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ON THE DAY CO-ORDINATION 
So here you are……you've planned your own wedding to the very last detail and everything is ready for your big day.

You know how your big day should look and you want to relax and enjoy your special day, without the worry of dealing
with the suppliers, setting up the venue or dealing with any last minute hitches. 

This is where we come in to support you, so that you can relax and enjoy the day. Hand it all over to us and we will
take care of everything and will support you along the way. 

We will have an Initial Consultation, and then another meeting 6 weeks before your wedding day where we will discuss
your plans in detail and take details of your suppliers, venue information and all contact numbers.  
This will help us prepare a ‘Plan of the Day’ which will include timings and any special requirements. 

On the day itself we will be there from any time you request and will fulfil all duties as you requested in our initial
consultation. 

Initial Consultation meeting to discuss all the details. We will meet with you in person to discuss the details of your
wedding and how you see us fitting in with your wedding. We will then have another meeting 4 weeks prior to the big
day to find out what details are left to be finalised. We will require contact details of all your suppliers along with any

special requirements required by you. 

We will produce a ‘Plan of the Day’ which will act as an agreed time schedule for the wedding day. We will work with
you to put in place a detailed schedule of the day which include start times and set up times. It will also include all

supplier details, logistics and any special requirements. We will use this plan on the day to ensure that your day runs
smoothly behind the scenes. 

We will contact all suppliers one week prior to your wedding to confirm timings and arrangements. We will touch base
with your suppliers before you special day to ensure that they all know the arrangements and times. 

We will be with you for 10 hours to oversee your day. We will be there from as early as you request on your wedding
day and be there as late as you require. The first 10 hours of ‘On the Day Co-ordination’ is included in the package

price, however if you require us for additional hours these will be charged by the hour. 

What's Included



ON THE DAY CO-ORDINATION 

We will assist with the set-up of ceremony and reception venues. We will ensure that we follow your personal 
requirements and instructions and we will dedicate time throughout the day to setting up all your wedding décor 
before the ceremony and reception. We will attend to any alterations in the décor allowing you to enjoy your day. 

 
We will deal with any outstanding payments of suppliers on your behalf. We will manage any payments on your behalf 

to any supplier who has requested payment on the day. 
 

Co-ordination and management of venue and suppliers. We will be there to offer instructions to the venue and 
suppliers. We will deal with any questions or difficulties to ensure you don’t have to. 

 
We will ensure co-ordination of order of events. This will include ceremony, wedding breakfast, speeches, cake cutting 
and first dance etc. We will also oversee the seating of your guests at the ceremony and wedding breakfast to ensure 
all guests know where they are supposed to be. This is where our ‘Plan of the Day’ comes into its own. We will use it to 
help direct you and your guests effortlessly throughout the day so you can relax and enjoy without the need to keep 

looking at the time. 
 

We will bring with us our ‘Wedding Emergency Kit’ for the just in case – Ever been a guest at a wedding and a button 
has popped off or you have a headache?? Well we bring a ‘Wedding Emergency Kit’ with us…. everything from 

headache tablets, sewing kit, plasters and wipes and so much more. You name it we will have it, to ensure we support 
you and your guests on your big day. 

 
We will discreetly deal with any eventualities. You won’t even know about these as we will deal with them for you. 

Full support through the final weeks until your wedding. We will be there to support you in any way we can. We will be 
on the end of the phone, text, email or face time. 

All of the above for £525  
Additional hours (as requested) will be charged at £35 per hour 



SOCIAL MEDIA
Why not keep up to date with everything we are doing and follow us on these platforms 

FACEBOOK
@eleganteventsboutique

TWITTER
@ElegantEventsBo

INSTAGRAM
Kerry_elegantevents

PINTEREST
ElegantEvents Bo

EMAIL
events@eleganteventsboutique.co.uk

PHONE
07595936759

CONTACT

http://www.facebook.com/eleganteventsboutique
http://www.twitter.com/eleganteventsbo
http://www.instagram.com/kerry_elegantevents
http://www.pinterest.co.uk/eleganteventsbo

