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Barracks Road Shopping Center

1137-A Emmet Street

Charlottesville, VA  22903

434 295-6037

www.hotcakes.biz

CATERING WORKSHEET
Creating an outline is the first step in planning your reception.
Use this checklist to get started.  It will help you organize key facts before sitting down with our catering manager.

Type of event _____________________________________________
Date _____________________________________________________
Ceremony location and time ______________________________

Reception location and time ______________________________

Number of guests ________________________________________
Style of service (buffet / served / cocktail) _________________
Theme ___________________________________________________
Alcoholic beverages ______________________________________
Music ____________________________________________________
Special requests __________________________________________
Food allergies ____________________________________________
Budget ___________________________________________________
