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WEDDING PLANNER

There are many necessary details involved in planning a successful event.  D’Amico Catering 
has created this checklist to help guide you through the details of planning your Wedding.  

WEDDING DATE

bride phone

groom phone

contact during event phone

event / wedding planner phone

time of ceremony:

start end  location

number of guests

reception location

PRE-DINNER

arrival times:

guest arrival   bridal party arrival

receiving line:

following ceremony?  yes / no - or - at reception? yes / no

beverages:

butler passed beverages from to

butler passed champagne from to

non-acoholic beverages from  to
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hors d’oeuvres:

butler passed from to

buffet from to

both from  to

bar:

hosted from to

cash from to

both from  to

premium or house brands house premium

cordials yes no

martinis yes  no

wine yes no

beverage napkins ours yours

DINNER ARRANGEMENTS 

what time will guests be seated?

are you having a welcome? yes / no if yes, what time?

are you having a  prayer? yes / no if yes, what time?

are you having a toast? yes / no if yes, what time?

are you having a head table? yes / no if yes, where?

no. of guests at head table

assigned seating? yes / no

buffet yes / no where?

dismissed by table? yes / no
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preset items:

wine with meal service? yes / no house / premium

meal service to begin

vegetarian meals needed? yes / no if yes, how many?

special menu needs? yes / no 

if yes, what and how many?

children’s meals yes / no if yes, how many?

multiple entrees? yes / no  choices indicated by

cake service:

plated with dinner? yes / no if yes, what time?

buffet yes / no if yes, what time?

table linens:

white, d’amico yes / no napkin color

linens brought in? yes / no

if yes, company name/number

linens to be picked up? yes / no if yes, when?

POST DINNER 

dance? yes / no

if yes, when? from to

late night dessert and 
coffee buffet? yes / no if yes, what time?
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what time is last call?

what time is load out?

VENDOR CONTACTS 

photographer info:

photographer’s name  phone

photographer’s arrival time

time of photographs:

formal cake cutting photos? yes / no if yes, when?

are you providing a meal
for the photographer? yes / no if yes, what time?

florist info:

florist’s name

contact phone

florist arrival time

any additional pieces
other than centerpieces? yes / no

who will be assigned to  
remove centerpieces? name

is anything to be returned
to the florist? yes / no

when will the florist be
picking up these pieces? time date

you must take everything with you the night of the event: florals, cake  tops, cake pieces, any 

personal items, additional bathroom items, gifts, decorations brought in by you personally.
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music / musicians:

music / musician’s arrival time  phone

what time do they begin end

where are they playing?

do they need a green room?  yes / no

what time is the sound check?

are you providing meals
for the dj or musicians? yes / no if yes, what time?

sound and/or light
 

tech needed? yes / no if yes, what time?

linens or special decorations:

name phone

when are they arriving 
to set up?

how long will it take
to set up?

when are they picking
up linens? date time

when are they tearing
down decorations? date time

cake:

bakery name phone

cake arrival time

do any risers or pieces from 
the cake need to be returned
to the bakery? yes / no
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who will be taking these
pieces the night of the event?

who will be responsible for
the cake top?

ADDITIONAL NEEDS 

cake table yes / no if yes, where?

gift table yes / no if yes, where?

guest book table yes / no if yes, where?

placecard table yes / no if yes, where?

valet services required from to

smoking or non-smoking?

coat check? from to

audio/visual equipment:

video projector

microphones

screens

slide show

special lighting

sound or light tech

d’amico catering at the metropolitan ballroom and clubroom will be happy to provide table 

skirting for your gift, cake, guest book, buffet and/or placecard tables.  You may choose from

the following selections we have: green, gold, black, ivory, burgundy, white or bridal satin.


