
 
 
 
 

Moving  Forward  Afte r Se curing  Your 
Date  with Che f Jack’s 

 
Congra tula tions on reserving Chef Ja ck’s for your event! We a re honored you ha ve chosen to 
work with us a nd look forwa rd to working with you in the time a hea d. Below a re some 
common questions we receive from customers a s the pla nning process continues. This list is 
mea nt to help guide you a nd a nswer your questions. Plea se do not hesita te  to a sk a ny other 
questions you ma y ha ve or for cla rifica tion.  

 
Q: We ha ve booked Chef Ja cks Ca tering – wha t ca n we expect now?  
A: We  are  truly honore d  to be  a  part of your spe c ial e ve nt and  we  look forward  to collaborating  
with you. 6-8 we e ks p rior to  your e ve nt, we  will arrange  a  final de tails m e e ting . This m e e ting  will 
e ithe r take  p lace  at your ve nue , or a t our office  in Wauke sha, de pe nd ing  on the  ve nue . We  will 
inc lude  this inform ation in the  e m ail we  se nd  out to  sche dule  this m e e ting . If the  m e e ting  take s 
p lace  at your ve nue , you will ne e d  to re ach out to  the  ve nue  coord inator first to  choose  the  date  
and  tim e . 

 
 
Q: When we meet to cover fina l deta ils, wha t will we go over? Is there a nything I should bring with me? 
A: That’s a  g re at que stion! This m e e ting 's focus is to  d iscuss your e ve nt de tails and  finalize  any 
unce rtain de c isions. We 'll add re ss any unce rtain de c isions toge the r, e nsuring  e ve rything  is 
finalize d  by the  e nd  of the  m e e ting . This approach he lps to  ke e p  your p lanning  e xpe rie nce  
e njoyab le  and  hassle -fre e  and  le ads up  to a  se am le ss e ve nt. 
 
At this m e e ting  we  will d iscuss in de tail the  following : 

1) Ve ndors-DJ, Photographe r, Florist e tc .… Ple ase  fill out the  Ve ndor Que stionnaire  and  
se nd  it back to us p rior to  this m e e ting  (Se e  Custom e r folde r in Confirm ation e m ail).  

2) Tim e line : We  will c re ate  a  d inne r/ e ve nt tim e line -walking  through the  day from  start to  
finish.  

3) Line n Se le c tion: We  will have  line n tab le c loth swatche s as we ll as napkin swatche s for 
you to choose  from .  

4) Me nu Confirm ation: We  can m ake  any change s at this tim e . 
5) Floor p lan: Your ve nue  will c re ate  a  floor p lan for you. This will be  share d  with us as we ll. 

 
 
Q: I a m sending out my invites soon-wha t items should I list for my guests to know? 
A: This de pe nds on your m e nu style . If you are  offe ring  your gue sts sing le  e ntré e  choice s such as 
chicke n or ste ak (p late d  sit down m e al), you would  list the se  ind ividually. If you are  offe ring  one  of 
our dual e ntré e  p late s (p late d  sit down m e al) or any othe r m e nu style , the re  is  no ne e d  to ask your 
gue sts the ir p rote in choice . You can also list som e thing  like  Spe c ial Die tary Me als availab le  upon 
re que st. The se  m e als will be  in your m e nu unde r Othe r Op tions. We  do offe r Ve ge tarian, Ve gan, 
Re stric tive  Me al, and  Child re n’s Me als if ne e de d . Ple ase  se e  the  Wedding Invita tions Sa mple and  
Guest Count Worksheet in your portal for m ore  de tails. 



 
 
 
 
Q: Are pla ce ca rds required? If so, wha t do they need to include? 
A: Place  cards are  only re quire d  for gue st se ating  arrange m e nts if offe ring  a  choice s m e nu. If this is  
the  case  you would  list the  gue st’s nam e , the ir tab le  num be r and  signify the ir m e al choice  with the  
m arking  you de signate  towards that m e al. We  ask that this sym bol (whe the r a  color, a  stam p , a 
ribbon color e tc .…) be  c le ar for the  se rving  staff to  se e . Ple ase  fe e l fre e  to  ask or se nd  ove r a  p icture  
of what you will be  p rovid ing  for a  p lace  card , and  we  are  happy to he lp  offe r any input. 
 
For a ll othe r m e nus-p lace s cards are  only re quire d  for gue sts who ne e d  a  spe c ial d ie tary m e al. We  
will go into m ore  de tail about this a t the  final de tails m e e ting . Be side s those  p lace  cards, you have  
the  fle xib ility to  d isp lay your gue sts se ating  arrange m e nts with p lace  cards for e ve ryone  or a  Gue st 
Se ating  Chart. 
 
 
Q: I ha ve a ll my RSVP’s in–how do I let you know my needs for mea ls? 
A: Com ple te  the  corre c t Gue st Count Workshe e t to  com m unicate  a ll the  m e als ne e de d  for your 
e ve nt. This docum e nt is  inc lude d  in your custom e r folde r, locate d  in your confirm ation e m ail and  
will a lso be  e xp laine d  at the  final m e e ting . 

 
 
Q: We a re rea dy to pa y our fina l invoice-how do we do this a nd wha t items do we need? 
A: That’s g re at ne ws. That m e ans the  e ve nt is  a lm ost he re !! All your final num be rs and  docum e nts 
are  due  11 days be fore  your e ve nt. Paym e nt is  due  9 days be fore  your e ve nt. An e m ail re m inde r (or 
two) will be  se nt out to  you the  we e k be fore  which will inc lude  de tails of a ll ite m s ne e de d  to 
p roce ss your num be rs and  cre ate  a  final invoice  for you. It’s im portant that we  have  all the  ite m s 
be fore  se nd ing  out the  final invoice  to e nsure  no de tails are  m issing  and  e ve rything  is accounte d  
for. The se  ite m s will inc lude  the  p re viously m e ntione d  Gue st Count Workshe e t and  num be re d  
floor p lan p rovide d  to you by your ve nue . 
 
Many custom e rs p rovide  us with this inform ation a  fe w days ahe ad  of the  due  date , so we  m ay 
calculate  the  invoice  and  p rovide  a  final total in advance  of the  9 days be fore  your e ve nt de ad line . 
We  will the n se nd  ove r a  paym e nt link for paym e nt, or we  can arrange  for a  che ck or cash d ropoff 
a t our office  
 
 
Q: I ha ve pa id my fina l bill, but I ha d some guests drop out-wha t do I do? Ca n I a dd guests a fter this 
fina l bill ha s been pa id? 
A: Unfortunate ly, once  the  final gue st count num be rs have  be e n subm itte d  9 days be fore  your 
e ve nt, you cannot de cre ase  the  num be r of gue sts a t this point. Howe ve r, you m ay incre ase  the  
num be r of gue sts afte r this de ad line  up  to thre e  days be fore  the  e ve nt. 
 

 
 
 
 
 


