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Trolley Square Waterfront Banquets

Reception Planning Packet
Thank you for choosing Waterfront Banquets to host your event.  We know that you and your guests will have a memorable experience at our facility.  Please complete this information form and return it to us at least one month prior to your event.  You may contact our Special Events Coordinator to discuss any questions you may have.

General Information
Date of Event: _______________________

Day of the Week: ______________________________
Name of Bride: __________________________________________________________________________
Name of Groom: _________________________________________________________________________
Main Contact Name: _____________________________________________________________________   

Daytime Phone Number: ________________________   Evening Phone Number: ________________________
Email Address: __________________________________________________________________________
Address: _______________________________________________________________________________

_____________________________________________________________________________________
Number of Guests Invited for Dinner: ___________________         **Please contact Waterfront Banquets two weeks        

  
         before your event with the final guest count.
_____________________________________________________________________________________

Room Arrangements

Waterfront Banquets provides these complimentary room essentials for the reception: 

We would like to use: 
Standard Ivory Linens
 Tan Linen Napkins

Table Centerpieces



**Special linens can be ordered in different colors and fabrics for a specified rate, 
   
    you may also bring your own centerpieces or decorations. 


We will need:
  A Dance Floor  A Place Card Table           A Cake  Table           
 

A Gift Table
           A Guest Book Stand   Other: ____________________________           
Waterfront Banquets has full A/V capabilities, this equipment may be used for a flat rate of $50.
We will use:Microphone    DVD Player
Projector    Projection Screen     CD Player    iPod Port
We would like a head table for the wedding party:   No       Yes-  How many people will be at the table?________   

We would like a self-serve beverage station in the room:        No
         Yes   (Champagne, Wine, Soda, Coffee, Water)
We would like a portable bar in the room:       No
 Yes  
______________________________________________________________________________________________________
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Pre-Meal Details
We would like cocktails before our meal:      No
    Yes-  Beginning at this time: __________________

We would like our cocktail hour:     In the Room            On the Patio(during cocktail hour only)
The beverages before the meal are:  Open Bar    Beer  Half Barrel   House Wine    Soda Cash Bar 




Wedding Party Open Bar Parents Open Bar

The person responsible for the pre-meal beverage bill: ________________________________________________ 
We would like an hors d’oeuvres table:      No 
          Yes - Beginning at this time: _____________________

Hors D’oeuvres Needed:

Item 


                    Quantity
                    Item 



       Quantity

___________________________________
  
   _________________________________________

___________________________________
  
   _________________________________________

___________________________________
  
   _________________________________________

___________________________________
  
   _________________________________________

We have made arrangements for: 
    Champagne Fountain
       Ice Sculpture

Chocolate Fountain   
     Cheese Fountain
**Chocolate and cheese fountains must be rented from Chocolate Elegance, 

   they are our exclusive fountain contractor.  Chocolate Elegance: (920) 788-3000  

  Fountain dipping items must be purchased from Waterfront Banquets.    
_____________________________________________________________________________________

Dinner  Details
We would like dinner to be served at: _________________________ Are you Saying a prayer?_____________
The beverages during the meal are:  Open Bar    Beer  Half Barrel   House Wine    Soda Cash Bar




Wedding Party Open Bar Parents Open Bar
We would like beverages on the table: No    Yes -  (Circle)        Wine          Champagne      

These beverages will be available to:  Head Table Only      Head Table & Family Tables     All Guests

Bottled Wine - Red Wine Selection: __________________

How Many per Table: ______________ 


           - White Wine Selection: __________________

 How Many per Table: ______________

Bottled Champagne - Selection: ______________________

How Many per Table: ______________  

Our meal will be: 
Plated           Buffet      
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We will do our cake cutting:        Before Dinner           After Dinner 
**If you would like cake for dessert, you must do your cake cutting with the photographer before dinner begins.
The cake will be served:       As dessert, after the meal         At the reception, on a self-serve table

We would like your staff to cut and serve the cake: No        Yes (There is a $50 cake-cutting fee) 


Can your top tier of the cake be cut, or will you be saving it? No, save the top        Yes, cut the top
We will have a DVD or slide show during the meal: No    Yes, During-   (Circle)        Salads            Dinner             Dessert


We will introduce the presentation: No, begin when ready          Yes, begin on our queue
Will the wedding party will be introduced before dinner?     No           Yes- At this time: _________________

Our entertainment will play during dinner: No          Yes- Beginning at this time: ______________________



If yes, will they receive dinner?     No          Yes  *Make sure to make a place card for them   

The person responsible for the dinner bill: ________________________________________________________   _____________________________________________________________________________________

Post-Meal Details

The beverages after the meal are: Open Bar    Beer  Half Barrel   House Wine    Soda Cash Bar



          Wedding Party Open Bar Parents Open Bar

We will have entertainment after the meal: 
No          
 Yes -  A DJ 
     
Yes -  A Band
Name of Entertainment: ___________________________________________________________________

Our entertainment will start at: _________________________
       They will end at: ______________________


**Your entertainment must end by 12:00 am.  The banquet bar will close immediately following but your guests are welcome to go into Pullmans Restaurant until bar close.

We would like an appetizer buffet after the meal:         No        
   Yes - Beginning at this time: _____________

       If yes, how many guests shall we prepare food for?  ______________________

After Dinner Appetizer Buffet
Hot Buffet- (Wings, Meatballs, BBQ Cocktail Franks)         


 Cold Buffet- ( Vegetable Tray, Cheese & Sausage Tray, Fruit Platter)


 Pizza Buffet (A Variety of Pullman’s Gourmet  Pizza)

**Other options are available.

The person responsible for the post- dinner bill: _____________________________________________________ 
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Food and Beverage Details
Beer Half Barrel:
What kind of beer? __________________________________  Maximum amount of barrels? _______________

What kind of beer? __________________________________  Maximum amount of barrels? _______________
Meal Options:
Plated Dinner-

Entrée Selection 1: __________________________________
    Side: _____________________

Entrée Selection 2: __________________________________
    Side: _____________________

Entrée Selection 3: __________________________________
    Side: _____________________


**You must provide place cards identifying each guest’s entrée selection.
Buffet- 
Entrée Selection 1: __________________________________
    

Entrée Selection 2: __________________________________
    

Entrée Selection 3: __________________________________











Place cards codes:

  







1:__________________
Side  Selection 1: __________________________________
2:__________________    










3:__________________
Side Selection 2: __________________________________
4:__________________   

Dessert Assortment: YES  OR  NO
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Other Information
We plan on decorating at this time: _________________   **Please work with the coordinator for exact decorating times available
Ceremony Location: ______________________________________        Ceremony Time: _________________

Cake Company: __________________________________________
         Cake Delivery Time: ____________ 

Florist: _______________________________________________
       Flower Delivery Time: ___________

Entertainment: _________________________________________            Set-Up Time: _________________

Photography Company: ____________________________________________________________________

Other Vendor: __________________________________________
        Time: _______________________

Other Vendor: __________________________________________
        Time: _______________________

Other Vendor: __________________________________________
        Time: _______________________

_____________________________________________________________________________________
Bride’s  Parents:  ________________________________________________________________________
_________________________________________________________________________

Groom’s Parents:  ________________________________________________________________________

_________________________________________________________________________
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