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The perfect package for couples who begin planning their 
wedding but get overwhelmed with the 1,001 details.  

 
Below are the inclusions of this package for your review. 

Please note, this is not the complete planning and coordination  
package, there are significant differences.  And if you have 

specific questions, please feel free to contact us! 
 
 
 

 
 
Complimentary Initial Consultation/Assessment 
 

• Establish you wants, needs, vision, and style to design a wedding concept and/or theme. 
 
 

Unlimited Communication (Phone, Email) 
 

• Regular communication throughout entire planning process to discuss questions and/or 
ideas you have about your wedding, your budget, the design, your vendors, etc.   

• Create and send the Wedding Planning Timeline ensuring all contracts and to-dos are tended 
to at the appropriate time. 

 
 

One-On-One Planning Meetings (12 Hours) 
• Progress meetings provided throughout planning process to discuss progress, the budget, 

vendors, etc.  
Note:  (These meetings can also be used for the final venue walk through, important vendor appointments, etc. 
– anything as requested by you). 

 
  

Event Location Selection 
 

• Recommend the best locations for your wedding weekend events (such as the rehearsal 
dinner, bridesmaid luncheon, wedding ceremony, wedding reception, and post wedding 
brunch) based on your style and budget. 

 
 

Event Design & Decor  
 

• Recommend small touches and details that will make your wedding day personal for you and 
memorable for guests. 

• Assist with the set-up and tear down of wedding day décor.   
 
 

Vendors  
 

• Recommend vendors that will fit your budget, style, and needs. 

• Help plan questions for interviews and other appointments with vendors.  
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• Review vendor contracts and make note of questions and/or concerns you can address with 
with the vendor. 

• Manage vendor communication the month of the wedding.  Providing communication, 
phone calls, faxes and emails, and clarification between you and all vendors during the 
month. 

• Issue the floor plan, timeline(s), and other important wedding day coordination documents 
to vendors 2 weeks before the wedding.   

• Communicate with all with vendors the week of the wedding to ensure all changes have been 
made as requested, timelines are understood and manageable, and all details are finalized for 
the wedding day.   

  
 

Invitations, Favors, & Etiquette  
 

• Provide guidance resources for guest and wedding etiquette. 

• Provide guidance resources for invitation wording and layout.  

• Offer discounts on all retail and custom paper products carried and/or designed by Bella 
Amore Events, LLC.   

 
 
Guests  
 

• Prepare a Seating Assignment template to assist with table and seating assignments.  

• Check all seating assignments to ensure correct counts, spelling, etiquette, etc prior to 
sending to the calligrapher or printer.   

 
 

Rehearsal Coordination  
 

• Orchestrate the rehearsal. 

• Confirm ceremony activities, traditions, standing positions, etc. 

• Review instructions on seating and timing with ushers.  

• Confirm final seating assignments.    

• Finalize all details with guests and the wedding party.  

• Provide a detailed printed schedule of wedding day events, roles and responsibilities, etc.; 
that will be handed out to the wedding party at the rehearsal.  

• Collect and keep safe all personal items of the Bride and Groom/wedding party, including 
favors, ceremony accessories and décor*. 

 

*Bella Amore Events, LLC reserves the right to deem what is a reasonable amount of personal items, accessories, and 
décor. 

  
 
Coordination of Ceremony & Reception 
 
On the wedding day, it’s our job to act as the event managers.  With that comes countless responsibilities for us to tend 
to, guaranteeing that the newly-weds enjoy the wedding and reception.  If a problem arrives, we fix it.  We are there to 

take care of any issue that arises without you or your guests even noticing.  So listing all our responsibilities is 
impossible; however, here is a list of some of the most common tasks we manage on the wedding day: 
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Ceremony: 

• Supervise and assist with ceremony and reception site preparation. 

• Check in all vendors, issuing their Day of Wedding Information Package, and communicate 
any last minute changes. 

• Set-up décor as request by the couple (such as petal cones, programs, guest book, VIP 
seating signage, unity candle/sand, etc).   

• Sound check the site. 

• Distribute ring pillow, flower baskets, and Wedding Party flowers. 

• Coordinate set-up locations for the photographer(s), videographer(s), musicians, etc.   

• Check in with the bride and groom assuring they are tended to, and ready to begin. 

• Greet guests, when time permits. 

• Prepare the wedding party for the processional and cue officiant and musicians.   

• Direct guests to the cocktail area after the ceremony. 

• Coordinate and/or transfer flowers and other items as requested to the reception. 
 
 

Cocktail Hour:   

• Check for and confirm correct set-up and placement of tables, flowers, signage, lighting, and 
other décor items as requested by the client. 

• Coordinate the set-up location, timing, and sound check with the musicians. 

• Confirm the timeline with the Catering Captain ensuring cocktails and hors d’ouerves are 
fresh and prepared for guest arrival. 

• Prepare sustenance and beverage for the Wedding Party for their arrival. 
 
 

Reception: 

• Deliver and set up all items and décor to the reception (such as champagne flutes, cake 
topper, knife/server, escort cards, placecards, napkins, favors, guestbook, card box, linens, 
etc.) 

• Review the timeline and food service schedule with the Catering Captain. 

• Check in all vendors, issue the Day of Wedding Information Package, communicate any last 
minute changes, and reconfirm schedule of events with the band, DJ, entertainers, and 
caterers; including toasts, speeches, dances, cake cutting and the bouquet and garter toss.  

• Check for and confirm correct set-up and placement of tables, number of seats, flowers, 
signage, lighting, and other décor items as requested by the couple. 

• Welcome guests upon arrival, assisting them to their tables as needed. 

• Line up the Wedding Party for Intros and review names with the Emcee 

• Cue vendors throughout the evening ensuring they are on schedule. 

• Cue the Bride and groom, Best Man, Maid/Matron of Honor, and/or Parents for special 
events throughout the evening (such as dances, toasts, cake cutting, etc.). 

• Manage and inform all vendors of any last minute schedule changes.  

• Regularly restore the placement and overall look of aesthetics and décor throughout the 
reception.    

• Confirm transportation vendors are in place and reconfirm their destinations. 

• Organize and pack all personal items, décor items, gifts, and any other take home items as 
requested by the couple and turn them over to the couple’s designated family 
member/friend at the end of the night. 

• Distribute payment and/or gratuity envelopes to vendors. 
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Additional Coordination Features & Services 
 

• Use of the Bella Amore Emergency Kit on the wedding day.  The kit contains over 200 
items such as a sewing kit, static guard, toothpaste, shoe polish, socks, straws, band aids, 
insect repellant, allergy medication, etc.  We have just about anything you may need on your 
wedding day.  
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Partial Planning & Coordination 
Investment:  from $3,475 

 
 

Partial Planning and Coordination requires more work as the  
wedding budget increases therefore our prices reflect this.  We have flat  
rate pricing broken down by budget levels.  Please see the below costs  

based on your overall wedding budget: 
 

 
 

Up to $50,000:     $3,450 
$50,000 to $75,000:    $4,750 

 
Note: This package is not available for weddings with budgets exceeding $75K.  For these weddings, we recommend our 

Complete Planning & Coordination Package or a Custom Planning & Coordination Package.   
 
 

 
Bella Amore Events does not charge additional fees for the following:  
 

(1) Use of the Bella Amore Events Wedding Management System, project templates, and other 
planning tools; 
(2) Travel (up to 150 mile round trip from Herndon, VA), tolls, and parking; 
(3) One additional day-of wedding coordinator to assist with wedding set-up and/or tear down.   
 
 
With client knowledge and prior written approval, Bella Amore Events reserves the right to 
charge additional fees for the following, but not limited to expenses: 
 
(1)  One-on-One meetings beyond the allotted 12 hours ($150/hr); 
(2)  Postage for samples and other planning items to client and vendors exceeding $15.00; 
(3)  Weekend of wedding hotel accommodations (from the room block) for multi-day weddings;  
(4)  Rental vehicle, if needed, the weekend of the wedding; 
(5)  Additional staff, beyond two, as required for wedding set-up and/or tear down.  Additional staff 
for the wedding weekend is $250/person; 
(6)  Travel beyond a 150 mile round trip from Herndon, VA.  Mileage rate as determined by the IRS.   
 
 
Other Important Notes:  
 

(1)  Custom packages are available upon request.  Pricing is determined on a case-by-case basis; 
(2)  Destination weddings require a Complete Planning Package; 
(3)  Payment terms are negotiable and may be customized to fit client specific requests.   
(4) Contract price will be based on the initial budget estimate as agreed to by Bella Amore Events 
and the client. If the actual budget exceeds the estimate (per client's request and approval), Bella 
Amore Events reserves the right to recover the funds via invoice prior to the wedding; 


