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Catering 

Necessary Information:

1. Business/Group/Client Name

2. Contact Phone Number (Fax Number, if applicable)

3. Contact Email Address

4. Venue address or Room #

5. DATE of event/TIME of event (Start Time)(Delivery Time)

6. Estimated  minimum Headcount (final headcount due 1 week prior)

7. Budget (*very important)

8. Menu preferences/restrictions

9. Beverages needed?

10. Buffet style or Plated

11. Disposables or China

12. Waiters Needed?

