Event Check List for Caterers
Group Name: ___________________

Event Date: ___________________
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Who is your on-site contact during the event? _________________________

What time will your staff arrive to set up? ________ a.m. / p.m.

Have your staff been instructed to return site to its original condition? Yes ____  No ___

Are you expecting rentals? Yes _____
No _____ Exclusive Affair Rentals is CNIB’s exclusive supplier – ONLY!
What is the expected time of arrival?
________ a.m. / p.m.




What time will they be picked up? 
________ a.m. / p.m.




What access to the building do you require? ____________

Are you expecting A/V?  If so, who & when?
____________________________

Have arrangements been made for a coat check? ___________________________

Have arrangements been made for pipe & drape (if required)? __________________

Which and how many of the following do you require from the CNIB:


60” rounds 

_____ (max. 34)
Where? ____________________


8’ longs


_____ (max. 10
Where? ____________________


6’ longs


_____ (max. 5)

Where? ____________________


black chairs with arms
_____ ( max. 260) 
Where? ____________________

(café) black chairs no arms____ (max. 100)
(only used evenings or weekends)
What are your power requirements and where? (see attached floor plan outlining electrical)

_________________________________________________________________________

“ANNEX – 114B Room” - The CNIB Centre has the following available to external Caterers  
· 2 fridges

· 3 x 120 outlet (15 amp)

· Electrical Power Distribution Panel - $250.00 per use

Are you using butane burners?

Yes ____
No ____

If you are, please bring fire extinguishers for each station.

Have you submitted your menu & timeline in advance to your CNIB contact person? 

Yes ____      No ____

* DON’T FORGET:
· SOP – Special Occasion Permit ,  indoor location 10 days in advance or outdoor 30 days in advance of event by the caterer or client
· cold refreshments for your staff

· garbage bags – a) $100.00 fee for CNIB removal                 Yes___      No ___           

                     OR      b) caterer to take it off the premises  
Yes___     No____

· if b) - to make arrangements to remove garbage

· your own dollies;  CNIB does not provide dollies for use during events
· Group to provide own extension cords
· 10% landmark/gratuity based on food/beverage for external licensed caterers – copy of the caterer invoice to be given to the CNIB at the end of the event.
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1929 Bayview Avenue

Toronto, Ontario M4G 3E8

Tel 416-486-2500 ext. 3868 
Fax 416-480-7700
facilities@cnib.ca
www.cnib.ca/centre
Form completed and returned to Manager of Conference Services.

Faxed or scanned 48 hours prior to each event.


