OFF-PREMISE CATERING EVENT ORDER
[Your Business Name]  ·  BEO #____  ·  Rev. ____  ·  [Phone]  ·  [Email]
EVENT & CLIENT
	Client
	
	Event date
	

	On-site contact
	
	Mobile
	

	Event type
	
	Guest count
	

	Service style
	drop-off / buffet / plated
	Service window
	


DELIVERY & ACCESS
	Delivery address
	
	Depart kitchen
	

	Arrive on site
	
	Ready to serve
	

	Loading dock / entry
	
	Elevator / stairs
	

	Parking & permits
	
	Site contact on arrival
	


Drive time is the single most common miss on off-premise events. Record depart, arrive, and ready as three separate times.
SITE CONDITIONS
	Power available
	outlets / amps
	Water access
	

	Kitchen or prep space
	
	Ice source
	

	Trash & grey water
	
	Nearest restroom
	


MENU & PRODUCTION
	Item
	Production qty
	Pan / vessel
	Hot or cold
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


LOAD LIST
	Equipment / item
	Out
	Back
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Tick Out when it leaves the kitchen and Back when it returns. This column is how you stop losing chafers a season at a time.
SETUP INSTRUCTIONS
	Table count & size
	
	Linens
	

	Buffet layout
	
	Service ware
	

	Signage / labels
	
	Allergen labels
	


BREAKDOWN & PICKUP
	Breakdown starts
	
	Off site by
	

	Pickup date & time
	
	Who returns equipment
	

	Leftovers released
	yes / no
	Released to
	


STAFFING
	Role
	Count
	Call time
	Out time

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


FINANCIAL SUMMARY
	Food & beverage subtotal
	

	Delivery & travel
	

	Rentals & equipment
	

	Service charge (___%)
	

	Sales tax (___%)
	

	Total
	

	Deposit received
	

	Balance due
	


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.




