
 
 

Wedding and Vendor Coordination 
 

• Five coordination meetings leading up to your wedding. These include: 
Initial consultation,  vendor referral meeting, rental arrangement, 

timeline and ceremony details, and venue walk through. These can take 
place in person, by phone or skype. 

 
• Customized, sharable spreadsheet to keep details organized 

 
• Unlimited phone calls, and emails 

 
• Vendor referrals and contract review 

 
• Detailed timeline creation for the day of the event for vendors and 

bridal party 
 

• Rehearsal Coordination 
 

• Day of Coordinator will supervise vendor setup at ceremony and at 
reception location and set any personal items at these locations 

 
• Manage timeline and execution of reception events, point person for all 

vendors 
 

• Contact all Contracted Vendors once contracted to get a clear 
understanding of their needs, then contacted the Week Prior to the 

Event to Confirm, and Discuss Itinerary 
 

• Distribution of Final Payments and Gratuities to Vendors on Day of 
Wedding 

 
• Gather all Gifts and Personal Items at End of Event and give to proper 

guest to transport 
 

• Bridal emergency basket 
 

• 10 hours of onsite for day of coordination, additional hours are 
available if needed 

 
	
  


