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An Easy to Follow Planning Guide for Events

We’ve put together a guide to help you organize 

your brain like a wedding planner would. Because, a 
wedding planner is writing this guide for you, so that is 
neat.  Also, when we mean ‘an easy to follow planning 
guide’ we mean it’s really easy to follow, not a lot of fuss 
and a straight-talk type of attitude. 

Be forewarned that the help of a professional 
event planner would make life easier and that this guide 
is covering just some of the foundations of wedding 
planning, with some extra insight, of course. We expect 
that the person reading this on the other side of the 
screen is willing to put in some thought and time into 
planning and organizing their big event. 

Cover Credits: Anastasia Strate Photography, Native 
Flower Company, Bitsy Bridal Boutique, Jessika Luz 
Make Up, Ember SLC,
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WHAT TO EXPECT IN THIS GUIDE

1. GET YOUR NUMBERS IN ORDER

2. CHECK YOUR FUNDS

3. CREATING YOUR BUDGET

4. CREATING A CHECKLIST

5. CREATING A DAY OF TIMELINE

6. HOW TO COMMUNICATE WITH VENDORS
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IT WOULD BE EASY FOR US TO PULL INFORMATION FROM OTHER

WEDDING PLANNING WEBSITES AND PIECE MEAL A GUIDE FOR YOU

BUT 1- THAT WOULD BE PLAGIARISM 2- THAT’S THE EASY WAY OUT

3- WE HAVE ENOUGH KNOWLEDGE AND EXPERIENCE THAT WE CAN

COMMUNICATE AND LAY OUT A USEFUL GUIDE THAT IS ALL OURS, 
AND IT’S ALL BACKED UP BY THE MANY WEDDINGS AND EVENTS WE

HAVE PLANNED OURSELVES. 

A NOTE OF DISCLOSURE. THIS GUIDE WILL NOT BE GOING OVER

ETIQUETTE, WEDDING RULES ,OR ANYTHING OF THAT NATURE. THIS

GUIDE IS TO HELP YOU ORGANIZE YOUR WEDDING PLANNING IN AN

EFFECTIVE WAY THAT MAKES SENSE FOR YOU TO EFFICIENTLY GET

THE VENDORS YOU NEED AND THE ITEMS CHECKED OFF YOUR LISTS.

HOT TIP: ALL VENDORS AND PARTNERS SHOWN HAVE CLICKABLE

PHOTOS OR LOGOS TO HELP CONNECT YOU TO THEM FAST AND GET THE

INFORMATION YOU NEED.
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GET YOUR NUMBERS IN ORDER

When we mean numbers, we aren’t talking about 
budget yet. We are talking about people at this 
beginning phase of planning. your guest list: 

The importance of your guest list applies to every 
aspect of your planning and budgeting. It’s the overall 
number that counts. You will hear it over and over again 
“what is your head count?”

Knowing your head count will affect the type of 
venue you choose, the cost of your catering, your cake, 
your rentals, your flowers, stationary, even your 
photographer. If you have 500 guests and you want 
them all captured on camera, individually or with 
families, and you only hired your photographer for 3 
hours- there’s a slim chance you will get all the lovely 
photos you wanted. 

If you need to save money, cutting your guest list first 
will aid in that.
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CHECK YOUR FUNDS

Now that we have the Guest list in order, if you 
already haven’t discussed who will be shelling out the 
dough for the Event now is the time. Deposits need to 
be made on the majority of items on your check list and 
you don’t want to have to wait too long for those 
vendors to get paid, otherwise they will move on and 
book another client. 

Regardless of how your Event is being paid 
for, a must do is to narrow down your most important 
items you want in your Event. These are usually the 
most costly, however once you get those booked and 
paid for, you have allowed yourself to be flexible with 
other things on your budget.
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CREATING YOUR BUDGET

We have a great budget guide! We’ve really 
become experts on this based on experiences with 
many, many, many wedding budgets. 

First: gather your overall budget- add up all the 
resources for paying for the wedding. Example:
If your total adds up to $25,000 our rule of thumb is: 
subtract 10% and the final total is your ACTUAL budget. 
So you guessed it, your actual budget is $22,500.

We have learned that most budgets never stay 
under. And we also know that most guides will tell you 
that you will go over by 5%. Our guide is saying you will 
likely go over by 10%. Things add up like taxes, delivery 
fees, service fees and last minute add-ons. 

Plan on the venue and your catering taking up 
most of your budget. After that, price points range 
differently among vendors in each category. It is the 
reason why we mentioned to pick your top 3 must 
haves and then allowing flexibility with the other items 
on your checklists. 
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CREATING A CHECKLIST

When creating your check list- we recommend using 
something simple like an Excel sheet or a table format. 

Vendor and Items
Booked or Purchased Date
Deposit Made
Owing
Total Cost

Make 2 Sheets or 2 separate tabs. Your first sheet will 
consist of wedding vendors. Add other vendors as 
needed.

Your second checklist sheet will be a to-do list. This could 
get very extensive but we’ve given you the top 20. Please 
note this is a basic guideline, you may have other 
checklists provided by vendors themselves such as the DJ 
or photographer .

(Add other vendors as needed.)
Photographer
Venue
Caterer
DJ/Music
Florist
Paper Goods
Event Rentals
Bar Tending
Photo booth
Transportation
Hotel
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CREATING A DAY OF TIMELINE

The ‘Day Of’ Timeline is crucial in communicating 
with all vendors, family members, friends that are 
assisting, your party helpers, and  even the DJ. It is an 
outline of the how the day will flow. You include the 
time, the vendor involved or person, your specific needs 
and requests. . 

The things you will want to include are:
Start time for Hair and make up
Start time of Ceremony
Start time of reception
Vendor set up times could be hours before your 
ceremony and/or reception. 
This section should also include their phone numbers 
and specific items they are bringing.
Strike time from the venue
Dinner serving times
Toast, cake cutting, first dance times including 
appropriate music and people involved

Your photographer will also love knowing where 
the best pictures will be to capture and a good DJ will 
conduct the flow of the guests following the Day Of 
timeline. 
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COMMUNICATING WITH VENDORS

Vendors have expected to be not only working at 
weddings, but also answering emails, phone calls, and 
other requests. Our advice is to plan your date, book 
your venue, and start contacting your vendors as early 
as you can before peak wedding season begins. 

Photographers, especially, get a lot of pricing 
inquiries, and they can’t always accommodate all the 
budgeting questions that come through. When 
communicating with photographer- research 
extensively! First find your style, make sure the style of 
the photographer is what you want. Second, check their 
social media feeds. Their social media feeds should be 
visual, and check their popularity- how many likes and 
followers do they have? if they have a lot, it’s a clue you 
should book fast. Make a list of 5 photographers you 
absolutely want. Make sure you do the research on 
style, delivery, package rates and pricing. 

The advice above also applies to Florists, 
Bakeries, DJ’s, and Hair and Make-up Artists.
Some direct talk: If you have your heart set on a specific 
vendor– and you have researched their price point and 
it seems a bit out of range. DO NOT ask them to do your 
wedding at a ridiculously low price. You will offend 
them and never even get a response. The correct way 
to approach them is to tell them what your budget is 
and  ask if they have any packages or a la cart options 
that may fit your budget. You may be surprised!
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Venues and Catering

In the very beginning, we told you to get that 
guest list finalized as early as possible. Or at least have a 
really small range in mind such as 100-115. Your venue 
and your caterer will ask you these things first and 
foremost. Make sure to know that the venue can 
accommodate all your guests, make sure the caterer 
can feed all your guests. 

A few things to consider when researching Venues:
What chairs and table do they provide?
Any Linens?
How involved are the site coordinators
How long do you get the venue for?
When is the strike time for vendors?
Is there a noise and/or fire ordinance?
Is there indoor option if it rains?
Who are their preferred vendors and what are you 
charged if you don’t use them?
Is this a full service venue- they provide flowers, cake, 
linens, audio/visual needs, catering etc.?
What is the cancellation policy?

A few things to ask your caterer:
What are the service fees?
What are the staffing fees?
What is the deposit?
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When is the final head count due?
What is the cake cutting fee?
Is there extra delivery fees?
What linens and dinnerware do they provide?
Do they do tastings?

What is the minimum cost per person?
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VISIT US ONLINE TO SEE MORE INSPIRATION 
AND TIPS! WWW.WEDUTAH.COM
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