


Most couples have not worked with a professional event planner before, so you may have 
questions about how it all works. Here's a little snapshot of the process we'll use to create your 
dream wedding!

Initially, we'll schedule a phone chat to discuss your wedding in more detail We'll start by 
getting some basics about you and your wedding - the date, the style, the number of guests, 
and other important details. 
After that call, we'll create a custom service proposal just for you, detailing how we will help 
you have a stress-free wedding planning experience. 
We're happy to adjust the proposal as needed, or we're even more thrilled to send you a 
contract to confirm our arrangements. When you sign your contract, a non-refundable retainer is 
due to begin work. 

Our planning process begins with an intensive two-hour meeting to discuss all the facets of 
your wedding, including a detailed budget analysis. 
Once we have created a master plan for your wedding, we'll assist you with selecting your 
wedding professionals, monitoring your budget, contract reviews, appointment setting, task list 
management, and general wedding advice.

Our team will manage the logistics of your wedding day, including communications with your 
vendor team
We will create a detailed wedding day timeline to send to all vendors
We will work with your officiant to orchestrate the rehearsal
We will handle any last-minute changes or issues so that you and your family can enjoy the day! 

Pre-Booking

Getting Started

On The Wedding Day

how does this work?



All of our packages include the On-Site Wedding Management 
services listed below. This is what some may refer to as "day of 
coordination," but our process begins a minimum of six weeks prior 
to the wedding.

Two-hour detail finalization and venue walk-through meeting 30 
days before the wedding to review the wedding week schedule 
and finalize all arrangements 
Follow-up phone calls to each vendor one month before the 
wedding and the week of the wedding
Creation and distribution of wedding day timeline to wedding 
vendors one week before the wedding
Informational letters sent to wedding party and parents with 
important dates, times and instructions
Attendance at rehearsal and assistance with direction as needed
One lead planner and one assistant planner on-site for up to 8 
hours on the wedding day 

let's get started!

Whether you'd like help throughout the planning process, or just 
need a little help here and there, the services on the following two 
pages can be combined into the perfect package for your needs.

On-Site Wedding Management



Tools to help you track tasks, budget, payments, guest list, seating 
chart, wedding day schedule and more
Monthly scheduled phone/Skype calls to review tasks and ideas 
Unlimited phone and email contact (during normal business hours) 
with your coordinator throughout the planning process 

Choose the number of hours you'd like to have us available for 
meetings with wedding professionals or planning/organizational 
sessions: 15 hours, 30 hours, or Unlimited hours 

Assistance with selecting the locations for your ceremony 
and reception
Hotel Specialist to help you with blocking rooms for your 
out-of-town guests
Recommendations for with a minimum of three (3) pre- 
screened wedding professionals for each service needed, 
based on your budget and style 
Schedule and manage transportation services for your 
wedding day 

Staying On Track

Flexible Meeting Time

Building Your Team

we can help with...



Help you define your wedding vision, assist with creating a 
cohesive design, and guide you to make good design choices in 
every facet of the wedding
Create a custom monogram or logo for your wedding to use in all 
wedding elements
Discuss menu selection/customization with you and your caterer, 
and arrange and attend menu tasting
Assist with selection and design of all wedding stationery, 
including save-the-dates, invitations, programs, menu cards, and 
escort cards
Contingency planning in case of inclement weather 

and then...

All The Little Details

Monitor responses to your invitations including meal choices, and 
call non-respondents to assure a proper guest count. You will 
have access to a shared database so that you have up-to-date 
access to responses
Provide suggestions, gather contents and deliver guest welcome 
bags at up to two locations. Cost of materials will be billed 
separately
Assist with booking activities for you and your guests, such as 
golf outings, spa days, historic tours, shopping trips, etc.
Recommend locations for the rehearsal dinner and/or post- 
wedding brunch, assist with securing event professionals as 
needed, and oversee the event
Schedule and attend visits to local bridal salons and tuxedo rental 
shops to assist you with selecting the best looks for your bridal 
party. 

Wrapping Up The Loose Ends



next steps!

I look forward to chatting with you to hear more about your wedding, 
and discuss how our team of knowledgeable wedding planners can 
work with you to make it a stress-free and fun experience! 

Give us a call or send us an email to get started!

Best Wishes, 

Heather Canada 
Master Wedding Planner & Owner 
First Coast Weddings and Events

Give Us A Ring:   (904) 739-8003 

Drop Us A Line:   hello@firstcoastweddings.com 

Visit Us Online:    www.firstcoastweddings.com


