Scentimental’s Flowers and Events by Juliane


Partial Planning
Elegance Package 

This package is for the couples who have already begun planning such as, selecting a location and securing some vendors but seek guidance for the remainder of the planning. CAE will provide assistance for the remainder of the planning process with budget, design assistance, vendor referrals and unlimited professional advice to ensure a stress free planning experience and wedding day.

 Pre-Wedding Day 
· Five (4) in-person meetings, in addition to the Initial Consultation to make a total of six (6) 
· Unlimited contact via phone and email from the time of contract 

· Monthly e-mail “check-ins” to ensure the planning is running smoothly and on track 

· Create a planning checklist so nothing is forgotten before the big day 

· Review current budget you’ve put together, and help make any necessary changes, adjustments, or cost cutting suggestions and make sure your expenses stay under control 

· Event design, theme and décor assistance 

· (3) Vendor referrals in each category for the remaining wedding vendors and research assistance to meet your style and budget 

· Up to two (2) vendor meetings 

· Assistance in wording for all stationery (save-the-dates, invitations, programs, etc.) 

· Production of a detailed timeline and schedule for vendors 

· Review vendor contracts 

· Confirm arrangements; check delivery date, arrival times, quantities of rentals, etc of all vendors. A detailed timeline will be sent one week before your wedding day 

· Confirm all wedding vendors 

· Etiquette advisement, as requested 

1st Meeting - Free Initial Consultation 
· Obtain overall vision and details of wedding 

· Discuss specific needs and expectations 

2nd Meeting - Review of budget and Design assistance 
· Review of budget 

· Discuss wedding design and style. We’ll offer creative ideas to incorporate into your wedding to ensure your wedding has a cohesive feeling and that no detail has been overlooked. 

3rd Meeting - On-site walk-through (2-3 months before) 
· Visit ceremony and reception site 

· Meet with site coordinator and/or catering manager 

4th Meeting - “Wrap-Up” Meeting (2-4 weeks before) 
· Collect vendor information and contracts 

· Review final wedding details and tie up any loose ends 

· Finalize and review detailed timeline 

· Review and proof BEO (Banquet Event Order) provided by catering manager 

· Confirmation of wedding vendors 

· Discuss Ceremony Processional & Recessional Plans 

The remaining 2 meetings - Can be taken at anytime. These meetings can be used for, vendor appointments, final dress fitting, design, planning etc.
Wedding Rehearsal 
· Coordinate ceremony rehearsal 

· Per request, distribute personal wedding day itinerary to wedding party (i.e. when & where to show up for pictures, time of hair & make-up etc.) 

· Collect final payments for vendors 

· Collect wedding day items such as marriage license, guest book, cake knife, pictures, toasting flutes, favors, candles, programs, place cards, cake knife, etc. (prior to wedding or day of rehearsal) 
Wedding Day 
· One assistant coordinator for guest counts up to 150. Additional assistants may be required for multiple locations, larger weddings, time constraints and specific locations. 

· Unlimited time on the day of the event, complete wedding day coordination from set-up to tear down 

· Manage the flow and timing of the entire day 

· Act as a liaison between wedding party, family members, and vendors 

· Use of extensive Bridal Emergency Kit. We’ll be ready and available to solve any unexpected situation or emergencies 

Ceremony 
· Distribute bouquets and pin flowers on attendants 

· Direct photographer, videographer, musicians, rentals, florist, etc of where to set-up 

· Greet vendors and oversee set-up of ceremony to make sure all commitments are fulfilled 

· Distribute final payments and gratuities as needed 

· Transport gifts and personal belongings to on-site hotel room or designated person or car 

· Set-up of all ceremony décor not handled by a specific vendor (i.e. guestbook, unity candles, programs, pictures, etc.) 

· Cue band/DJ for entrance of processional & Brides entrance 

· Direct Ushers with program and seating distribution 

· Line up and cue wedding party for ceremony 

· Ensure that the marriage license is signed & wedding rings are present 

· Collect all personal wedding items and gifts and deliver to reception site or designated person 

Reception 
· Set-up of all reception décor not handled by a specific vendor (i.e. favors, menus, candles, cake knife, toasting flutes, escort and place card, gifts, table design, disposable cameras, etc) 

· Manage vendor set-up of reception and make sure all commitments are fulfilled 

· Bustle wedding gown 

· Line up and cue Bride, Groom and wedding party for Grand Entrance 

· Assist band or DJ in cueing important events (i.e. grand entrance, cake cutting, bouquet toss, dances, etc.) 

· Cue Bride and Groom for all important events 

· Maintain & coordinate timeline for all events during reception 

· Stay in communication with banquet staff to ensure things are going smoothly 

· Collect personal wedding items and deliver to on-site bridal suite or to clients allocated responsible party 
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