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ATTCHMENT B - VENUE WORKSHEET 

Client Information

Name of Client: 
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Outside Vendors

CATERING 
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Outside Vendors (cont.) 

EQUIPMENT RENTALS AUDIO VISUAL 

Company Name: Company Name:

Point Person: Point Person:

Phone/Email: Phone/Email:

Arrival Time: Arrival Time:
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Event Timeline 

Time Event Location

AM PM 

AM PM 


