KD Party Center   Event Checklist

Date of Event__________                    Please complete and return to…  M1968L@aol.com

Today’s Date__________   Person Responsible _____________________Phone Number__________________


[image: image1.wmf]Schedule of events       please fill in and return as soon as possible

 

 

 Estimated Guest Count_______      Guests arrive at__________

 

 

 Bride and Groom announced at ______________

 

 

 Buffet starts at_______________

 

 

 Cut The Cake at _______________

 

 

Alcohol

 served 

  Yes or No

     Last Call for alcohol at _______________

 

                                

 

Clean up at __________________(for events we do not cater)

 

 

Every one out by_________________
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Items to be scheduled with Billy 440

-

390

-

1201

 

 

                                                                                                               Any Other Items needed from KD Hall

 

  DJ set u

p  _______________                                                                ________________________________

 

 

 Cake delivery___________________                                                   ________________________________

 

 

 Decorating and Table 

decorations _______________                          ________________________________

 

 

 Alcohol drop off_______________________                                      ________________________________

 

 

 Any other drop offs or setting up______________________ 

             ________________________________

 

 

 Up Lighting Color if using our lights______________________        ________________________________

 

 

 ________________________________                                               ___________________________

_____

 


( Final Count is due at least 2 weeks prior to your event.

(Head Table number of Seats including Bride and Groom 

( Napkin Color needed at least 2 weeks prior to event. (If we cater)

( Menu Choices can be taken at any time and changed up to 2 weeks prior when Final Count is given.

(After final count is submitted we will email you your invoice, which is due the day of 

            Your event before it starts. Check or Cash is fine.

( If alcohol is served please pay the Policeman separately cash if possible.

[image: image3.wmf]Menu (if we are Catering) or special 

instructions
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Schedule of events       please fill in and return as soon as possible


 Estimated Guest Count_______      Guests arrive at__________


 Bride and Groom announced at ______________


 Buffet starts at_______________


 Cut The Cake at _______________


Alcohol served   Yes or No     Last Call for alcohol at _______________


Clean up at __________________(for events we do not cater)


Every one out by_________________
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                                                    Items to be scheduled with Billy 440-390-1201


                                                                                                               Any Other Items needed from KD Hall


  DJ set up  _______________                                                                ________________________________


 Cake delivery___________________                                                   ________________________________


 Decorating and Table decorations _______________                          ________________________________


 Alcohol drop off_______________________                                      ________________________________


 Any other drop offs or setting up______________________              ________________________________


 Up Lighting Color if using our lights______________________        ________________________________
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