EVENT CHECKLIST

 FORMCHECKBOX 

INFORMATION LETTER SENT TO CLIENT INCLUDING LIST OF POLICIES AND PROCEDURES 
OF BUILDING.    


Date Sent:   
 FORMCHECKBOX 
  
CLIENT CONTACTED/ATTEMPTED:
 Date:
Contact:
Result:

























 FORMCHECKBOX 

LAYOUTS/SET UPS RECEIVED:

Date:   

Date:   
 FORMCHECKBOX 

FACT SHEET DISTRIBUTED:

Date Distributed:  
 FORMCHECKBOX 

CREW SCHEDULED:


Date Scheduled:   
 FORMCHECKBOX 

AV/PHONES/SPECIAL EQUIPMENT ORDERED:

Date:
Item:
















 FORMCHECKBOX 

ELECTRICAL ORDERS PROCESSED:

Date Processed:   
 FORMCHECKBOX 

CLIENT BILLING SENT TO ACCOUNTING:


Date Sent:   
 FORMCHECKBOX 

CATERING BILL SENT TO ACCOUNTING:


Date Sent:   
 FORMCHECKBOX 

OPERATIONS REPORT COMPLETE:


Date Completed:   
PROBLEMS/COMMENTS:   
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