	CATERING ESTIMATE



	CATERER
Business name: Example Catering Co.
Address: 9 Example Market Street, Sampletown
Phone / email: [Phone or email]
	ESTIMATE DETAILS
Estimate no.: CT-2306
Date: Oct 29, 2026
Valid until: Nov 20, 2026
Prepared by: [Event coordinator]


CLIENT
	Client
	Example Marketing Group
	Contact
	Alex Sample, office manager

	Phone / email
	[Phone or email]


EVENT
	Event
	Company holiday dinner
	Event date
	Dec 11, 2026

	Venue
	Example Hall, 12 Sample Street, Sampletown

	Guest count
	80

	Service
	Plated dinner, 6 p.m. to 10 p.m.


MENU (PER GUEST)
	Description
	Qty
	Unit
	Rate
	Amount

	Plated dinner: salad, choice of two entrees, two sides, dessert
	80
	guest
	42.00
	3,360.00

	Passed appetizers, 3 kinds, first hour
	80
	guest
	9.50
	760.00

	Coffee and tea station
	80
	guest
	3.25
	260.00

	
	
	
	
	

	Menu subtotal
	4,380.00


STAFFING
	Description
	Qty
	Unit
	Rate
	Amount

	Servers, 5 for 6 hours
	30
	hour
	32.00
	960.00

	Bartender, 5 hours
	5
	hour
	38.00
	190.00

	Event captain, 6 hours
	6
	hour
	40.00
	240.00

	
	
	
	
	

	Staffing subtotal
	1,390.00


RENTALS
	Description
	Qty
	Unit
	Rate
	Amount

	Round tables, seat 8
	10
	table
	14.00
	140.00

	Floor-length linens
	10
	linen
	12.00
	120.00

	Chairs
	80
	chair
	4.50
	360.00

	Plates, flatware and glassware
	80
	setting
	4.00
	320.00

	
	
	
	
	

	Rentals subtotal
	940.00



	Subtotal
	6,710.00

	Service charge (20%)
	1,342.00

	Sales tax, if applicable (0%)
	0.00

	Estimated total
	8,052.00

	Proposed deposit to hold the date (25%)
	2,013.00


MENU AND GUEST COUNT
1. Final guest count and entree choices are needed 10 days before the event
1. Vegetarian, gluten-free and allergy-aware meals can be arranged with notice
PRICING
1. The service charge is 20% of the subtotal. Sample terms: it covers planning and coordination and is not a gratuity for staff
1. Menu prices are per guest; staffing is charged by the hour

	
	
	

	Accepted by (client signature)
	
	Print name

	
	
	

	Date
	
	


Prices are based on the guest count shown above and are valid until the date shown.
