Event Pack-up Checklist

EVENT:___________________DATE: _______

Pack Out Contact:______________Phone:__________

Serving Utensils


Event File

Towels, Cloth


Coffeemaker____   and/or Air-pots____

Coffee / Coffee Signs


Sugar Packets 


½ & ½ 


Paper Towels

Bussing Trays


Passing Trays​​​​​​​____  Bamboo Picks____  Used pick holder____

To-Go’s/ Carry-outs


Bev Naps (Color:____________________)

    passing     bar       buffet


Disposables: plates, cold cups, hot cups, flatware, etc. 


Convection Oven____  


Extension Cords____

¼ Sheet Trays____

□   ½ Sheet Trays____


Cutting Board____


Carving Sets_____  

□   Black Towels__________

Bar Garnishes (Lemons, limes, olives, cocktail onions,     

                                    Maraschino Cherries, picks) 


Lemon/Lime/Oliver Server Set(s)____

Ice_____lbs

Plexi Tubs  _______            □   Plexi Pitchers_______

Votive Candle Holders/tea lights/tapers 

Black Aprons

Utility Kits including:



    
Fire sticks


   Place Cards

             
Knife



   Sharpie/pen
   
    
Crate Liners

   Wine Openers



    
Scissors


   Beer Openers


    
Latex Gloves

   Ice Scoops


    
Sterno-Lge & Small
   Long-handle Bar Spoons


    
Business Cards

   Rubber Spatula


    
Dish Soap


□   Plastic Knives & Spoons

      Salt & Pepper 

□   Instant-readThermometer

    □   Felt Pads
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