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THE OMAHA PRESS CLUB

Planning & Event Confirmation Form
Date of Booking:   
Date of Event:      
Time of Day:          FORMCHECKBOX 
 AM   FORMCHECKBOX 
 PM 

Name: (Individual)      
Member’s Name:      
Name: (Business)      
Address:      
Phone:      
Fax:      
Member Number:      
Non-Member :   FORMCHECKBOX 

Rental Fee: $ 300.00 FORMTEXT 

     

Non-Refundable Deposit: $ 
Number of Guests:      
Start Time:      
Bar Time:      
Food Time:      
Meeting Time:    
Location:      
Staff:      
Private  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

Menu: Cocktails/Hors d’oeuvres      
Sit-down      
Buffet      
Other:      
Table Set-up:  Napkins $ .60 ea, Table Cloth $6.00 ea                                 

BAR DETAILS: CASH   FORMCHECKBOX 
  HOSTED BAR:  FORMCHECKBOX 
 BEER $      BEER & WINE $
 FULL BAR PREMIUM $       

I agree: (print name) _______________________ to an additional hosted bar of $
HORS D’OEUVRES:      
SALADS:      
ENTREE(S):      
POTATO / VEGETABLE:      
DESSERT(S):      
SPECIAL EQUIPMENT: (Charges $     )  
NOTES:      
HOSTED PARKING:  FORMCHECKBOX 
 2)  FORMCHECKBOX 
 4)  FORMCHECKBOX 
 6)   FORMCHECKBOX 
 YES     FORMCHECKBOX 
  NO
CANDLES: ($.50 EA):  FORMCHECKBOX 
 YES      FORMCHECKBOX 
  NO

OMAHA PRESS CLUB 

    
 Date

Client
     



               Date

Telephone: 402-345-8587     FAX: 402-345-0114

DAMAGE WAIVER & GUARTANTEE: Credit Card:  FORMCHECKBOX 
  Visa      FORMCHECKBOX 
  MC   CARD NO. #
Name on Card: 
3% ADMINISTRATIVE CHARGE ON ALL CREDIT CARD PAYMENTS

Coordinating – Event Planning
OPC will provide one hour of event planning at no charge. A $25 per hour event planning or coordinating fee will be charged for all planning after the one hour, no exceptions. This will include phone calls, question & answers, email responses, menu planning and changes, meeting with vendors etc…
A signed event confirmation confirms agreement with the Banquet Policies Manual.

All events must have signed agreement prior to event.
