Pt Crosfosfer

Service Outline & Information

Pre-Wedding Coordination

Planning & Communication

¢ Introductory consultation call to discuss your vision, priorities, logistics, and overall wedding day
expectations

e Open communication throughout your planning process for guidance, questions, and support

e Scheduled check-in meetings every other month for long-term bookings

e Unlimited emails throughout the planning process

e Unlimited phone calls and text communication throughout the planning process

Timeline & Logistics Management
e Creation of a detailed wedding day timeline covering ceremony, cocktail hour, reception flow, formalities,
and vendor schedules
¢ Development of a comprehensive vendor directory with all vendor contact information, arrival times,
responsibilities, and important notes
¢ Final planning call to thoroughly review the timeline, logistics, and wedding day expectations
e Confirmation of all wedding day logistics and final details

Vendor Coordination

e Acting as the primary point of contact for vendors beginning one month prior to the wedding

e Communication and confirmation with all contracted vendors to ensure timelines, arrival times, setup
requirements, and expectations are aligned

e Coordination with vendors regarding setup logistics, venue requirements, and execution details

¢ Distribution of finalized timelines and important information to vendors and key individuals

Ceremony Preparation & Rehearsal

e Coordination and guidance during the ceremony rehearsal

e Assisting the wedding party and immediate family with ceremony processional order, timing, and cues
e Ensuring everyone understands responsibilities and expectations prior to the wedding day

Wedding Day Coordination

Venue & Vendor Management
e Arrival onsite before vendors to oversee setup preparation
e Coordination and management of all vendor arrivals and setup
e Oversight of ceremony and reception setup to ensure proper placement and execution
e Ensuring décor and design elements are styled according to the couple’s vision and
layout plans

e Managing communication between vendors throughout the day to maintain organization
and efficiency

Timeline Execution & Event Flow
e Oversight and management of the wedding day timeline
e Ensuring key moments remain on schedule, including:
o Wedding party lineup
Ceremony start
Grand entrances
First dances
Toasts & speeches
Etc.
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Continued

¢ Coordinating smooth transitions between ceremony, cocktail hour, and reception events
e Working alongside the DJ, band, catering team, photographer, and venue staff to maintain
flow throughout the event

Wedding Party & Guest Assistance
¢ Directing the wedding party throughout the day and ensuring everyone knows where they
need to be and when
e Cueing ceremony entrances and processional timing
e Assisting family members, guests, and vendors with questions and guidance
e Helping direct guests to ceremony, cocktail hour, reception, and other event locations
e Ensuring guests feel welcomed, informed, and comfortable throughout the celebration

Problem Solving & Support
e Handling any last-minute adjustments or timeline changes
e Troubleshooting unforeseen issues discreetly and professionally
e Managing behind-the-scenes logistics so the couple can remain stress-free and fully
present
e Assisting with special requests from the couple, family members, or guests whenever
possible

Post-Wedding & End of Night Coordination

Breakdown & Vendor Wrap-Up
e Qversight of vendor breakdown and teardown
e Coordination of cleanup responsibilities and vendor departures
e Ensuring personal items, décor, gifts, and important belongings are safely packed and
accounted for

Final Logistics
¢ Distribution of final payments and gratuities to vendors as requested
e Assistance coordinating the couple’s send-off or departure logistics
e Final walkthrough and wrap-up support to ensure all remaining details are handled
appropriately

EVERY WEDDING IS UNIQUE, AND WE UNDERSTAND THAT NO TWO
CELEBRATIONS ARE EXACTLY ALIKE. IF THERE’S ANYTHING SPECIFIC
YOU’D LIKE ASSISTANCE WITH, WE ARE ALWAYS HAPPY TO DISCUSS

ADDITIONAL ACCOMMODATIONS WHENEVER POSSIBLE. OUR GOAL IS

TO CREATE A WEDDING DAY EXPERIENCE THAT FEELS ORGANIZED,

SEAMLESS, CALM, AND UNFORGETTABLE FROM BEGINNING TO END.
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