


EVENT PLANNING SERVICES | wening oay

WEDDING DAY SITE MANAGEMENT MEG COORDINATION | FULL SERVICE COORDINATION
Prepare bridal ready room | | [ ]
Check in rentals and ensure property set up is reflecting layouts | [ ] |
Check in wine quantities [ | [ | [ |
Communicate bar menu to bartending staff | | [ ]
Set up personal items such as programs, guestbook, favors | [ ]
Greet guests as they arrive | [ ]
Confirm and cue ceremony music with musicians or DJ [ ] [ |
Communicate with catering staff to invite guests to be seated for ceremony | [ ]
Give bridal party 5-10 minute alert prior to ceremony start time | |
Line up bridal party for their entrance down the aisle | [ ]
Assist in preparing the processional and recessional order for the ceremony | [ ]
Gather bridal party and family for photos [ ] [ |
Ensure proper flow of cocktail hour | [ ]
Review dining layout and instruct catering staff to light candles [ | [ |
Communicate with catering staff and DJ to invite guests to dinner | [ ]
Assist guests in locating their tables | [ ]
Line up bridal party and cue DJ for grand entrance | [ ]
Cue catering to prepour toast beverages | [ ]
Provide 5-10 minute alert for guests giving toasts [ ] [ |
Coordinate timing of formal dances and cake cutting | [ ]
Remain present for duration of event | | [ ]
Pack up gifts, miscellaneous ceremony and reception items into designated car | [ ]
Conduct post event walkthrough with caterer | | [ ]
Coordinate departure of vendors [ ] [ | [ |
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