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Relax, listen and take notes!

Download the presentation. Email me with any questions: 
tablewizard1@gmail.com



Session Objects And Benefits

Over all: Help you be a better leader - manger when executing special events.

1. Getting everyone on the same page.

нΦ Iƻǿ ǘƻ ŎǊŜŀǘŜ ŀƴ ŜǾŜƴǘ ƻƴŜ ǎƘŜŜǘΧ ǘƘŜ ǎƛȄ ƴŜŎŜǎǎŀǊȅ ŎƻƳǇƻƴŜƴǘǎΦ

3. Conducting the pre event meeting using a customized checklist of issues to address 
with staff for an efficient, safe meeting - focused on creating a wow guestexperience!



Idea Swag = Pre-event Checklist ICA resources email me: 
tablewizard1@gmail.com



Set Up Your Staff For Success!
Remove Obstacles

Provide Tools
Encourage them to grow



What Business Are You In?

Parties?

Food?

Events?



The People Development Business. 

Food and events pays the way! 

Adjust your thinking to this: 

άPeople come to work to improve the work they do, 
ŀƴŘ ǘƘŜƳǎŜƭǾŜǎΦέ 

You will attract and retain better quality people!



What Is A One Sheet?

Why Use A One Sheet?



What Is An Event One Sheet?

An event one sheet is a consolidated written summary of the 
important information - points of how to execute an event!

Event One Sheet



Rudyard Kipling Poem

I KEEP six honest serving-men
(They taught me all I knew);

Their names are What and Why and When
And How and Where and Who.

Six Questions Must Be Asked and Answered!



Event One SheetSample - Front

Back Side Layout Drawing

Cindy & Brian Wedding & Reception
Event One Sheet

10/10/2020

Captain:John Wilson

Time What Where How Who
3:00 PM Staff arrives G1

Unload and place Per drawing

Set up Kitchen Kitchen tent Per drawingChef Bill

Set up Guest Welcome Entrance Per drawingNancy

Set up Ceremony Side patio Per drawingJose, John

Set up Bars Back patio-2 Per drawing
John, 
Cindy

Set up Reception Back patio Per drawing

Set up Dinning Dinning RoomPer drawing

5:00 PM Staff Meeting Dinning RoomChecklist All 

5:30 PM Ceremony
Nancy, 
Sue

6:00 PM Bars Open
6:00 PM HD's Back Patio Tray PassJane, Beth

6:10 PM
Pour water & pre set 
salad

Nancy, 
Sue

6:45 PM Doors open Bill

Welcome Guests All

Confirm Food Orders



One Sheet Complex - Front






