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(Starts: 1–2 months before the event)
Best for clients who want professional support in designing and organizing the event before the big day.
What’s Included
1. Menu Finalization
· Coordinate with catering to refine food & beverage selections.
· Confirm guest dietary needs, preferences, and service style.
· Ensure menus align with the client’s vision and budget.
2. Room Setup & Design Plan
· Create a floor plan for seating, staging, buffet, or bar areas.
· Recommend décor layout (linens, flowers, lighting, signage).
· Align room flow with guest experience and event goals.
3. Timeline Creation
· Draft a master schedule (vendor arrivals, setup, speeches, entertainment, meal service, etc.).
· Sync timing with all vendors and staff.
· Build buffer times to prevent delays.
4. Staff Assignments
· Determine staffing needs (servers, bartenders, coordinators).
· Assign roles and responsibilities.
· Provide staff briefing notes for smooth teamwork.
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