOTAL BUDGET FOR THIS EVENT


	$

	TOTAL SPENT ON THIS EVENT


	$


