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WEDDINGS

Day of Coordination

LEADING UP TO THE GATHERING

o One face to face meeting at a mutually agreeable time & location
*Provide guidance to the bride on things that need to be done
*Provide suggestions & references throughout the planning process
*Give advice on how to personalize your wedding & how to stay within your budget
o Drovide a wedding day checklist
o Onesite visit at a mutually agreeable time
e Unlimited email communication
o Unlimited phone communication during the month of the wedding
o Contact ALL vendors a MONTH before the wedding to introduce myself
o Create a wedding day timeline & distribute to all vendors
o Two weeks prior to the wedding, all vendors listed on the contract will be contacted to
verify details of their services
o Uponrequest & circumstances of when payments are due, I will collect payment & give to

the desginated vendors on the day of the wedding

REHEARSAL & FINAL WALK THROUGH

o Wedding rehearsal at a mutually agreeable time & location of the ceremony.

o Organize the Wedding rehearsal & assist officiant with the ceremony walk through

o Collect decor & necessities (I1.E. Wedding Rings, Marriage License)

o Distribute the developed wedding day itinerary/timeline to members of the wedding party
o Participate in early set up when permitted by the venue

o Gather final payments and/or tip envelopes to give the vendors

ON THE DAY DUTIES

e Vendor Management:
*Ensure all vendors arrive on time & proper set up takes place per your instruction
*Distribute payment and/or tip envelopes to vendors

e Details & Decor:
*Ensure all flower arrangements, escort cards, menus, guest book, candles, etc T h e b e S t Of t i m e S a r e
are placed in the desired locations
*Organize & distribute all personal flowers to the wedding party, family members & special
et always found when
e Manage wedding party
e DProvide Bride & Groom emergency kit (i.e. aspirin, energy bars, sewing kit, etc)
o Management & execution of timelines, troubleshooting, serving as the person in charge to . .

answer all vendor questions, etc. F r I e n d S & F a m I | y

e Line of communication for the wedding party & guests
o Facilitate the Wedding Ceremony

o Coordinate with the DJ/Band all announcements & events during the wedding g a t h e r r O u n d

e ASSISTin final break down TWELVE HOURS
$1,000

KRISTIN@GATHEREVENTSBYHAND.COM



