
 

   

 Wedding Planning Packages 

 

Day of coordination: - USD$500.00 

Our services begin 4 weeks prior to the event and include: 

Pre-Wedding 

♥ Initial consultation to go through all aspects and client’s vision for the event 

♥ Reviewing vendor contracts  

♥ Compiling a list of vendor contacts 

♥ Ensuring payments are made on time to  vendors 

♥ Scheduling a detailed walkthrough on site (wedding and reception venues) with vendors  

♥ Creating and distributing a detailed schedule incorporating photographer’s timeline, DJ/Band’s 

timeline, Bridal party timeline and vendors’ timelines. 

Wedding Week 

♥ Attending a final meeting with client  

♥ Confirming all details and arrival times for vendors 

♥ Providing schedule for family and VIP guests 

♥ Coordinating all printed materials 

♥ Coordinating 1hour rehearsal with (or without) Officiant 

 

Wedding Day 

12hr Day 

♥ Coordinating all aspects for the event 

♥ Coordinating and supervising vendor setup in accordance with vendor contracts 

♥ Coordinating the distribution of final payments and gratuities  

♥ Delivering wedding day essentials such as guestbook, stationery etc. safely to venue 

♥ Monitoring timelines 

 



 

 

 

 

 

♥ Handling all moment-to-moment challenges 

♥ Direct communication between vendors and Bride/Groom 

♥ Attending to all the requesting of the Bride/Groom 

♥ Ensuring all guests are comfortable 

♥ Ensuring everyone is fulfilling their responsibility (ushers, greeters etc.…) 

♥ Distributing personal flowers and ensuring everyone is in place 

♥ Providing an event emergency kit (including sewing kit, stain remover, etc) 

♥ Placing a restroom amenities basket 

♥ Overseeing smooth transition from ceremony to reception 

Reception 

♥ Conducting final seating and table check prior to guests welcome to reception 

♥ Assisting in the seating of guests and bridal party 

♥ Cueing all music changes and speeches with band/DJ 

♥ Cueing guest of honor and family for special moments including: cake cutting, toasts and 

dancing 

♥ Ensuring client’s personal property and wedding gifts are packed and secure 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Partial Planning: - USD$800.00 

Our services begins 4-6 months prior to the event and include: 

Pre Wedding 

♥ Initial consultation to go through all aspects and client’s vision for the event 

♥ Recommending vendors in accordance with event budget and style 

♥ Attending one site visit with client to establish the client preferences, direction and flow 

♥ Unlimited phone and e-mail communication/advice for client 

♥ Monthly  meetings to check on client’s progress and to do list 

♥ Assisting and offering advice on budget creation 

♥ Reviewing all vendor contracts 

♥ Compiling a list of vendor contacts 

♥ Ensuring payments are made on time to the vendors 

♥ Assisting in Décor conceptualization and stylistic input 

♥ Assisting with save the date, invitation, program and menu wording 

♥ Assisting in menu planning 

♥ Attending tasting and sample table 

♥ Ceremony & Reception Seating Planning  

♥ Providing spreadsheet templates for the following: guest list, RSVP’s, seating plan, 

photography shot list, payment schedule, ceremony music, and reception “do not play” list 

♥ Scheduling a detailed walkthrough on site (wedding and reception venues) with vendors  

♥ Creating and distributing a detailed schedule incorporating photographer’s timeline, DJ/Band’s 

timeline, Bridal party timeline and vendors’ timelines. 

♥ Direct communication with all vendors for all logistical needs 

 

Wedding Week 

♥ Attending a final meeting with client  

♥ Confirming all details and arrival times for vendors 

♥ Providing schedule for family and VIP guests 

♥ Coordinating all printed materials 

♥ Coordinating 1.5 hour rehearsal with (or without) Officiant 

 

 



 

 

 

 

 

Wedding Day 

♥ Coordinating all aspects of the event 

♥ Coordinating and supervising vendor setup in accordance with vendor contracts 

♥ Coordinating the distribution of final payments and gratuities 

♥ Managing and coordinating transportation for family and guests 

♥ Providing an event emergency kit (including sewing kit, stain remover, etc) 

♥ Placing a restroom amenities basket 

♥ Organizing and set up of escort cards, place cards and menu cards 

♥ Conducting final lighting and sound inspection prior to guest arrival 

♥ Handling all moment-to-moment challenges 

♥ Arranging favors (if applicable) 

♥ Overseeing smooth transition from ceremony to reception 

Reception 

♥ Conducting final seating and table check prior to guests welcome to reception 

♥ Assisting in the seating of guests and bridal party 

♥ Cueing all music changes and speeches with band/DJ 

♥ Cueing guest of honor and family for special moments including: cake cutting, toasts and 

dancing 

♥ Ensuring client’s personal property and wedding gifts are packed and secured 

 

 

Wrapping up 

♥ Ensuring return/pick up of all rental elements from caterer and vendors (up to 2 days after 

event) 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Full Planning- USD$1200.00 

Our services begin 12-18 months prior to the event and includes: 

Pre-Wedding 

♥ Initial consultation to go through all aspects and client’s vision for the event 

♥ Recommending venues and vendors in accordance with event budget and style 

♥ Scheduling  and attending all vendor meetings  

♥ Attending one site visit with client to establish the client preferences, direction and flow 

♥ Unlimited face to face meetings, phone and e-mail communication/advice for client 

♥ Creating budget; managing  deposit schedule and payments 

♥ Reviewing and negotiating all vendor contracts 

♥ Decor conceptualization and coordinating overall event vision and design 

♥ Ceremony & Reception Seating Planning  

♥ Creating and distributing a detailed schedule incorporating photographer’s timeline, DJ/Band’s 

timeline, Bridal party timeline and vendors’ timelines. 

♥ Scheduling a detailed walkthrough on site (wedding and reception venues) with vendors  

♥ Providing guidance and sample text for printed materials including: save the date, invitation, 

ceremony program, and menu 

♥ Arranging accommodation for out of town guests 

♥ Scheduling and booking all guest and family transportation to/from ceremony and reception 

♥ Collating, stamping and mailing save the dates and invitations 

♥ Assisting in menu planning and attending tasting with caterer 

♥ Coordinating a sample table 

♥ Sourcing and ordering items and packaging for favors  

♥ Providing and maintaining spreadsheet templates for the following: guest list, RSVP’s, seating 

plan, photography shot list, payment schedule and “do not play” list Direct communication 

with all vendors  

♥ Direct communication with all vendors for all logistical needs 

 

 

 

 



 

 

 

 

Wedding Week 

♥ Attending a final meeting with client  

♥ Confirming all details and arrival times for vendors 

♥ Ensuring out of town guests have arrived and are comfortable 

♥ Providing schedule for family and VIP guests 

♥ Coordinating all printed materials 

♥ Coordinating 1.5 hour rehearsal with (or without) Officiant 

Wedding Day 

♥ Coordinating all aspects of the event 

♥ Coordinating and supervising vendor setup in accordance with vendor contracts 

♥ Coordinating distribution of final payments and gratuities 

♥ Managing and coordinating transportation for family and guests 

♥ Providing an event emergency kit (including sewing kit, stain remover, etc) 

♥ Placing restroom amenities basket 

♥ Organizing and set up of escort cards, place cards and menu cards 

♥ Conducting final lighting and sound inspection prior to guest arrival 

♥ Handling all moment-to-moment challenges 

♥ Arranging favors (if applicable) 

♥ Overseeing smooth transition from ceremony to reception 

Reception 

♥ Conducting final seating and table check prior to guests welcome to reception 

♥ Assisting in the seating of guests and bridal party 

♥ Cueing all music changes and speeches with band/DJ 

♥ Cueing guest of honor and family for special moments including: cake cutting, toasts and 

dancing 

♥ Ensuring client’s personal property and wedding gifts are packed and secured 

 

Wrapping up 

♥ Ensuring return/pick up of all rental elements from caterer and vendors (up to 2 days after 

event) 

 

 


