Affairs To Remember Event Planning

"Planning The Moments You'll Never Forget"


Full List of Service

· Initial Complimentary Consultation with Bride & Groom

· Unlimited Phone Consultations (within normal business hours) and email access to coordinator 

· Five (5) Face-to-Face Planning Meetings to discuss Budget, Etiquette, Décor Concept and Development, Ceremony & Reception Planning, and Final Detailing
· Ongoing Etiquette Advisement

· Customized Budget Development, Tracking and Payment Due Notification
· Personalized Planning Checklist to keep you on track so that nothing gets overlooked and to and eliminate feelings of being overwhelmed
· Event Design, Color Scheme, Theme, Style & Décor Concept Development – to ensure a cohesive feel from the first impression of the invitation to the room design, tablescape, all printed images, favors and décor elements

· Unlimited suggestions and recommendations (ie: creative ideas, budgeting, proper etiquette, etc.)

· Assist with locating, booking and contracting with the perfect Ceremony Site and Reception Venue

· Arrange Location / Venue Appointment Tour 

· Assist with Selecting and Booking an Officiant for the Wedding

· Provide Professional Vendor Referrals to fit Budget, Tastes and Design Preferences
· Assist with Vendor Selection

· Arrange Vendor Appointments and accompany you to appointments if needed
· Participate at Meetings with Selected Vendors (Florists, Bakery, etc.)
· Contract and Agreement Review 
· Contract and Pricing Negotiation

· Confirm Contract Details and Timing of Events with all Vendors

· Creation of your all-inclusive detailed timeline, production schedule, and itinerary of events for Vendors and Wedding Party

· Creation of  Floor Plan Design 
· Participation at Meetings with Selected Florist, Baker, etc.

·  Accompaniment to Meal Tasting and Assistance with Menu Selections and Details
· Assist with Selecting Favors and Stationary ("Save the Date" notes, Invitations, "Welcome Letters", Newsletters, Programs, Menu Cards, Table Numbers, etc. to compliment your wedding design/theme

· RSVP Tracking and Response Maintenance including follow up with non-responders 

· Guests List Management / assistance with seating charts and meal restrictions

· Assembling and Mailing of Invitations (postage not included)

· "Know Before The Show - Wedding Information" Letter For Wedding Party Members throughout the Planning Process
· Wedding Day Attire Recommendations for Wedding Party
· Detailed Follow up with Vendors & Service Providers During the Planning Process

· Final Vendor Confirmation and Distribution of Driving Directions

· Final Detailing Appointments with Venue Contact the Month of the Wedding
· Final Detailing Appointment with Coordinator the Week of the Wedding

· Walk through at Selected Venue to discuss Design, Set up, Floor Plan Diagram Layout, etc.
· Provide Information on obtaining marriage license and name change 
· Personal Concierge Service:  Negotiate Group Room Blocks for you and your guests, at conveniently located hotels, Gift Baskets, assist with coordinating and contracting transportation for you and your guests, research activities and special events for out of town guests
· Transportation logistics and Management for the Wedding and all related wedding day activities

· Accompaniment to Brides Final Fitting

· Rehearsal Coordination and instructions (Maximum 2 hours)
· Provide recommendations for Ceremony & Reception Music/Entertainment

· Coordinate the wedding ceremony to get you down the aisle on time

· Unlimited Full Wedding Day Coordination & Comprehensive Management of the Timing of the days events with family, wedding party, and vendors to include 2 or more "day of wedding" coordinators

· Collection of wedding day items at rehearsal to be brought & set up on wedding day: Favors, Programs, Guest Book & Pen, Place Cards etc.

· Wedding Day Emergency Kit

· Includes All Month of Coordination

· Includes All Day of Coordination

· Assistance with planning/theme development for Pre-Wedding Parties and Events: Bridal Luncheon, Showers, Rehearsal Dinner, Day After Brunch, Engagement Party, etc.

