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Event Planner    Event Date___________________________ 
    

 Start Time:___________    Finish Time:___________ 
 
Day of Event / Contact / Phone:______________________________________________________________ 
 
Location & Contact:_____________________________________________ Phone:____________________ 
 
Caterer:_______________________________________________________ Phone:____________________ 
 
Other Vendor:__________________________________________________ Phone:____________________ 
 
Order Time  Event  
 
______ ______ _______________________________________________________________________ 
 
______ ______ Cocktail Music : Classical / Jazz / Holiday / Soloist Provided  
 
______ ______ _______________________________________________________________________ 
 
______ ______ Announcement of Meal By:__________________________ Buffet / Sit-Down / Hors D’ouvers  
 
______ ______ Special Announcements By:___________________________________________________ 
 
______ ______ Dinner Entertainer:_______________________________________Phone:_____________ 
 
______ ______ Give Aways / Presentations By:________________________________________________ 
   
   Drawing / Raffle / Contest / Other:______________________________________ 
 
______ ______ _______________________________________________________________________ 
 
______ ______ After Dinner Announcements By:_______________________________________________ 
 
______ ______ Dancing Until:____________________________________________________________ 
 
______ ______ _______________________________________________________________________ 
 
Also needed: Microphone for Speakers / Back lights / Extra speaker(s) / Projector & Screen / Lighting Show /  
 

Other:______________________________ 
 
Other Event Information:___________________________________________________________________ 
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