Seating plan
[Event name], [day, date], [room]. [000] guests at [00] tables. Type one guest on each line and note dietaries beside the name. Copy a page for more tables.
	Table 1   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]

	Table 2   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]

	Table 3   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]

	Table 4   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]


	Table 5   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]

	Table 6   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]

	Table 7   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]

	Table 8   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]



Seating plan, continued
[Event name]. Tables 9 to 16.
	Table 9   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]

	Table 10   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]

	Table 11   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]

	Table 12   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]


	Table 13   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]

	Table 14   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]

	Table 15   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]

	Table 16   [Table name]
1.  [Guest name, dietary]
2.  [Guest name, dietary]
3.  [Guest name, dietary]
4.  [Guest name, dietary]
5.  [Guest name, dietary]
6.  [Guest name, dietary]
7.  [Guest name, dietary]
8.  [Guest name, dietary]
9.  [Guest name, dietary]
10.  [Guest name, dietary]



Room layout
Sketch the room to scale. One square = [1 metre]. Mark the doors, bar, stage, dance floor, cake table and fire exits, then number each table to match the seating plan.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Restaurant seating plan
For a regular service: list every table by area with its seats and section, so the host can see how many covers each section holds.
	Table
	Area
	Shape
	Seats (min to max)
	Joins with
	Section or server
	Notes

	[T1]
	[Dining room / terrace / bar]
	[Round / square / booth]
	[2 to 4]
	[T2]
	[Section 1, name]
	[Window, pram space, wheelchair access]

	[T1]
	[Dining room / terrace / bar]
	[Round / square / booth]
	[2 to 4]
	[T2]
	[Section 1, name]
	[Window, pram space, wheelchair access]

	[T1]
	[Dining room / terrace / bar]
	[Round / square / booth]
	[2 to 4]
	[T2]
	[Section 1, name]
	[Window, pram space, wheelchair access]

	[T1]
	[Dining room / terrace / bar]
	[Round / square / booth]
	[2 to 4]
	[T2]
	[Section 1, name]
	[Window, pram space, wheelchair access]

	[T1]
	[Dining room / terrace / bar]
	[Round / square / booth]
	[2 to 4]
	[T2]
	[Section 1, name]
	[Window, pram space, wheelchair access]

	[T1]
	[Dining room / terrace / bar]
	[Round / square / booth]
	[2 to 4]
	[T2]
	[Section 1, name]
	[Window, pram space, wheelchair access]

	[T1]
	[Dining room / terrace / bar]
	[Round / square / booth]
	[2 to 4]
	[T2]
	[Section 1, name]
	[Window, pram space, wheelchair access]

	[T1]
	[Dining room / terrace / bar]
	[Round / square / booth]
	[2 to 4]
	[T2]
	[Section 1, name]
	[Window, pram space, wheelchair access]

	[T1]
	[Dining room / terrace / bar]
	[Round / square / booth]
	[2 to 4]
	[T2]
	[Section 1, name]
	[Window, pram space, wheelchair access]

	[T1]
	[Dining room / terrace / bar]
	[Round / square / booth]
	[2 to 4]
	[T2]
	[Section 1, name]
	[Window, pram space, wheelchair access]

	[T1]
	[Dining room / terrace / bar]
	[Round / square / booth]
	[2 to 4]
	[T2]
	[Section 1, name]
	[Window, pram space, wheelchair access]


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




