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Event Details Form 

Client information 

Client name: ______________________________________________________________________ 

Phone Number: __________________________________________________________________ 

Billing STREET Address: ________________________________________________________ 

BILLING CITY/STATE/ZIP: _________________________________________________________ 

 

Company Information 

Company name: ___________________________________________________________________ 

Company Representative: _______________________________________________________ 

Phone Number: ___________________________________________________________________ 

 

Event Information 

Event Date: _______________________________________________________________________ 

Event day: ________________________________________________________________________ 

Occasion: _________________________________________________________________________ 

Number of Guests: _______________________________________________________________ 

 

Type of Service 

Full Service (7% Tax & 18% Gratuity will be added) Yes________ No__________ 

Delivery Only (7% Tax & a Delivery fee will be added) Yes_______No__________ 

 

Budget amounts  

Minimum (including 7% tax & 18% gratuity) _____________________________________  

Maximum (including 7% tax & 18% gratuity) ____________________________________ 

 

Venue Information   

Name of venue: ___________________________________________________________________ 

Address: __________________________________________________________________________ 

Venue Contact Name/Number: __________________________________________________ 

 

Is a business license required? Yes ____________________ no _____________________ 

Is Insurance required? Yes _____________________________ No _____________________ 

Are any other documents required? Yes ______________ No _____________________ 

If so, please list them below: 

_____________________________________________________________________________________ 

 

Event Details 

Set Up Time: _________________ (At least 3 hours before start time is required)  

Event Start Time _______________________ Event End Time: _____________________ 

Break Down Time: _____________________________ (At least 1.5 hours is required) 

Serving time: _____________________________________________________________________ 

Theme: ____________________________________________________________________________ 

Colors: ___________________________________________________________________________ 
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Desired Menu Details 

Menu type: Breakfast _____      Lunch _____      Brunch _____      Dinner __________  

Heavy buffet Appetizers ____________   Tray Passed Hors D’oeuvres___________ 

Will there be a cocktail reception? Yes ____________     No______________________ 

If so, what is the start & end time of the cocktail hour? ______________________ 

If yes, will the cocktail menu be buffet or tray passed? ______________________ 

 

Dessert Services 

Do you need a wedding or custom cake? Yes __________ No __________ 

If yes, please provide the following information: 

~How many guests does it need to feed? ________________________________________ 

~Cake Flavor(s)? _________________________________________________________________ 

~Type of Frosting? Check one: Buttercream __________   or fondant __________ 

~Type of filling (between layers)? ______________________________________________ 

 

Do You need Dessert Buffet Services? Yes ______________ No___________________ 

If yes, which desserts are needed on the buffet? 

~______________________________________  ~_______________________________ 

~______________________________________  ~_______________________________ 

*Please note that you may need to provide inspirational pictures. We don’t 

promise to duplicate other bakers’ designs, however we will make every 

attempt possible to come close as possible. 

 

Amenity Details  

Does the venue have any Kitchen Amenities: Yes _____________    No ____________ 

If Yes, what amenities are available to use for your event? 

Stove/oven __________ Refrigerator ____________ freezer ________________ 

Ice machine __________ Microwave _______________ Counter Space ________ 

Prep area ____________ Sink ______________________ Water access _________ 

Any additional amenities not listed: ____________________________________________  

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

  

Does the venue have Equipment that you’ll be using for the food buffet 

(tables, linens, etc.): Yes _____________________ No _____________________________ 

If yes, please list them: __________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

Requested Serving style 

Buffet (self-serve) ___ buffet (served by staff) ___ stations (self-serve) ____ 

stations (served by staff) __________ Tray Passing (By Staff) __________________    
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Additional Notes  

______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
IS A TASTING NEEDED? YES _______________________ NO ___________________________ 

 

Just as all of our catering services are provided off-site, so are our tastings. We 

can deliver it to you to taste at your leisure, or we can come to your home and 

combine it with a consultation.  

 

The tasting is your opportunity to give us your honest feedback on specific dishes 

(too salty, not enough sauce, etc.) so we can adjust the dish to your 

specifications. It is also your opportunity to decide not to include a tasting item in 

your menu and choose other menu items. So, it’s important to be honest with your 

taste buds and us to let us know your likes and dislikes.  

 

It’s best to have narrowed down your food selections to only a few items before 

the tasting so that we aren’t preparing unwanted food because tastings are 

expensive and labor intensive. 

 

Pricing: You may select two entrees with two sides for $30 per person. If dessert 

is part of your tasting, you may select one basic cake flavor for $20 or one 

specialty cake flavor for $30. Cake tastings come in the form of 6 cupcakes. The 

price is subject to change if there are ingredients in your tasting choice(s) that 

are not in season. Foods not in season are always more expensive out of season.  

 

Most of the choices on our menu can be prepared for a tasting. Select items that 

you intend to serve at your event. Unlike restaurants, we are not always 

available to provide a tasting due to previously scheduled events/orders. We 

recommend that you schedule your tasting well in advance of when you need to 

make your final decision on the menu. 

 

Full service: everything you need is included, except the tables. We provide black 

or white linens, catering equipment, catering utensils, table décor, quality 

disposables (plates, cutlery, napkins & cups (if ordering beverage), set up, break 

down and clean up. 

 

Delivery only: the food only will be delivered. You’ll be required to warm and set 

it up.   

 

Thank you for considering us for your upcoming event and we look forward to 

hearing from and hopefully serving you as well! 

Red Velvet Catering & Events, llc 
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