
 

 

 

Event Design + Coordination 

Our event design & coordination package is designed for couples looking for guidance turning their 

vision into reality. We will work together as a team, gathering your ideas and ours, as well as your 

inspiration to create a unique design concept. Moreover, we will manage the day-of coordination and 

ensure your vision is executed to perfection! 

 Vendor recommendation for remaining aspect of event. 

 Timeline preparation and management of event on event day. 

 Event design – we will collaborate and create a design concept for your event.   

 Full event coordination including rehearsal and day-of event management.  

 Advice and etiquette in regards to industry standards. 

 

Our Process 

Wedding Organization & Management 

 Complimentary consultation. 

 Unlimited hours of consultation by email and phone. 

 Assist with vendor recommendations for remaining aspect of event. 

 Advice and etiquette in regards to industry standards. 

Event Design 

 Assistance in developing color scheme and decor ideas, if requested. 

 Event design meeting to go over your vision and finalize design concept. 

 Manage all communications with design and decor vendors – florals, stationary, cake designer, 

rental companies, etc. 

 Attend meeting(s) with decor related vendors – floral designer and linen/rental company. 

 Assistance creating your stationary items to ensure consistent design with the rest of the event. 

 Assist with choosing wedding favors, wedding party gifts, attire and other items as necessary. 

 Walk through at selected venue to discuss design, set up, and floor plan layout. 

Week of Wedding 

 Prepare and distribute final timeline for event date to all vendors. 

 Final vendor confirmations. 

 Rehearsal coordination and instruction (up to 1 hour). 

 Confirm delivery of stationary items such as place cards, programs, signage, menu cards, etc. 

 Collect items during rehearsal to be set up by planner(s) on event date (décor items, guest book, 

favors, toasting glasses, cake serving set, etc). 
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Wedding Day 

 Complete wedding day coordination (up to 10 hours) with two coordinators.  

 Greet and assist vendors with proper set up and design of ceremony and reception. 

 Set up reception items like place cards, guest book, favors, etc. 

 Distribute and assist with corsages, boutonnieres and wedding personal flowers. 

 Act as the main point of contact for all vendors, family and wedding party. 

 Communicate with all catering staff and venue staff.  

 Manage timeline for the couple, family, wedding party and vendors. 

 Provide emergency kits. 

 Review seating arrangement with ushers. 

 Line up the wedding party when it’s time to walk down the aisle. 

 Cue all ceremony musicians. 

 Prepare the bride to walk down the aisle. 

 Move decor items from ceremony to reception, if reused.  

 Clean up anything left over in the ceremony site. 

 Answer guests’ questions throughout the day. 

 Coordinate all of the reception details – grand entrance, blessings and toasts, cake cutting, first 

dance and dances, garter toss/bouquet toss. 

 Ensure vendors complete work and receive final payments/tips.  

 Ensure the event runs on schedule. 

 Collect guest book, wedding gifts and other items to bring to designated car (within the 10 hour 

timeframe).  

 Ensure night transportation is successful. 

After the Wedding 

 Follow up with vendors. 

 Return rental items. 

 

Package starting at $2,200 (up to 30 hours of planning and coordination). Additional hours will be at the rate 

of $75.00/per hour.  

 


