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Event Planning § Destgn

Full service Package:

@ Determine goa]s of couple/ establish buclget
s Reserve ceremony & reception sites
< ralelp with selection of remaining vendors

% Attend all consultation aPPointments with the Fo”owing vendors

o (aterer ° Ceremony Musicians
o Wedcling (ake °DJorBand

o |nvitations ° Officiant

o [lorist ° Fhotographer

@,

o Arrange all rental equipment

% Make final reservations, cleposits and contracts with vendors

% Send intinerary, maps and information to all wedcling attendants & vendors
% |nform wedcling party about rehearsal logistics

Rehearsal

% Attend & coordinate for ceremony
% Review all duties with each bridal party member
<& Give ushers a list of guests to be seated in reserved seats

chlcling Dag

X3

S

(Call the bride to reassure her that evergthing is running smootHg

X3

S

(Check with ceremony & recePtion site, Super\/ise set-up of facilities

X3

S

Make sure all vendors receive final payment

X3

S

Check suPPlies at guest book and ghct table

X3

S

Direct musicians to start Pre|ucle, check for arriving guests before ceremony begins

X3

S

Direct vendors during the ceremony and recePtion

R/
0’0

Place all accessories in proper Places & arrange for them to be Pickcd up bg the
assigned person at the end of the event

X3

%

Keep activities on schedule

X3

%

[Handle all situations that may arise

X3

8

Fack emergency wcdding kit

X3

8

Act as communication liaison between vendors
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