Function sheet
Banquet event order (BEO). One copy each for the kitchen, the bar and the floor manager.
	Function
	[Function name]
	Function no.
	[0001]

	Date
	[Day, date]
	Room or area
	[Room name]

	Type
	[Birthday / wedding / corporate / wake]
	Version
	[1, updated dd/mm]

	Venue contact
	[Name and mobile]
	Duty manager
	[Name and mobile]


Client
	Booked by
	[Name, company]
	Phone
	[Mobile]

	Email
	[Email]
	On the day
	[Name and mobile of the person in charge]


Guest numbers
	Expected
	Guaranteed
	Final numbers due
	Set for
	Children / suppliers

	[000]
	[000]
	[Date]
	[000 seats]
	[00 / 00]


Timings
	Time
	What happens
	Who looks after it

	[0:00]
	[Suppliers and bump in. Room ready by 0:00]
	[Name]

	[0:00]
	[Guests arrive. Drinks and canapes]
	[Name]

	[0:00]
	[Guests seated]
	[Name]

	[0:00]
	[Entree out, main out, speeches, cake]
	[Name]

	[0:00]
	[Last drinks. Bar closes]
	[Name]

	[0:00]
	[Guests leave. Bump out finished by 0:00]
	[Name]


Room set-up
	Layout
	[Banquet rounds / long tables / cocktail / theatre / boardroom]

	Tables and linen
	[00 tables of 00. Linen, napkin colour, centrepieces]

	Equipment
	[Microphone, screen, projector, stage, dance floor, cake table, gift table]

	Client supplying
	[Decorations, cake, place cards, seating plan, and when they arrive]


Food
	Course
	Dish or menu
	Quantity
	Time out

	[Canapes]
	[Items]
	[000]
	[0:00]

	[Entree]
	[Set menu or alternate drop]
	[000]
	[0:00]

	[Main]
	[Set menu or alternate drop]
	[000]
	[0:00]

	[Dessert]
	[Items, or cake cut and served]
	[000]
	[0:00]


Dietary requirements and allergies
	Guest or table
	Requirement
	Allergy or preference
	Replacement dish

	[Name or table]
	[Vegan, gluten free, nut allergy]
	[Allergy / preference]
	[Dish]

	[Name or table]
	[Vegan, gluten free, nut allergy]
	[Allergy / preference]
	[Dish]


Drinks
	Service
	[Beverage package / bar tab / cash bar]
	Limit
	[$0.00, or until 0:00]

	Includes
	[Beer, wine, soft drinks, spirits]
	Bar closes
	[0:00, within the licence]

	On arrival
	[Sparkling on arrival, water on tables]
	Who can extend
	[Name]


Staffing
	Role
	Name
	Start
	Finish

	[Floor manager]
	[Name]
	[0:00]
	[0:00]

	[Wait staff x 00]
	[Names]
	[0:00]
	[0:00]

	[Bar x 00]
	[Names, RSA current]
	[0:00]
	[0:00]

	[Kitchen x 00]
	[Names]
	[0:00]
	[0:00]


Charges and payment
	Room hire
	[$0.00]
	Deposit paid
	[$0.00 on dd/mm]

	Food
	[$0.00 per head x 000]
	Balance due
	[$0.00 by dd/mm]

	Drinks
	[$0.00 or on consumption]
	Minimum spend
	[$0.00]

	Other
	[Staff, security, equipment hire]
	Paying by
	[Card or invoice, company name and ABN]


Notes and changes
	[Accessibility needs, noise limits, music curfew, parking, deliveries, anything agreed by email]


Sign-off
	Client
	[Name, signature, date]
	Venue
	[Name, signature, date]


Free template from gaplessly.com. Type over the shaded parts, delete what you do not need.




