	Names:
	MENU

	Number of Adults/ kids/ crew:
	Drinks:    SILVER/  GOLD/ COCKTAIL/ CLASSIC

	Wedding Date:
	Special drinks/ BYO:

	Package:  SILVER / GOLD / COCKTAIL/ CLASSIC 
	

	Setup date/ times (2hrs):
	Canapes:

	Packup date/ time:
	

	CEREMONY
	

	Location: ON SITE/ OFF SITE
	

	Ceremony layout Map provided:  Y / N
	Entrees:

	Ceremony Times:
	

	Front door sign to redirect to garden: Y/ N
	Mains:

	Lift Bollard: Y / N
	

	RECEPTION
	Sides:

	Complete Running Sheet provided: Y / N
	

	Total reception time:
	Desserts:

	DECOR
	

	Centrepiece type/ how many:
	Cake flavour:

	Use of Chalet seating board: Y / N
	Cake type/ number of tiers:

	Use of Chalet birdcage: Y / N
	Cut all cake or keep specified tier?

	Chair covers: Y / N
	Cake bags given to chalet with cake:  Y/N

	Chair Cushions: Y / N
	SUPPER (After dessert and cake)               

	Chair sash colour/type:
	Fruit platters: Y / N                 How many:

	
	Port to guests: Y / N

	Guest Tables setup: LONG / ROUND:
	Chocolate bowl with coffee buffet: Y / N

	Number of guests on Bridal table: 
	OTHER

	Bridal Table: LONG/ ROUND    If long,:1/ 2/ 3 tables wide
	Antipasto:          Y/N     How many:               Time:

	Chalet table number stands/ type/ how many:
	Cheese Platter:   Y/N     How many:               Time:

	Wedding favour type:
	Surf & Turf:       Y/N     How many:               Time:

	Wedding favour on each setting: Y / N
	No. of Dietary requirements:

	Special notes:
	No. of underage guests with adult meals:

	
	No. of kids meals:

	Projector: Y / N
	No. of high chairs needed:

	Fairy lights / Wall lights:  Y / N
	No. of Crew meals (upstairs/ main and drinks only):

	Music type: DJ / Band / MP3
	Complete names, tables dietary list attached:  Y / N

	Music location:
	OTHER NOTES

	Complete Reception layout Map attached:   Y / N
	

	Delivery/ Suppliers times:
	

	
	

	
	

	
	


