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SAMPLE ORDER OF PROCEEDINGS 





	Time
	Action

	00.00am
	Event organisers arrive onsite for set up


	00.00am
	Check venue and furniture is set up
Contact:
Ph:
See attached order


	00.00am
	Supplier arrival
SUPPLER:
PH:
Delivery: xx floral arrangements


	00.00pm
	Guests are welcomed and checked in by event organisers 

[bookmark: _heading=h.ps6qu0sd0mus]Refreshments and canapes service begins


	0.00pm
	MC Welcomes Group

	0.00pm
	Guest speaker begins

	0.00pm
	Main course is served (40mins)


	0.00pm
	Main course is cleared (10-15mins)


	0.00pm
	Dessert is served  (20mins)


	0.00pm
	Tea and coffee are served (allow at least 15mins until conclusion of event)


	0.00pm
	Pack down


	0.00pm
	Depart





Contact:

NAME
P: 03 990X XXXX   M: 04XX XXX XXX
E: 
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