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Flere Lag Stevne

Conference
BEO #: 26931484
BANQUET EVENT ORDER
Account Name: Flere Lag Stevne 2025 BEO#: 26931484
Contact Name: Joy Shong Catering Mgr:
Address: Sales Manager: Megan Schams
E-mail: shongjc@sbcglobal.net Booking Name: Flere Lag Stevne
Conference
Telephone: 262-490-0180 On-Site Contact: Joy Shong
Time Areas Event Type Guests | Gtd | Rental | Setup Type
8:00 am - 9:00 pm Timberlands Exhibits/Trade Show
12:00 pm - 7:45 pm Watering Hole Registration
1:00 pm - 7:45 pm Pines Event
1:00 pm - 2:00 pm Salon AB Event
1:30 pm - 4:30 pm SalonC Breakout
2:00 pm - 7:45 pm Hearth Boardroom Hospitality Room
5:00 pm - 5:45 pm SalonC Event
5:30 pm - 6:30 pm Thomas G Rowe Dinner
6:00 pm - 6:45 pm SalonC Event
7:15 pm - 8:00 pm SalonC Event
EVENT SPACE FEE
Tue, 8/5/2025 Salon AB Event 1:00 PM
Price Total
1 Total Conference Space Deposit $2,375.00 $2,375.00
1 Remaining Room Rental $950.00 $950.00
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FOOD
Tue, 8/5/2025 Thomas G Rowe Dinner 5:30 PM
Price Total
49 BBQ Pulled Pork - Serve Time: 5:30pm $18.00 $882.00
BBQ Pulled Pork
Coleslaw
Chips
Cookies
Dietary Restrictions
- 2 Gluten Free Options
BEVERAGE
Tue, 8/5/2025 Salon C Breakout 1:30 PM
Price Total
1 Complimentary Water Station
- place on cocktail table with cups
Tue, 8/5/2025 Hearth Boardroom Hospitality Room 2:00 PM
Price Total
1 Coffee Urn - Based on Consumption
- 1st Urn is complimentary/ Any refills after will be $40/urn
- Diane Clounch will be coffee ambassador for this space.
SETUP
Tue, 8/5/2025 Timberlands Exhibits/Trade Show 8:00 AM
Room Set:
See Diagram
total of 6 vendors, using two tables each, and 3 chairs per table
Needs to be lockable overnight
Tue, 8/5/2025 Watering Hole Registration 12:00 PM

Registration:

2 wide tables with 3 chairs

garbage can requested

Access to power outlets for computer & printer

2-3 additional wide tables with 2 chairs each for organization displays
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Tue, 8/5/2025 Salon AB Event 1:00 PM

Room Set:

Volunteers will be setting up around 8am on Tuesday

37 wide tables (in 5 groups around edge of room - see diagram)

Tablecloth:

No Skirting

30 chairs needed for these tables

Group in back of B will need 6 chairs.

12 round or rectangle tables with tablecloths (or as many that fit, with room to move between)
3 chairs for each round table (This is for researchers)

Need extensions cords needed by all 5 groups

Would like Door to Salon A to be main access point, and have Salon B doors locked at all times, and used as an
emergency exit only.

Room will need to be locked if no one is inside it.

Tue, 8/5/2025 Pines Event 1:00 PM

Room Set:

7 wide tables along the wall (if they will fit)
Tablecloth:

1 table in middle (wide or rectangular)
room needs to be locked overnight

Tue, 8/5/2025 Salon C Breakout 1:30 PM

Room Set:

Theater style set - 130 people

Podium & American Flag

Front table for speakers to use for computers

Lavalier Microphone

AV Cart

Cocktail table near door to put handouts on for people to pick up on the way in.

Client will use our projectors & screens, but some speakers may be bringing their own as a back up if they can't connect
to the provided projector.

From 1:000-9:00p - Multiple Speaker presentations. Groups may be smaller throughout the afternoon from 20 - 75
people, but chairs will remain set at 130 for the entire conference.

FLIP:

After 9pm, add a head table with three chairs in Salon C - can use the front table used for presenters, but will
need 3 chairs for board members.

Tue, 8/5/2025 Hearth Boardroom Hospitality Room 2:00 PM

Room Set:
Group will be bringing Norwegian food snacks
Need access to refrigerator
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AV & TECH REQUIREMENTS

Tue, 8/5/2025 Salon AB Event 1:00 PM
Price Total
1 AV Package (Included)
-3 projectors, 3 screens, 1 TV Screen, 4 HDMI Cords, 1 Microphone and 1
podium at no cost to Client.
- Projector and Screens down in Salon AB & Podium, Microphone, Projector
and Screen in Salon C with HDMI Cords accordingly.
-TV Screen and HDMI Cord in:
BILLING INFORMATION
Total
Room Rental $3,325.00
Food $882.00
Subtotal $4,207.00
Service Charge 21.0% $185.22
Sales Tax 5.0% $53.36
Local Tax 0.5% $5.34
1st Deposit $0.00
2nd Deposit $0.00
3rd Deposit $0.00
Grand Total $4,450.92
Initial Deposit (Check) Paid 8/19/2024 -$2,375.00
Remaining Room Rental & Part F & B (Check) Paid 7/14/2025 -$2,075.92
Estimated Amount Due $0.00
F&B Minimum Total
-$0.00 Met

Client Signature

This section reserved for staff signature
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