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What’s Included 
Pre-Event Setup (Day-of Only) 
(Important: “Pre-event setup” here doesn’t mean weeks of planning — it’s about executing what’s already planned.)
This covers on-site preparation for the actual event day, such as:
· Arriving early to oversee venue setup (tables, chairs, linens, décor).
· Coordinating deliveries (flowers, catering, rentals).
· Ensuring layout matches the agreed design.
· Checking AV equipment, lighting, signage, etc.
Vendor Coordination
· Confirming all vendors (caterers, DJ, photographer, etc.) have arrived on time.
· Serving as the main contact for vendors so the client isn’t interrupted.
· Managing vendor setup and troubleshooting issues.
Guest Experience Management
· Greeting and directing guests.
· Assisting with special needs (VIPs, accessibility, etc.).
· Overseeing smooth guest flow (check-in, seating, transitions).
Problem-Solving
· Handling last-minute hiccups discreetly (missing vendor, seating changes, weather adjustments).
· Acting as the “go-to” person for staff, vendors, and guests — so the client can enjoy their event stress-free.
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