
Sample Hotel & Conference Center

BEO template

Banquet event order

EVENT EO

CLIENT DATE

ROOM SETUP STYLE

SETUP START END STRIKE

EXP GTD SET COURSES VIP TABLES

SERVICE Plated Buffet Reception stations Passed hors d'oeuvres Coffee Break Bar only

POURED WINE Yes No COCKTAIL HOUR Yes No

MENU DIETARY CODES CONTAINS

Dietary codes: V Vegetarian · VG Vegan · GF Made without gluten-containing ingredients · DF Dairy-free · PN Contains peanuts · TN Contains tree nuts · SE Contains sesame · 
H Halal
Allergens: milk, eggs, fish, crustacean shellfish, tree nuts, peanuts, wheat, soy, sesame

BARS

Hosted Cash Consumption

Hosted Cash Consumption

Hosted Cash Consumption

SPECIAL MEALS

NOTES FOR SERVERS

AV AND VENDORS

NOTES

Every field on this form is one Hotelwright reads from an event order. Pricing stays in your sales system.
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