BANQUET EVENT ORDER
[Your Business Name]  ·  BEO #____  ·  [Phone]  ·  [Email]
EVENT
	Event
	
	Date
	

	Client
	
	Guests
	

	Venue / room
	
	Start / end
	

	On-site contact
	
	Mobile
	


TIMELINE
	Time
	What happens

	
	

	
	

	
	

	
	

	
	

	
	


MENU
	Item
	Qty
	Dietary flags

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SETUP & STAFF
	Setup style
	
	Linens
	

	Rentals / AV
	
	Staff
	


TOTALS
	Subtotal
	

	Service charge & tax
	

	Total
	

	Deposit / balance due
	


NOTES
	

	

	


Built to stay on one sheet. For anything with a room turn, vendor meals, or an AV load-in, use the full template instead.
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.




