
WeddingPlanning   
Proposal



Day of Coordination
1 hour rehearsal practice at the venue location within 25 miles of Down Emery Lane. 

Lead and direct the practice run of walking down the aisle., clearly indicate the 
order of processional and recessional to bridal party and family. 

Clarify and remind placement/timing of ceremony readings, blessings, unity candles 
etc. 

Review and revise existing timeline to include detailed vendor information, key events, 
and specifics for vendors and bridal party. 

Review and revise floor plan/map/seating chart if needed. 

Email/Phone confirmation for each vendors arrival, final payment, insurance and 
contracted hours. 

Email map, timeline and vendor contracts to all vendors with specific venue 
information and onsite rules/policies if needed. 

8 hours on-site coordination and supervision at the ceremony and reception site 
(Does not include cake cutting, serving of meals/drinks or clean up of food/drink/
restrooms) 

One(1) hour of service is used to oversee the setup and completion of vendor 
responsibilities. Typically 1 hour prior to ceremony start time. 

Liaison between all vendors, guests and bridal party to keep stress and nerves at 
minimum.  Act on behalf of the client and their best interest. Troubleshoot and work 
quickly to fix any issues, concerns or complaints that may arise. 

Check in with bridal party and key family members and prepare them to walk down 
the aisle. 

Manage key events like first dance, tossing of bouquet, cake cutting etc. to ensure it 
all happens timely and efficiently. 

Assist photographer if needed with family photos. 

Ensure bridal party and vendors are where they need to be for each “event”. 

Distribute final payments and gratuities to vendors.  

Assist and oversee the gifts/cards are collected timely and then loaded into the 
appropriate car/person. 

If time permits, assist and oversee the clean up and coordination of rented items/
goods/keepsakes with vendors. Additional clean up crew for trash, dishes, break 
down of set-up, bridal suites, bathrooms, kitchens, etc. will be an additional charge 
for a clean-up crew. 

One (1) Event Coordinator |   8 Hours of Event Service

Pre - Wedding (2 weeks)

Rehearsal 

Day of Wedding 
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Month of Coordination
One (1) Event Coordinator | 8 Hours of Event Service  |  30 days of service

Includes Rehearsal + Day of Coordination 

Help create wedding day timeline that includes 
vendors and bridal party details, key events, moments 
etc. 

Create a “Glam” Schedule for the ladies. 

Assist in creating a processional for the wedding 
ceremony. 

Confirmation of final numbers to all vendors, venues 
along with final payment details and contracted hours. 

Provide recommendations on any services or items that 
may have been forgotten. 

Confirm, communicate and coordinate details and 
logistics with your vendors, ceremony speakers and 
venues. 

One venue walk through to finalize layout details and 
decor placements. 
Assist with seating chart and table placements for 
reception area. 

Tips and guidance on how to pack and prep all your 
wedding decorations and personal items. 

Confirmation and guidance on how to attain your 
marriage license. 

Help organize family photo shot lists and “must have” 
photos for photographer. 

Confirmation of important songs for special moments. 



Partial  Wedding Planning
One (1) Event Coordinator | 8 Hours of Event Service  |  up to 90 days of service

Includes Day Of/Month of Coordination plus… 

Two face to face meetings (1 hour each) 

Create a master vendor contact list to disperse to all 
key people. 

Create a detailed floor plan with vendor placements, 
guest tables and extra tables/lounge furniture. 

Assist in rehearsal dinner planning and recommendations. 
 
Assist table seating prep and RSVP organization 

Assist in finalization and cohesive designs of menus, 
seating cards, programs, thank you gifts etc. 

Confirm liability insurance for vendors, clients and venue. 
(Fire permits if needed) 

Read contracts to ensure all services are being fulfilled 
and that there is no lapse in event coverage. 

Confirm and assist in all final vendor hiring and 
contracts. 

Go through checklist with the clients to ensure we are on 
track with all to - do lists and DIY projects 

Confirmation and assistance in selecting guest book, 
champagne glasses, garter etc. 

Additional site visit to plan out the vision, timeline and 
cohesiveness to the wedding day. Check on power 
outlets for vendor placement.



Includes Day/Month/Partial planning plus… 

5 face to face meetings (1 hour each) 

Assist in design decisions and recommendations. 
(Including floral, signage and floorpan 
suggestions) 

Assist and guide etiquette and how to handle 
difficult situations. Can step in when needed to 
take pressure off the client. 

Liaison between vendors, bridal party and 
clients. 

Recommendations on vendors to hire, hours to 
secure and additional add-ons for each vendor. 

Preliminary floor plan to map out vendor setup, 
rentals and what is needed. 

Guidance on rental needs, food and beverage 
needs, etc. 

Review contracts from vendors before clients 
sign and pay deposits. 

Help clients find vendors and coordinate 
meetings for the couple and vendor. 

Personalized budget tracker with spending 
suggestions by vendor.

Extended Wedding Planning
One (1) Event Coordinator | 8 Hours of Event Service  |  up to 6 months of service



Premiere Wedding Planning
One (1) Event Coordinator | 8 Hours of Event Service  | Full Service Planning

Includes Day/Month/Partial/Extended planning plus… 

Typically starts 12 months prior to your wedding date. 

8 face to face meetings (1 hour each) 

Create a personalized vision/inspiration PDF board to share with 
clients and bridal party/family. 

Complete vision design, including colors, theme, wardrobe, food/
beverage, save the dates/invitations suggestions to help create a 
cohesive wedding from start to finish. 

Assistance in floral selections and decorations/signage.  

Monthly check in with the client to follow up on current planning 
progress, vendors hired, etc. 

Vendor hiring, pre-select 3 vendors per category within clients’ 
budget to forward to clients for interviewing.  

Thorough review of vendor contracts, assistance in negotiating 
price and services to fit within clients’ total budget. 

Reminders and follow-ups on the 12 month planning checklist 
provided by Down Emery Lane.  

Liaison between vendors and clients to help keep stress at minimum 
to clients.  

Reminders and follow ups to complete payments and vendor 
questions/forms. 

Budget assistance and guidance throughout the process, 
redirecting if and when needed to stay within your total budget. 

In this package we are there to help when and where needed. We 
can be involved as little or as much as needed and we want you 
to enjoy this process.



Meet Jessica Herron

After 17 years working in the retail world, I was given the opportunity to be a stay at home mom to my then 1 year old. Staying at home 
all day has never been my thing but being home to be a parent is definitely a dream come true. Shortly after staying home, I joined in 

with my mom and sister and started helping with creative design and concepts. I quickly jumped on board and started seeking ways to 
grow our business and gain new clients.   

I’ve been married for 5 years and I still remember how much a I HATED planning my own wedding. In fact, I made Jaclyn do it all! The 
stress, the opinions of everyone around you, the astronomical quotes on vendors and venues was heartbreaking and just too stressful. It 

was the farthest thing from fun and I dreaded it. Ironically enough, this is MY JOB now. I want every bride and groom to feel the 
complete opposite way I did. I want them to enjoy the process and in 5, 10, 50 years from now, think back at how much fun it was and 

how much closer the planning process brought them to their spouse.  

So here I am, making YOUR dreams come true and helping you have the best day ever.  
It has been quite the whirlwind of being a mom of two boys, Archer(4) and Fletcher(1), planning weddings while still being a wife and 

homemaker but I wouldn’t trade my days for anything. I love what I do and I am grateful for this life. 

Thank you for trusting me and allowing me to be part of this process with you.


