HOTEL BANQUET EVENT ORDER
[Property Name]  ·  BEO #____  ·  Rev. ____  ·  Group code ____
GROUP & ACCOUNT
	Group name
	
	Arrival date
	

	Post as
	
	Departure date
	

	Catering manager
	
	Group code
	

	Billing
	master / individual
	Credit approved
	yes / no


FUNCTIONS
	Date
	Time
	Function
	Room
	Set
	Expected

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


GUARANTEE
	Guarantee due
	____ hours prior
	Guarantee received
	

	Guaranteed count
	
	Set for
	guarantee + ___%


The guarantee is the number you bill. Record when it was received and from whom, because that is the line that gets disputed at checkout.
FOOD & BEVERAGE
	Function
	Menu
	Count
	Price
	Service time

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


BAR & BEVERAGE
	Bar type
	hosted / cash / consumption
	Bar close
	

	Bartender fee
	
	Waived at
	

	Wine service
	
	Corkage
	


ROOM SET & AV
	Set style
	
	Turn from previous
	

	Staging & podium
	
	House AV
	

	Outside AV vendor
	
	Patch fee
	

	Power drops
	
	Rigging
	


LABOR & FEES
	Item
	Qty
	Rate
	Applies to

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Chef attendants, carver fees, overtime, and union call minimums belong here so they reach the master account instead of surfacing as a surprise.
SIGNAGE & DIRECTIONAL
	Reader board text
	
	Directional signs
	

	Welcome sign
	
	Placed by
	


CHARGE SUMMARY
	Food
	

	Beverage
	

	Room rental
	

	AV & equipment
	

	Labor & attendant fees
	

	Service charge (___%)
	

	Sales tax (___%)
	

	Estimated total
	


AGREED
	Client signature
	Date

	
	

	Catering manager
	Date

	
	


Free template from BEO HQ (beohq.com). Prefer the math done for you? The free online builder fills this in, calculates service charge and tax, and outputs a branded PDF.




