
Catering~Wedding/ Event Planning Checklist 

FOLDER # B _____ 
Name: ___________________________________ 
Event Date: ______________________________ 
Location:________________________________ 

MONEY $$ $ Amt Pd Date: $ SƟll Due: 

Signed Contract                   

Retainer:    

50% Deposit:    

Paid in Full:    

Vendor: B&B or Client? Date Booked: Contract in Folder? 
 

Deposit Paid: 
Amt/ Date 

Paid in Full: 
Amt/ Date 

RENTALS    Checked: See Rose 

VENUE:      

DJ/ BAND      

FLORAL      

CAKE      

PHOTOGRAPHER      

LIMO      

ICE      
OTHER:      
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