
WEDDING SALES
Name:__________________________________________ Ema i l :______________________________________ 

Date  of  I nqu iry :_________________________ Tour  Date :  ___________________________________________

WEDDING RECEPTION CHECKLIST:

Recept ion :_______________________________________ Recept ion  Date :____________________________________
	                        (Br ide ’s  l ast  name/groom’s  last  name)

Br ide ’s  Name:______________________________________ Groom’s  Name:___________________________________ 

Br ide ’s  Parents :_____________________________________________________________________________________ 

Groom’s  Parents :___________________________________________________________________________________ 

Day  of  Coord inator  or  A l ternate  Contact :_______________________________________________________________ 

V IP  Guests :_________________________________________________________________________________________ 

ROOM SET UP:
See d iagram for  l ayout

L inens : 	Standard  Wh i te    |    F loor  Length  Wh i te    |    Premium/Spec ia l t y  (see  funct ion  sheet)

Cloth  Napk ins : 	 None    |    Standard  Wh i te    |    Premium L inen

Favors :_____________________________________________________________________________________________ 

Portra i t :  I ncoming    |    None    |   Mu l t ip le :  _____________________________________________________________ 

Other  persona l  i tems brought  by  br ide :_________________________________________________________________ 

Centerp ieces :_______________________________________________________________________________________

Add i t iona l  Decor :____________________________________________________________________________________

1.



MENU

Menu Format :  P lated  D inner    |    Hors  d ’oeuvre  Recept ion    |    Buf fet  D inner 
__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

Upon  Arr i va l :  Passed  Hors  d ’oeuvres    |    Stat ioned  Hors  d ’oeuvres 
__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________

Late  Snack :  Passed    |    Stat ioned 
__________________________________________________________________________________________________

__________________________________________________________________________________________________

BEVERAGES

Passed : 	 W ine    |   Champagne    |     Spec ia l t y  Dr ink

Stat ion :  Cof fee    |    Tea     |    Punch

Bar :  Non-A lcoho l i c    |    Beer  &  Wine     |    Fu l l  Bar

Spec ia l :  Spec ia l t y  D ink    |   Premium Wines

Wedd ing  Cake  Mart in i :  ______________  Cosmopo l i tans :  _______________ Cranberry  Champagne :_______________ 

Bar  Serv ice  Start :__________________________________ End :____________________________________________

2.



TIMELINE

Ceremony  T ime & Locat ion_________________________________________________________________________

Ear l i est  t ime Guest  cou ld  beg in  arr i v ing :____________________________________________________________

What  i s  happen ing  as  Guests  arr i ve?
Tray  pass  hors  d ’oevres_________ Tray  Pass  Wine__________ Hors  d ’oeuvre  stat ion  open__________ Bar  open__________

Wedd ing  Party  arr i va l?
Ho ld  wedd ing  party  to  be  announced_________ Ho ld  Parents  too__________ Wedd ing  Party  may  enter  recept ion  __________

Br ide  &  Groom Arr i va l :  ______________________________________________________________________________

What  happens  when  the  br ide  and  groom arr i ve?
Band/DJ to  announce  fu l l  wedd ing  party_________________ Band/DJ to  annoucne  on l y  br ide  and  groom _________________

F irst  Dance  (recommended  upon  entry) :  ____________________________________________________________________
Fami l y  dance  to  fo l l ow____________________________  Fami l y  dances  w i l l  be  l a ter  __________________________

Dinner/Ma in  Buf fet :  _______________________________________________________________________________________

Cake  Cutt ing  (recommended  w i th in  1  hour  of  br ide  and  groom arr i va l ) :  _______________________________________

Toast  (recommended  to  occur  w i th  cake  cutt ing) :  ___________________________________________________________

Cake  Cutt ing  (recommended  w i th in  1  hour  of  br ide  and  groom arr i va l ) :  _______________________________________

Tray  Pass  champagne  for  toast :  ______________ Guest  may  toast  w i th  dr ink  a l ready  i n  hand :  ___________________

Tray  Pass  la te  snack :  _____________ Close  bar  (30 minutes  pr ior  to  departure) :  ______________________________

Departure :  _______________________________________________________________________________________________ 

What  happens  dur ing  departure :  ___________________________________________________________________________

Who wi l l  take  home g i f ts/persona l  i tems:  ___________________________________________________________________

3.



VENDORS

BAKERY
Contact :__________________________________ Ema i l :  _______________________________________________________

Set  Up :_________________ P ick  Up :  __________________________ Phone  Number :________________________________

Cake  Spec ia l  I nstruct ions :  _________________________________________________________________________________

__________________________________________________________________________________________________________

BAND/DJ
Contact :__________________________________ Ema i l :  _______________________________________________________

Set  Up :_________________ P ick  Up :  __________________________ Phone  Number :________________________________

FLOR IST
Contact :__________________________________ Ema i l :  _______________________________________________________

Set  Up :_________________ P ick  Up :  __________________________ Phone  Number :_______________________________

PHOTOGRAPHER
Contact :__________________________________ Ema i l :  _______________________________________________________

Phone  Number :________________________________ Spec ia l  I nstruct ions :  ______________________________________

_________________________________________________________________________________________________________

__________________________________________________________________________________________________________

ADD IT IONAL  VENDOR
Contact :__________________________________ Ema i l :  _______________________________________________________

Phone  Number :_____________________________________________________________________________________________

4.


