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The Silver Package
If you've done all the work but, you just need a little professional support to make everything flow properly on your special day, we can help. Two Friends’ Events will assist you in coordinating all of the specifics for your wedding rehearsal and wedding day. This is our basic coordinating package and includes the items listed below. Any additional set up may be added as an A-La-Carte option.
· 1 hour initial consultation with the bride and groom to determine their dreams and expectations

· Unlimited phone/email conversations with the bride and groom 

· Provide etiquette guidance

· Vendor referrals and suggestions-access to preferred vendor list

· 30 minute face-to-face consultation 90 days prior to wedding to ensure proper progress in planning
· 1 hour face-to face consultation 1 week before the wedding to finalize all details

· Provide information on obtaining marriage license

· Contact & confirm all wedding day vendors 1 week prior to the wedding date

· Distribution of all payments & gratuities to vendors at the end of their contract

· Prepare a timeline of events for rehearsal, wedding and reception

· Follow-through during ceremony and reception to ensure timeline is followed according to plan

· Two representatives for 1 hour of rehearsal coordination

· Two representatives for 6 hours of wedding day ceremony & reception coordination

· Organize and set up any photos, meal place cards, bridal portrait, goblets, cake cutting items, guest book & favors at ceremony and reception

· Coordinate & oversee the bridal party entrance, dances, cake cutting, toasts & any special activities (will also coordinate the garter & bouquet toss if done within the 6 hour time frame)

· Distribute and pin wedding flowers to bridal party

· Bustle wedding gown

· Oversee venue décor to ensure the setting is laid out to the couple’s wishes

· Handle any emergencies that might arise during ceremony & reception

· Prepare cake and meal for couple to take with them from reception

· Box top layer of cake to be taken and held for couple’s first anniversary

The Gold Package
The Gold package is for the couple who wants all the details taken care of, but still wants to be hands-on in the wedding planning process. This package allows for a stress-free environment but no detail will be overlooked. The Gold Wedding Package includes all of the personalized services found in the Silver Wedding Package above, as well as consultants which provide options until you are satisfied. 

Includes all items from Silver package above plus:

· One 1-Hour face-to-face planning session per month starting 3 months prior to wedding date
· Additional 30 minutes of rehearsal time (total of 1.5 hours)
· Additional 1 hour of wedding day activity & coordination (total of 7 hours)
· Vendor contact, referrals and appointment setting
· Attend 2 vendor meetings of bride and groom’s choice

· Wedding budget management

· Arrange accommodations for out of town guests including hotel blocks

· Deliver engagement and wedding announcements to the newspaper(s) of the couple’s choice (up to 2-actual cost of announcement to be paid by client)

· Assist with the compilation of party favors for guests and arrange them as requested

· Assist with the compilation of guest gift bags or baskets and delivery for out of town guests upon arrival

· Assist with stuffing, addressing and mailing of invitations (postage to be paid by client)

· Receive RSVP’s to create and keep an up to date guest list-emailed to you bi-weekly
· Assist with the transportation of the bridal portrait before and after ceremony

· Transport needed items from ceremony to reception
· Deliver wedding gown to cleaners or other desired location (if requested)
· Deliver wedding bouquet to be preserved (if requested)
The Platinum Package
You will receive a suite of personalized services that are fit for our platinum couple. Two Friends’ Events will work diligently with you to ensure that every detail you can imagine is carefully attended to. This package is for the bride and groom who want every detail taken care from start to finish and request a hands-off approach.
Includes all items from Silver and Gold package above plus:
· Additional 1 hour of wedding day activity & coordination (total of 8 hours)
· Attend all vendor meetings with or without the couple
· Assist with the overall selection of invitations, place cards, napkins, favors, thank-you notes, etc
· Assist with the overall design, color scheme, décor and layout of ceremony and reception
· Assist with bride and groom transportation and hotel arrangements after reception
· Assist with honeymoon suggestions, planning & booking
· Decoration of ceremony and reception sites (décor to be provided by client or vendor at client cost)
· Set up of tables/chairs and application of linens
A-La-Carte services are available upon request and can be used to design a specific package fit for the bride and groom. Some of these services include, but are not limited to:

· Two representatives from Two Friends’ Events for 1 ½ hour of Rehearsal coordination and direction as well as 2 hours of wedding day ceremony coordination and direction
· One hour consulting sessions to discuss etiquette, design, layout, schemes, ideas etc.
· Assemble, address & send invitations (cost of postage extra)
· Wedding ceremony and reception decoration and/or flowers-Price TBD on individual basis after consultation
· Linen application
Two Friends’ Events
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Client Name:_______________________________________________________​​​____
Address:_______________________________________________________________
Contact Number:______________________ Email:___________________________
Date & Time of Wedding:________________________________________________
Name & Address of Ceremony Site:_______________________________________
Time of Rehearsal:_____________________________________________________
Date & Time of Reception:______________________________________________
Name & Address of Reception Site:______________________________________
Wedding Packages:        Silver              Gold                Platinum
(Circle one)             
      
 

     
Description of Services:


The packages listed above are described in pages one and two. The package price is the final price for the described package. A-la-carte items may be added at additional charges. These additions and prices are listed below.

A-la-carte items:
Fee Schedule: 

At the signing of contract, there is a 25% non-refundable deposit of the total contracted amount. This will reserve two representatives from Two Friends’ Events, the date and time of rehearsal, ceremony and reception. Ninety days before the wedding date, a total of 75% of the package amount will be due. The final payment, a total of 100% of package amount, will be due to Two Friends’ Events two weeks before the event.

Cancellation Policy:

There are no refunds given in the event of a cancellation. Should this situation arise, Two Friends’ Events will make every attempt to contact all vendors to request the cancellation. Any deposits made to these vendors, if refunded, will be returned to the bride & groom. Should a vendor cancel prior to the wedding date, Two Friends’ Events will make the arrangements for a new vendor to take place, considering the bride & grooms budget and taste. 

___________________________                    ___________________________
Bride/Groom

 Date
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