
Date :      

S ta r t  T ime :   

End Time : 

Loca t ion :     

I nv i ta t i on : Yes / No

 D i s t r i bu te by da te :

 De ta i l s  to i nc l ude :

Speaker : Yes / No

 Opt ion # 1

 Op t ion #2

 Opt ion #3

Mus ic : Yes / No

 Opt ion # 1

 Op t ion #2

 Opt ion #3

Decora t ions : 

 co lo r  /  t heme

 cen terp ieces

 tab leware 

  cups

  p la tes

  napk i ns

  u tens i l s

Favors : Yes / No

 Opt ion # 1

 Op t ion #2

 Opt ion #3

Promot ion Ideas : :

 BUDGET
item amount

decorations & tablescape

service-ware

food & drinks

favors & gifts

honorarium

other supplies

TOTAL

task person

Decor/Shopp ing

Se t  Up

Serv i ng

C lean Up

Cen terp ieces

Favors

Speaker Hos t

Promot ion 

teamwork
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REDEFININGbeauty

 ALSO CONS IDER
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event details
. . . t im i ng o f  even t . . .

Se t  up

S tar t

We lcome

Open ing Prayer

Speaker

Q&A

C los i ng Remarks

C lean Up

. . .who ’ s  do ing wha t . . .

se t  up

serv i ng

mc 

c lean up
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 remember  to  b r i ng

 shopp i ng l i s t

 follow up with...
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