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P A C K A G E

 
One Month Prior
Meet with bride and groom to present timeline.

Go over any arrangements the couple have
previously made with vendors, and update
timeline accordingly. 

Confirm final details with vendors prior to wedding
day. Make sure that all vendors have Love & Co
Events contact information. 

Send vendors a copy of the final timeline and
make sure they have directions to the ceremony
and reception locations.

Rehearsal
Work with wedding officiator to choreograph
wedding ceremony, processional, and recessional
We provide 1 hour assistance in the rehearsal



 

Pre-Ceremony 
At brides “getting dressed” location:
Coordinate hair and make-up schedule with bridal
party and stylists and ensure that hair and make-
up is completed in a timely fashion

Make sure personal flowers i.e., bridal bouquet,
bridesmaid’s flowers and father of the bride’s
boutonnière arrive on time. Distribute floral to
wedding party

Wedding ER Kit, which includes such items as stain
sticks, hairspray, safety pins, a sewing kit, scissors,
Static Guard, deodorant, straws, Band-Aids,
snacks, and many other things you may need on
the wedding day

Communicate with best man to make sure groom
is getting dressed and on-time

Make wedding party aware of any last-minute
details



 

Ceremony
Set up programs and other ceremony items i.e.,
guest book, unity candles, kiddush cups, wine, etc.

Communicate with bride and groom so that they
know how much time remains before the start of
the ceremony

Handle any emergencies that may arise

Line up the bridal party for their entrances down
the aisle

Cue ceremony musicians when bridal party is
ready to begin processional

Prior to Reception
Greet vendors and instruct them as to where to
set up i.e., wedding band, florist, and caterer

Arrange escort cards (if any)
Make sure reception flowers/décor is set up
according to design needs



 

Pre-Reception cont.
Set up guest book and pen, champagne flutes,
cake cutting utensils

Set up table numbers/names and menu cards

Set up amenities’ baskets, hand towels, candles
etc. in bathrooms

Reception
Look over dining tables and make sure they are
set up properly

Locate bride and groom and instruct them to stay
aside of main entry until they receive cue for their
introduction and first dance

Cue band, photographer, and videographer when
important events take place at reception i.e. first
dance, cake cutting, toasts and parent dances

Cue best man and father of the bride when they
are about to be announced for toasts



 

Reception cont.
Alert catering staff to pour champagne just before
the toasts, if applicable.

Be aware of timing of catering service and make
sure people are served promptly

Prevent & fix any problems that may arise during
your event

Keep in contact with venue team about any issues,
solutions, ideas, that can keep making the day
easier.

Remain easily accessible through the entire event

Attend to help pack up gifts/cards, miscellaneous
ceremony and reception items and have them
ready to be taken to a family members car 

Help with light* clean up duties. Cleaning duties
can be discussed and agreed upon in detail

Most importantly: Take the wedding day stress off
the couple so they can enjoy every moment of
their special day.



 

As your Day Of Coordinator, our main position is
to help you with their big day, yet giving the venue
a peace of mind when an event is hosted at their
venue.

Wedding Day Concierge package at $500 starting
the Month before their event.

Erika Swift 
Love & Co Events


