












Quick Event Checklist 

A plot plan must be submitted to facility coordinator by facility user 15 days ‫  
 prior to event. Have you gone over the plan to provide for: guest book table,  
 gift table, cake table? Does your DJ need a table?

Have you chosen someone to be the onsite coordinator on the day of the ‫  
 wedding? Give your coordinator your plot plan, go over all important details  
 and timelines, and provide phone numbers for rental companies, fl orist,  
 caterer, offi  ciant, and other delivery companies. 

?Have you provided enough time for set-up ‫
  
Have you carefully planned table decorations and freestanding decorations for ‫  
 the outdoors?  No nails, staples, and tape are not allowed to attach decorations  
 or signage on facilities. 
 
Does your fl orist know that rice, birdseed, rose petals, confetti, or anything of ‫  
 this nature is not allowed.

?Have you arranged for clean-up after the event ‫

Did you arrange for your rental company drop off  in enough time? Have you ‫  
 told them to pick up the equipment within the hours specifi ed on facility use  
 contract?  

Does your DJ know the layout? Do they know where the outlets are and have ‫  
 enough extension cords?
 
.Dance fl oors must be placed on astro-turf or equivalent surface ‫ 

BE KIND TO CATERERS
Please give your caterer our detailed instructions. Review the wedding layout 
with your caterer, especially if they plan to use the gallery kitchen. If you have 
a barbecue or other special cooking planned — BBQ’s  must be placed on the 
cement area outside of the caterers’ kitchen within the Adobe Gallery. 
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