Two Months To Go Package
 This package is designed for couples that are planning the entire wedding by themselves and want some help managing the logistics of their wedding day.  Coordination begins up to 2 months before the wedding date 

Preparation & Planning: 

Complimentary Consultation
	Every coordination package comes complete with one introductory consultation free of charge.  This meeting should be full of your questions about how we can work together and make your dream wedding day a reality.

Unlimited Phone & E-mail Contact
	As always, AE Catering & Events offers unlimited phone and email contact during your entire planning process. 

	 Three (3) Face to Face Meetings (including rehearsal) 
· Maximum 2 hours per meeting
· Meetings can be used in any way that the bride and groom feel fit (vendor meetings, decor design, etc...) (Suggested: Details & Design, Timeline Session, and Rehearsal Onsite)
·  Final consultation will be during the week of the wedding
     	Develop a custom Wedding Day Timeline for your wedding party & vendors
	Includes a detailed schedule for ceremony & reception
	Includes special program for the emcee or DJ

Develop facility diagrams & floor plans for your reception site.

	Unlimited Vendor Referral
 	
Ceremony and Reception Planning

	Checklist of personal items for the wedding day

Etiquette advisement

Vendor Management :

Obtain vendor contracts from you to ensure all items & services are provided.  
Contact every Vendor to confirm delivery dates & times, locations, services, etc.
Manage and confirm last minute changes and details with all vendors.
Distribute wedding day schedule to vendors. 
Send confirmations to vendors (phone & e-mail) 1 week prior.

Wedding Rehearsal:
     	Direct and Coordinate the wedding rehearsal (2 hr. maximum)
     	Organize wedding party line 
     	Assist with a detail run through of the ceremony 
     	Distribute wedding day schedule to wedding party
	Gather all items at rehearsal to be brought for the wedding day

Ceremony Set-up & Coordination:

Coordinate all vendor set-up at the ceremony site to ensure your vision is executed properly.
Ensure wedding rings and marriage license are on hand.
Oversee all details before the ceremony, including:
· Placement of the guest book, programs, and altar items;
· Reviewing with the ushers the guests to be seated in reserved rows;
· Ensuring  all bouquets and boutonnieres are distributed;
· Cueing the musicians;
· Distribute final payments and/or gratuities to musicians, officiant, etc.;
· Assist you and your family with matters that may arise; &
· Provide a bridal emergency kit.
Reception Set-up & Coordination:
· Wedding Day Coordinator (For the entire day!)
· Supervise all vendor set-up and act as your liaison to ensure all of your wishes are achieved.
· Ensure the tables and stage areas are set up according to the floor plan.
· Ensure the guest book, gift, placecard, and cake tables are placed and decorated appropriately.
· Place favors, table numbers, and any other items on guest tables.
· Greet Vendors & coordinate setup 
· Assist Guests with seating arrangements 
· Act as a liaison for Guests, Vendors, and Wedding Party
· Manage wedding vendors, time schedule, and guests
· Attend to guests with any special needs
· Audio/Visual check with DJ/emcee
· Coordinate with emcee or DJ to ensure all events flow smoothly and on time  (Grand Entrance, First Dance, Toasts, Cake Cutting, Bouquet & Garter toss, etc.)
· Gather clients for pictures, as requested
· Distribute final payments and/or gratuities to vendors (provided by bride and groom in envelopes)
· Secure all gifts with caretaker of your choice 
· Wedding Emergency Kit

   
Packages begin at $1850
(Based on size, location, and complexity of event)
 
Please call us at 909-246-1477 for a free consultation.

