BEO #2611-047 · The Harborview Hotel
Banquet Event Order
Kim–Alvarez Wedding Reception
	BEO number
	#2611-047
	Event date
	November 21, 2026

	Room
	Grand Ballroom B
	Event type
	Wedding reception

	Client
	Grace Kim and Daniel Alvarez
	On-site contact
	Rosa Alvarez, (201) 555-0144

	Guaranteed guests
	120
	Set for
	126 (5% over)

	Catering manager
	Owen Park
	BEO status
	Final


Finished example for a fictional hotel ballroom. One BEO per event and room. Send it to the client for signature, then to every department (kitchen, banquets, AV, engineering) at the weekly BEO meeting.
Timeline
	Time
	What happens

	4:00 PM
	Room set complete; AV sound check with DJ

	5:30 PM
	Doors open; bar opens; guests find seats from the seating chart

	6:15 PM
	Couple’s entrance; welcome toast

	6:30 PM
	Salad served to tables

	7:00 PM
	Buffet opens, table numbers called in order 1–12

	8:15 PM
	Cake cutting; coffee and tea station opens

	9:30 PM
	Late snack passed on dance floor

	10:00 PM
	Last call

	10:30 PM
	Event ends; bar closes

	11:30 PM
	Client items removed; room strike


Food and beverage
Table 1. Menu and beverage order
	Item
	Qty
	Price
	Amount

	Plated salad: field greens, pear, candied pecan
	120
	9.50
	1,140.00

	Buffet: herb chicken, salmon, wild rice, roasted vegetables
	120
	46.00
	5,520.00

	Dessert: wedding cake service (client cake)
	120
	3.50
	420.00

	Coffee and tea station
	120
	4.00
	480.00

	Hosted bar, beer and wine package, 4 hours
	120
	32.00
	3,840.00

	Late snack: sliders and fries (passed)
	60
	8.00
	480.00

	Food and beverage subtotal
	
	
	11,880.00

	Service charge 22%
	
	
	2,613.60

	Sales tax 8% (on food, beverage and service)
	
	
	1,159.49

	Estimated total
	
	
	$15,653.09


Dietary and service notes
1. 6 vegetarian (stuffed portobello), 2 gluten-free, 1 nut allergy at table 4 (seat 7): plate separately and label
1. Children’s meals: 4 at table 9 (chicken tenders, fruit)
1. Vendor meals: DJ and photographer (2), served at 7:15 PM
Room setup
[image: ]
Figure 1. Grand Ballroom B floor plan
	Tables
	12 rounds of 10 (72-in.), 2 cocktail tables at the bar, 1 head-table sweetheart setup on stage

	Linen
	Ivory floor-length, navy napkins

	Decor
	Client florist arrives 2:30 PM; centerpieces and candles (enclosed flames only)

	Other
	Easel at entrance for seating chart; card box on gift table


Audio-visual and staffing
	Audio-visual
	Wireless microphone (2), podium, house sound patched to DJ, uplighting (12, navy)

	Staff
	1 captain, 10 servers, 2 bartenders, 1 buffet attendant

	Engineering
	Room temperature 70°F; dance floor installed by 2:00 PM


Billing
	Deposit received
	$5,000.00 on August 4, 2026

	Payment method
	Credit card on file

	Balance due
	Final balance 3 business days before the event, based on the guarantee or actual count, whichever is higher


Guarantee  The guest count may go up after the guarantee deadline if the kitchen can supply it; it cannot go down.
Signing confirms the details above and the venue’s banquet terms.
	 
Client
Grace Kim
Date: Click or tap to enter a date.
	
	 
Catering manager
Owen Park
Date: Click or tap to enter a date.


Final guarantee due 3 business days before the event. Changes after that may not be possible.	Page 1 of 3
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