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Torry Events LLC

“Day of Wedding” Coordination Package
$1,500 FLAT

Starting 1 month prior to your wedding

Our most popular service, this package provides eng aged couples
and their families with the time-saving assistance of an
experienced, creative, and detailed professional ev  ent planner.

Starting one month prior to your wedding date, we’ll put together an action plan for your
wedding day management and then help you wrap up any outstanding wedding plans
and projects. We’'ll also provide you with a wedding planner and assistants to work
“behind the scenes” to manage and facilitate your wedding rehearsal and wedding day
— leaving you free to relax, have fun, and celebrate with no worries! A flat fee of $1,500

will apply.

Eligibility:
To be eligible for this wedding planning package, 80% of your vendors — and your
ceremony, cocktail, and reception venues — must already be booked by our first

meeting with you (1 month before your wedding date). Should you require additional
assistance, we are happy to provide details on our full service wedding planning package.

Timeline:
Starts 1 month prior to your wedding date

Key Services:
- Finalize wedding planning
Coordinate of final event details
Assist with production of “do it yourself” personal touches/decor
Serve as liaison to all your vendors, wedding participants, and venue staff
Develop and print all wedding event documentation for on-site use
Provide professional event management and troubleshooting for wedding
rehearsal and wedding day
Provide staffing for wedding rehearsal and wedding day (1 Wedding Planner; 1
Wedding Assistant; 1 Wedding Design/Production Assistant)

What We Do:

Torry Events understands that every couple — and every wedding — has its own special
style. Therefore, the assistance we can provide you to finalize your wedding plans
during the last month will differ. We are known for our attention to detail role in helping
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you to add those “special touches” that make your wedding uniquely yours. For
purposes of discussion, this is a listing of our typical services that may be customized
for your special day.

Upon receipt of your contract and deposit:

1. Unlimited advice by phone and email on wedding etiquette and “how to's”.
Torry Events operates wedding-related business on weeknights and
weekends but we have access to email and phone throughout the day.

PRE-EVENT SUPPORT

1. Comprehensive wedding planning meeting with bride & groom (allow whole
afternoon) to include:

a. Completion of the Wedding Day Checklist with all the details and set-
up needs for your special day (I'll basically interview you and you will
give me the answers. Once | have all this info, | can put everything
together in one place for managing the wedding day on-site. So get a
good night sleep the night before!)

b. Review of vendor contracts
c. Determine outstanding details/projects and make plan for completion

2. Site Visits - Detailed space “walk-through” of ceremony, cocktail, & reception
space to understand schedule, activity flow, and set-up “in context” on-site.

3. Develop and distribute wedding documentation to wedding participants and
vendors:

Master Wedding Day Schedule

Master Vendor Team Contact Listing

Master Wedding Participant Contact & Role Listing

Wedding Participants/Bridal Party Pre-Event Information Letter
Guest Seating Lists — by last name & table # - Torry Events format
Facility Set-Up Needs List

Wedding Program

Ceremony Order of the Service

Ceremony Prayers

Ceremony Readings in Large Print

Order of the Processional
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Reception Activity Flow (introductions; song requests; traditions;
etc.)

Reception Table Map Layout/ # of guests per table with table #
Music /song selections

Directions to all wedding sites

Placecard List (for calligrapher or person writing out cards)
Suggested Photo/Video List (optional)

Reserved seating signs for ceremony pews

Hotel Guest Shuttle Schedule

Hotel Guest Welcome Information Sheet

Vendor Confirmation Letters for vendors without contracts

4. Contact all wedding day vendors to make sure they have everything they need,
email final wedding day schedule, directions, vendor team contact list, and
specific vendor-related needs where applicable.

5. Assist with any last-minute “projects” — such as alphabetize the placecards,
typing up seating lists, favor wrapping, typing up ceremony readings, assembling
wedding programs, etc — or last minute “errands” — such as picking up your guest

book at the Hallmark store, arranging for calligraphy for the placecards, etc.
These are things that “come up” in the last few weeks and differ from bride to bride. We would
have a good idea of what is still outstanding and what you want us to do when we meet for your
comprehensive wedding meeting one month prior.

6. Develop and coordinate distribution of Hotel Block Guest “Welcome” Information
Sheet (optional) at check-in with directions

7. Assemble & deliver Hotel Guest Welcome Bags and arrange for distribution at
hotel check-in

8. Pack up and drop off all wedding ceremony supplies and décor
9. Pack up and drop off all wedding reception supplies and décor
10. Assist in making guest reception seating assignments

11.Proof placecards against master reception guest list; coordinate corrections;
alphabetize by last name; decorate where applicable

12.Make “Event Binders” for wedding day staff

WEDDING REHEARSAL
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Staffing for the wedding rehearsal includes: 1 wedding planner (me); 1
wedding assistant

Facilitate rehearsal in conjunction with facility staff and Officiant

* Because we’ll be busy preparing for your special day...attendance at your wedding rehearsal
dinner is not expected and if invited, it is greatly appreciated but we will respectfully decline.

WEDDING DAY

1.

9.

Staffing for the wedding day includes: 1 wedding planner (me); 1 wedding
ceremony/reception assistant; and 1 wedding design/production assistant

Coordinate, troubleshoot, and provide on-site event management on wedding
day from start to finish (pre-ceremony; ceremony; cocktail; reception)

Serve as bride & groom’s “right-hand” and assist where needed

Serve as liaison on your behalf to facility/venue banquet staff - and/or
“church” wedding coordinator — for set-up, etc.

Greet & coordinate on-site with all ceremony, cocktail, and reception vendors
Serve as information resource for bridal party and wedding guests
Monitor wedding day schedule

Basic set-up of “special touches” for ceremony (unity candle; wedding

programs; pew bows; door wreaths, etc. etc). ifitis determined you require significant “do it
yourself” project set-up on the wedding day that conflicts with us managing the wedding day schedule and vendors,
Torry Events support staff may be hired for an additional charge of $25/hour.

Coordinate wedding transportation arrivals/departures

10.Coordinate hotel guest shuttle arrivals/departures

11. Distribution of final wedding vendor payments and tips

12.Put out ceremony reserved seating signs

13. Orientate ushers on special seating

14.Distribute wedding flowers to bridal party and immediate family
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15.Line up bridal party for Processional

16. Facilitate Receiving Line

17.Facilitate ceremony “send off” (bubbles; doves; whatever you have planned!)
18. Facilitate group photo shoots with family and bridal party

19.Provide access to wedding day bridal and production “emergency” kits

20. Set-up and design of placecard table at reception

21. Basic set-up of “special touches” for cocktail and reception (things your

reception hall or florist don’t do — like a Christmas placecard tree, wish table,

candy buffet, children’s activity table, etc.). ifitis determined you require significant “do it
yourself” project set-up on the wedding day that conflicts with us managing the wedding day schedule and vendors,
Torry Events support staff may be hired for an additional charge of $25/hour.

22.Assist guests with gifts upon arrival
23.Coordinate room set-ups with facility staff for all event spaces
24.Assure reception tablescapes are decoratively accurate

25. Assure reception guest tables are placed and numbered correctly via the
table/floor map

26.Count reception guest table settings and chairs match total table guest counts

27.Placement of children’s activity kits at applicable reception guest tables
and/or set-up of Children’s Activity Table

28.Work with entertaining and facility banquet staff to manage “reception flow”
and schedule to your liking

29.Breakdown and packing of “special personalized details” including ceremony
and reception accessories, décor, and keepsakes
AFTER WEDDING

1. Return tuxedos

2. Box up and return of all wedding keepsakes, gifts, etc.
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Important Notes:

Wedding Planning / Coordination

It is understood that we are available immediately upon signing a contract for
wedding planning advice. If you require any event coordination project support
to do these tasks prior to one month before your event, we will charge an
additional $75/hour.

Please note that fees quoted for wedding planning packages or additional
wedding services cover our creativity, expertise, and time involved in
researching, planning, coordinating, executing, supervising, and troubleshooting
the services and projects above.

Wedding-Related Parties

It is also understood that Torry Events would charge ADDITIONAL and
separately for planning wedding-related PARTIES including the engagement
party, bridal shower, bridesmaid tea or luncheon, bachelor party, bachelorette
party, “next day” brunch, etc. A separate price quote is available upon request.

Meeting Schedule

All client / facility / vendor meetings, project work and errands are by appointment
only on weeknights after 7:00pm or on weekends — and must be scheduled in
advance. Weekly “in-person” meetings may take place at your home or an
alternate location. Conference calls may also be scheduled by appointment if
you are unavailable to meet in person.

Insurance

Torry Events is fully-insured with general liability coverage. We will arrange for
our insurance agent to mail a Certificate of Insurance directly to your facility
banquet manager.

Dress Code of Staff
Our professional wedding day attire will be a suit or business dress.

Vendors

In the event that vendors, subcontractors, facilities, or independent contractors
need to be secured to implement a wedding or event service, the client will be
responsible for signing the vendor contract and paying any associated fees
separately and directly to the vendor. Although | recommend and may work with
thoroughly competent professionals that | or the client has secured, | will not be
held liable for any errors, acts, or omissions on their part.

Page 6 of 8; Version: 2; 7/1/08; Prices subjectlmnge at any time without notice.



Cindy A. Torry, PBC™
Wedding/Event Planner

ABC Professional Bridal Consultant™
TORRY EVENTS LLC

72 Hewitt Road, Hewitt, NJ 07421
Phone: 973-749-6282

Fax: 973-853-1288

Email: info@torryevents.com

Web: www.torryevents.com

Payment Terms:

20% non-refundable deposit due immediately with signed contract
This payment blocks the services of Torry Events for your wedding weekend.

Additional 40% due at initial planning meeting one month prior to your wedding
date

Final 40% due 7 days prior to your wedding date

Acceptable forms of payment include: cash; personal or company checks
payable to “Torry Events LLC”; or money order. In the unlikely event one of your
checks is returned (unpaid) to us by the bank, you will be responsible for a $30
processing fee along with the face value of the check. If the situation happens more
than once, personal/company checks will no longer accepted for payment. Instead,
cash will be required for all outstanding payments due.

If you require us to purchase supplies for your event, a $300 cash retainer in
addition to our planning fee is required in advance. You will receive any balance not
spent in cash along with receipts for items purchased.

SPECIAL SITUATIONS

Event Date Change

If date, time, and/or location of your wedding/event changes, or the

wedding/event must be postponed due to the death of a family member or other

legitimate reasons, the client is responsible for notifying Torry Event sin

writing via a hardcopy letter with your original si gnature .
If Torry Events can service your rescheduled event, all monies paid to
date may be applied to the new date, no financial penalty will occur, and
the client is responsible for any remaining payments due.
If Torry Events can not service the new date, Torry Events will determine
the current value of work hours logged for your event up to the date of
your cancellation at our hourly consulting rate of $75/hour. Any monies
you have paid above that amount but no less than your original non-
refundable deposit may be refunded to you — OR — you may choose to
apply any monies paid to a new wedding/event scheduled within a year’'s
time with no additional financial penalty. In the case you choose to apply
any monies paid to date to a future event, you will be responsible for any
remaining monies due per your contract.

Cancellation

You may cancel a contract, in writing, for any reason. If the wedding/event is
canceled, the client is responsible for notifying Torry Event S in writing via a
hardcopy letter with your original signature . Because a wedding planner
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works for you on a daily basis commencing with the date the contract is signed
and their work is not limited to event day only like other vendors, Torry Events
will determine the current value of work hours logged for your event up to the
date of your cancellation at our hourly consulting rate of $75/hour. Any monies
you have paid above that amount but no less than your original non-refundable
deposit may be refunded to you.

The staff at Torry Events LLC looks forward to the opportunity of helping you
Create a “SPECIAL EVENT” for your most “MEMORABLE MOME  NT”!

About the Owner — Cindy Torry, Owner and Principal Wedding/Party Planner of Torry
Events LLC and member of the Association of Bridal Consultants, has over 10 years of
professional experience in high-ticket special events. This includes planning,
coordinating, and providing on-site event management of weddings, private parties, non-
profit, and corporate social events of all types for 10 to 600 guests with budgets ranging
from $200 to $350,000 — many of which were attended by celebrities and well-known

musical artists. Ms. Torry is also a professional wedding pianist and vocalist. References
are available upon request.

Call Cindy Torry TODAY at 973-749-6282 to setup a free no-obligation one-hour
wedding planning introductions meeting to learn mor e!

Contact Us TODAY!
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*This is not a contract. Fully-insured.

Page 8 of 8; Version: 2; 7/1/08; Prices subjectlmnge at any time without notice.



