
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

oh, how posh! Wedding Planner 
 

ow so you’re getting married, congratulations. Our hope is that this guide will assist you 
in planning the wedding of your dreams. However big or small, this is your day and we 
want it to be filled with joy and happiness. Our guide was created to assist you in 
planning every single detail of your special day. Our step by step guide will assure that 
nothing is forgotten and your wedding day everything will be just as you dreamed.                

W 

Print out the guide, and put it in a three ring binder and keep it by your side throughout 
your planning. Take the wedding planner with you when you meet with vendors, and visit 
different locations, use the guide to make notes on very thing about your wedding.  

 

All the best! 

oh, how posh! 
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Wedding Time-line and Checklist 

 

Nine to Twelve Months Before 

• Determine who will officiate at the ceremony. 

• Select a wedding date and time. 

• Announce your engagement in the newspaper. 

• Determine how many guests may attend. 

• Determine the type of wedding you want (size, formality, style, color scheme). 

• Select and order the bridesmaids' dresses. 

• Establish a preliminary budget. 

• Select and secure a photographer. 

• Select a caterer if not already provided by the reception. 

• Select and secure your reception location. 

• Select and secure your ceremony location. 

• Begin choosing your wedding cake baker, videographer, musicians, and florist. Sign   

necessary contracts. 

• Pick out engagement ring with fiancé. 

 

Six to Nine Months Before 

• Start compiling the guest list (inform your families to do the same). 

• Select the attendants for your wedding party. 

• Shop for the wedding dress, headpiece, veil, etc. 

• Start planning for honeymoon. 

• Register with a gift bridal registry in your favorite store. 

 

Four to Six Months Before 

• Make appointments for a physical exam with your doctor/dentist. 

• Check requirements for blood test and marriage license in your state. 

• Shop for wedding rings. 

• Select and order the invitations and stationery. 
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Wedding Time-line and Checklist 

 

 Four to Six Months Before 

• Make sure all the men's attire has been ordered. 

• Decide where to live after the wedding. 

• Complete the guest lists. 

• Begin shopping for trousseau. 

• Send your engagement announcement to the newspaper. 

• Inform mothers to select their dresses. 

• Select and order the men's attire. 

• Finalize honeymoon details and make the necessary reservations. 

• Confirm the menu and catering details with the caterer. 

• Prepare all maps and directions for the ceremony and reception. 

• Select your wedding rings. 

• Buy a wedding guest book. 

• Set the dates and times with the officiant for the rehearsal. 

• Plan the bridesmaids' luncheon and any other parties. 

 

Two to Four Months Before 

• Determine your resources for designing and printing the program for the ceremony. 

• Finalize the florist details, photographer, videographer, musicians, etc. 

• Arrange the necessary accommodations for out‐of‐town guests. 

• Plan a rehearsal dinner, time and place. 

• Confirm the wedding cake details with the baker. 

 

Six to Eight Weeks Before 

• Mail invitations and announcements. 

• Prepare a portrait for the newspaper. Check your local newspaper for details and timing. 

• Set appointment with photographer for your formal bridal portrait. 
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Wedding Time-line and Checklist 

Six to Eight Weeks Before 

• Select gifts for all your attendants. 

• Set appointments with any hairdressers and/or makeup artists. 

• Hire the limousine or other forms of transportation for the wedding. 

 

Four to Six Weeks Before 

• Decide what your menu is going to be for the reception. Estimate the expected number 

of guests. 

• Buy a gift for the groom. 

• Schedule a final fitting for your gown so it can be ready for your formal bridal portrait. 

• Purchase a going away outfit. 

• Pick up your wedding rings. 

• Purchase (borrow) all wedding accessories such as the ring pillow, goblets, garter belt, 

candles, etc. 

• Confirm florist details and delivery times. 

• Plan the seating for the reception as well as other details for the ceremony and 

reception. Start writing placement cards. 

• Make sure all bridesmaids' attire has been fitted. 

• Buy a gift for the bride. 

 

Two Weeks Before 

• Make arrangements to have your wedding gifts moved to your new home. 

• Handle business and legal details such as name changes, address changes, etc. 

• Prepare the wedding announcement for the newspaper. 

• Reconfirm your guests' accommodations 

• Make sure all clothing and accessories for you and the bridal party are ready. 

• Get your marriage license and any blood tests which are needed. 
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Wedding Time-line and Checklist 

 

One Week Before 

• Review any seating details with the ushers. 

• Make sure all wedding attire fits. 

• Finalize the seating arrangements. 

• Reconfirm your honeymoon reservations. Ensure you have any necessary plane tickets. 

• Start packing for your honeymoon. 

• Call any guests who have not responded yet. 

• Finish all the place cards for the reception. 

• Review all the final details with your photographer, videographer, etc. 

• Give a final head count to the caterer. 

• Confirm the availability of the musicians and vocalists. 

• Delegate responsibilities to reliable individuals on your wedding day 

• Wrap and present the wedding party gifts. 

• Finalize your rehearsal dinner arrangements or other plans. 

 

One Day Before 

• Get a manicure or massage to relax yourself. 

• Stay with your family the night before and sleep early. 

• Review and rehearse all the details of your participants. 

 

The Big Day 

• Make sure the best man and maid of honor sign the wedding certificate. 

• Allow yourself plenty of time to get dressed. 

• Enjoy your wonderful wedding and cherish each and every moment!!! 

• Be sure to eat properly. 

• Rest and relax with a good bath. 

• Prepare for your hairdresser and makeup appointments. 
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Notes 
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Wedding Budget Worksheet 
 

 
    Estimate1  Estimate 2 Estimate 3  Actual Cost 
Rings           
Bride    ____________ ____________ ____________  ____________ 
Groom    ____________ ____________ ____________  ____________ 
Engraving   ____________ ____________ ____________  ____________ 
         
Bridalwear         
Wedding Gown/Dress  ____________ ____________ ____________  ____________ 
Alterations   ____________ ____________ ____________  ____________ 
Headpiece/Veil   ____________ ____________ ____________  ____________ 
Undergarments   ____________ ____________ ____________   ____________ 
Shoes    ____________ ____________ ____________     ____________ 
Purse    ____________ ____________ ____________  ____________ 
Garter    ____________ ____________ ____________  ____________ 
Other    ____________ ____________ ____________  ____________ 
           
Groom’s Attire        
Tuxedo or formalwear  ____________ ____________ ____________  ____________ 
Shoes    ____________ ____________ ____________  ____________ 
Other    ____________ ____________ ____________  ____________ 
        
Attendants’ Attire      
Bridesmaids Dresses  ____________ ____________ ____________  ____________ 
Bridesmaids Shoes*  ____________ ____________ ____________  ____________ 
Groomsmen Formalwear  ___________ ____________ ____________  ____________ 
Groomsmen Shoes  ____________ ____________ ____________  ____________ 
Flowergirl’s Dress  ____________ ____________ ____________  ____________ 
Ring Bearer’s Attire  ____________ ____________ ____________  ____________ 
Ring Bearer’s Pillow  ____________ ____________ ____________  ____________ 
         
Officiant and Legalities 
Officiant’s Fee   ____________ ____________ ____________  ____________ 
Marriage License  ____________ ____________ ____________  ____________ 
Blood Tests (if required)   ____________ ____________ ____________  ____________ 
Other    ____________ ____________ ____________  ____________ 
          
Invitations and Other Stationery     
Invitations   ____________ ____________ ____________  ____________ 
Calligraphy   ____________ ____________ ____________  ____________ 
RSVP Cards   ____________ ____________ ____________  ____________ 
Thank You Cards  ____________ ____________ ____________  ____________ 
Postage   ____________ ____________ ____________  ____________ 
Itineraries   ____________ ____________ ____________  ____________ 
Announcement in paper  ____________ ____________ ____________  ____________ 
          
Transportation         
Limousine or bridal car  ____________ ____________ ____________  ____________ 
Attendants’ Cars  ____________ ____________ ____________                   ____________ 
Guest Transportation  ____________ ____________ ____________  ____________ 
Alternate (e.g. carriage)  ____________ ____________ ____________  ____________ 
Other    ____________ ____________ ____________  ____________ 
     
Flowers    
Bride’s Bouquet   ____________ ____________ ____________  ____________ 
Bridesmaids Bouquets  ____________ ____________ ____________  ____________ 
Flowergirl’s flowers  ____________ ____________ ____________  ____________ 
Boutonnieres   ____________ ____________ ____________  ____________  
Corsages   ____________ ____________ ____________  ____________ 
Flowers for Church  ____________ ____________ ____________  ____________ 
Flowers for Reception  ____________ ____________ ____________  ____________ 
Other    ____________ ____________ ____________  ____________ 
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Wedding Budget Worksheet 
 

 
Estimate1  Estimate 2 Estimate 3  Actual Cost 

 
 
Photographer/Videographer 
Sitting Fee   ____________ ____________  ____________  ____________ 
Wedding Photos  ____________ ____________ ____________  ____________ 
Albums   ____________ ____________ ____________  ____________ 
Gift Sets   ____________ ____________ ____________  ____________ 
Videographer Fee  ____________ ____________ ____________  ____________ 
Video Copies   ____________ ____________ ____________  ____________ 
Other    ____________ ____________ ____________  ____________ 
 
Beauty 
Hair Stylist   ____________ ____________ ____________  ____________  
Make-up   ____________ ____________ ____________  ____________ 
Manicure/Pedicure  ____________ ____________ ____________  ____________ 
Other    ____________ ____________ ____________  ____________ 
 
Ceremony 
Venue Fee   ____________ ____________  ____________  ____________ 
Musician(s)   ____________ ____________ ____________  ____________ 
Guest Book and Pen  ____________ ____________ ____________  ____________ 
Candles   ____________ ____________ ____________  ____________ 
Other    ____________ ____________ ____________  ____________ 
 
Reception   ____________ ____________ ____________  ____________ 
Venue Fee   ____________ ____________ ____________  ____________ 
Catering Fee   ____________ ____________ ____________  ____________ 
Food    ____________ ____________ ____________  ____________  
Beverages   ____________ ____________ ____________  ____________ 
Champagne   ____________ ____________ ____________  ____________ 
Cake    ____________ ____________ ____________  ____________ 
Cake Knife   ____________ ____________ ____________  ____________ 
Decorations   ____________ ____________ ____________  ____________ 
Table Centre Pieces  ____________ ____________ ____________  ____________ 
Favors    ____________ ____________ ____________  ____________ 
Rentals (Tent, etc.)  ____________ ____________ ____________  ____________ 
Music/D.J.   ____________ ____________ ____________  ____________ 
Toasting Glasses  ____________ ____________ ____________  ____________ 
Other    ____________ ____________ ____________  ____________ 
  
Thank You Gifts/Lunches 
Bridesmaids Gifts  ____________ ____________ ____________  ____________ 
Groomsmen Gifts  ____________ ____________ ____________  ____________ 
Other Attendants Gifts  ____________ ____________ ____________  ____________ 
Parents Gifts   ____________ ____________ ____________  ____________ 
Bridesmaids Lunch  ____________ ____________ ____________  ____________ 
Groomsmen Get Together ____________ ____________ ____________  ____________ 
Other    ____________ ____________ ____________  ____________ 
 
Miscellaneous Expenses      
Wedding Planner Fees  ____________ ____________ ____________  ____________ 
Other    ____________ ____________ ____________  ____________ 
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Bridal Attire Worksheet 
 

 
 
Bridal Shop:  
Contact person: ___________________________________________________________ 
Phone: __________________________________________________________________ 
Fax: _____________________________________________________________________ 
Address: _________________________________________________________________ 
Website: _________________________________________________________________ 
email Address: ____________________________________________________________ 

 
Designer/Manufacturer:        
Style: ____________________________________________________________________ 
Color/Fabric: ____________________________________________________________________ 
Train Length:  ______________________________________________________________ 
Size: _____________________________________________________________________ 
Cost: ____________________________________________________________________________ 
 
Alterations Contact:  
Phone: _________________________________________________________________________ 
Fax: ____________________________________________________________________________ 
Alteration Specifications:  _________________________________________________________ 

_________________________________________________________________________________ 

 
Fitting Dates:  
First Fitting (date/time): ___________________________________________________________ 
Second Fitting (date/time)__________________________________________________________ 
Final Fitting (date/time): ___________________________________________________________ 
Pick‐up (date/time): _______________________________________________________________ 
Cost: _____________________________________________________________________________ 
 
Headpiece/Veil:  
Style: ____________________________________________________________________________ 
Color: ____________________________________________________________________________ 
Length: ___________________________________________________________________________ 
Cost: ______________________________________________________________________________ 

 

Make Checks Payable To: _______________________________________________________________ 

Cancellation Policies & Notes 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
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Bridesmaid Attire Worksheet 
 

 
 
Company: ______________________________________________________________ 
Contact person: ____________________________________________________________ 
Phone: ___________________________________________________________________ 
Fax: ______________________________________________________________________ 
Address: ___________________________________________________________________ 
Website: ___________________________________________________________________ 
Email Address: ______________________________________________________________ 

 
Designer/Manufacturer: _______________________________________________ 
Style: _____________________________________________________________________ 
Color/Fabric: _______________________________________________________________ 
Size: ______________________________________________________________________ 
 Cost: _____________________________________________________________________ 
Accessories: ________________________________________________________________ 
 

Alterations Contact:  
Phone: _______________________________________________________________________ 
Fax: _________________________________________________________________________ 
Alteration Specifications: ________________________________________________________ 
 

Fitting Dates: ________________________________________________________________ 
First Fitting (date/time): ___________________________________________________________ 
Second Fitting (date/time): _________________________________________________________ 
Final Fitting (date/time): ___________________________________________________________ 
Pick‐Up (date/time): ______________________________________________________________ 
Cost: ___________________________________________________________________________ 
 

Flower Girl Dress: 
Designer/Manufacturer: ___________________________________________________________ 
Style: __________________________________________________________________________ 
Color/Fabric: ____________________________________________________________________ 
Size: ___________________________________________________________________________ 
Cost: ___________________________________________________________________________ 
Accessories: _____________________________________________________________________ 

Make Checks Payable To: __________________________________________________________ 

Cancellation Policies & Notes 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 



 
  Bridal Beauty Worksheet 

 
Hair: 
Salon/Company: ________________________________  
Appointment with: ________________________________ 
Phone: ________________ Fax: ________________ 
Consultation (date/time): _____________________  
Wedding Day Appt. (date/time): _____________________ 
Address: ___________________________________________ 
Website: ______________________________________  
Email Address: _____________________________________ 
Deposit Amount: _________________ 
Total Cost of Services Provided: ______________________ 
 

Makeup: 
Salon/Company: ________________________________ 
 Appointment with: _________________________________ 
Phone: ________________ Fax: ________________ 
Consultation (date/time): _____________________  
Wedding Day Appt. (date/time): _____________________ 
Address: ____________________________________________________________________________ 
Website: ______________________________________  
Email Address: _____________________________________ 
Deposit Amount: _________________ 
Total Cost of Services Provided: ______________________ 
 

Nails: 
Salon/Company: ________________________________  
Appointment with: _________________________________ 
Appointment (date/time): _____________________ 
Phone: ________________ Fax: ________________ 
Address: _____________________________________________________________________________ 
Website: ______________________________________  
Email Address: _____________________________________ 
Desired Services:  ______________________________________________________________________ 
Total Cost of Services Provided: ______________________ 
 

Spa: 
Salon/Company: ________________________________  
Appointment with: _________________________________ 
Appointment (date/time): _____________________ 
Phone: ________________ Fax: ________________ 
Address: ____________________________________________________________________________ 
Website: ______________________________________  
Email Address: _____________________________________ 
Desired Services: _____________________________________________________________________ 
Total Cost of Services Provided: ______________________ 

www.ohhowposh.com 
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  Bridal Registry 
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Registering for your wedding gifts can be so 
much fun. Some couples may feel it’s a tedious 
task and put forth little effort in doing it. Here’s
a little advice, do yourself and your guest a favo
and take the time to prepare for your registry. 
This will allow your guest to give you something 
that you actually need and want. Talk to your 
fiancé and pick a date that the both of you can 
spare a few hours and focus just on doing your 
registry. Think about it, how many other times in 
your life will you have the chance to create such an elaborate wish

 
r 

 list!    

 

oh, how posh! registry tips 

Where should you register?  Registering at one place is not enough, you should opt for two to four 
registries give guests more choices.  To make it easy on yourself and others, pick one store for bedding, 
another for china, and so on. This will prevent you from signing up for the same items at different 
stores.  

How to let your guest know?  It’s not appropriate to ask for wedding gifts, so you have to be careful 
with how you let people know where you’re registered. Also don’t include registry information with your 
wedding invitations; using word of mouth is the best way to broadcast this. Your registry information 
can, also be listed on your bridal shower invites since the invitation does not come from you, but from 
the person hosting the shower. You can also include such details on a wedding web page. 

Over register:  Satisfy gift needs for showers and engagement parties, request more items than the 
number of people on your guest list. This will give you more options. You’re actually doing guests a favor 
by giving them more choices. 

Just what you wanted:  It’s acceptable and okay to register for just about anything, you don’t have to be 
a slave to traditional registry lists. If you never cook at home but love to hiking, it perfectly fine to 
register for hiking gear and not crystal goblets, your guest will not mind. 

Keeping Track:  Be sure to check back periodically with your registry to see if you need to change any 
items or add items. 

Thank you:  Thank‐you notes for gifts received before the wedding should be sent within two weeks of 
arrival. Notes for gifts received on or after the wedding day should be sent within a month of your 
return from the honeymoon. 
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B  Bakery Worksheet 
 
Bakery Information: 
Bakery _______________________________________________ Phone _______________________ 
Address _____________________________________________ State __________ Zip ____________ 
Consultant ___________________________________________ Business Hours ___________________ 
Web Site __________________________________E‐mail Address ______________________________  
 
Wedding Cake 
Style _______________________________________________________________________________ 
Batter _____________________________ Filling ____________________________________________ 
Frosting Flavor _______________________ Main Frosting Color ________________________________ 
Trimmed in what Color(s)? _______________________________________________________________ 
Number of Servings _________________ Price per Serving _______________ Total _________________ 
Number of Layers ____________________ Cake Top Decoration ________________________________ 
Cake Top Flowers ______________________________________________________________________ 
Other Decorations _____________________________________________________________________ 
Cake Table Trimmed with ________________________________________________________________ 
Special Instructions _____________________________________________________________________ 
Top Layer to be Wrapped and Saved? ___________________________ 
Cake to be Served as Dessert? ________________________ By Whom? __________________________ 
Delivery Fee _________________________ Delivery Date and Time ______________________________ 
To be Delivered to (location) _____________________________________________________________ 
 
Groom’s Cake 
Design _____________________ Batter Flavor ___________________ Icing Flavor _________________ 
To be Served at Reception? _____________________________ Price ____________________________ 
 
Dividers 
Deposit on Dividers _________________________ Date ________________ Refundable? ____________ 
Dividers Must be Returned by (date) ___________________ At (location) _________________________ 
Dividers Will be Returned by (person) ______________________________________________________ 
 
Total _____________________ Deposit Paid on Cake ________________________ Date ____________ 
Balance Due _________________________________ Balance Due on or Before____________________ 
 

Make Checks Payable To: _______________________________________________________________ 

Cancellation Policies & Notes 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
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Caterer Worksheet 
 

Caterer: 
Company: ________________________________  
Contact Name: _________________________________ 
Phone: ________________ Fax: ________________ 
Address: ____________________________________________________________________ 
Website: ______________________________________ Email Address: __________________________ 
 

Type of service: 
___ Buffet ___ Sit‐Down  ___Cake & Punch 
 ___ Other:______________________________________________________________________ 
___ Specialty Foods/Service:________________________________________________________ 
 
Menu Selection: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 

Services: 
Kitchen Facilities: _____________________________________________________   Cost: _______ 
Food Prep & Equipment: _______________________________________________   Cost: _______ 
Servers Provided: _____________________________________________________  Cost: _______ 
Bartenders Provided: __________________________________________________  Cost: _______ 
Gratuity Included? ___________              Cost: _______ 
Beverage Services: ____________________________________________________   Cost: _______ 
Set‐up: ______________________________________________________________  Cost: _______ 
Clean‐up: ____________________________________________________________   Cost: _______ 
Cake: ________________________________________________________________   Cost: _______ 
Cake Knife Set & Supplies: _______________________________________________  Cost: _______ 
Linens/Napkins: _______________________________________________________   Cost: _______ 
Ice Carvings: __________________________________________________________   Cost: _______ 
Other: _______________________________________________________________  Cost: _______ 
Other: _______________________________________________________________  Cost: _______ 

Cost: 
Menu Selection Due Date: _____________________ 
Final Head Count Due Date: ___________________ 
Per Person: ________________ Estimated Guests: _________ 
Total Price _____________ Deposit Paid ____________ Date ____________ 

Balance Due _____________________________ Balance Due on or Before________________________ 

Make Checks Payable To: _______________________________________________________________ 

Cancellation Policies & Notes ____________________________________________________________ 

_____________________________________________________________________________________
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 



 
 Questions to Ask When Booking Ceremony Venue 
 
Once a desired venue has been chosen, before you book it, it is advisable to thoroughly check 
out the venue and find out the following: 
 

 

• What is the fee for renting the venue and what does the fee include? 

 

 

 

• How much deposit is required and when is the rest of the fee payable? 

 

 

 

• How long can the venue be used for at that fee? 

 

 

 

• What are the hourly charges if the time allotted is exceeded? 

 

 

 

• Is there a security deposit required? 

 

 

 

• What is the refund policy? 

 

 

 

• Can the venue be used for a rehearsal the day/evening before the wedding (and is this inc
within the rental fee)? 

luded 
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 Questions to Ask When Booking Ceremony Venue 

 

 

 

• What are the insurance requirements, if any? 

 

 

 

• Will there be a venue coordinator available, if required? If so, what are the duties of the venue
coordinator? 

 

reo 

 

 

 

• Are there any officiant options with the venue? 

 

 

 

• Are there any requirements regarding an officiant? 

 

 

 

• Is pre‐marriage counseling required (if in a place of worship)? 

 

 

 

• Can couples from mixed faiths be married at the venue (if applicable)? 

 

 

 

• What rental equipment is included with the fee (for example, microphones, candelabras, ste
system, organ, etc.) or, what is the cost of using these if not included within the fee? 
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 Questions to Ask When Booking Ceremony Venue 

 

 

• Is there an organist or pianist available? 

 

 

 

• What is the room capacity? 

 

 

 

• Is there a change room/waiting room that is included for use? 

 

 

 

• What parking is available? 

 

 

 

• Will there be any other weddings held on the desired date? 

 

 

 

• If any other weddings are planned, what time will they be held at? 

 

 

 

• How long before the wedding can the florist and decorator come in to set up? 
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Questions to Ask When Booking Ceremony Venue 

 

 

 

• Are there any restrictions with respect to decorating? 

 

 

 

 

• Are there any wedding policies or rules (for example rules regarding picture taking or petal, rice
or birdseed tossing, etc.)? 

 

 

 



 
  Ceremony Music Worksheet 

 

Ceremony Details 

Date of Ceremony _____________________________Time ______________________ 

Location _____________________________________ Length Of Ceremony ___________ 

Formality Of Ceremony _________________________________________________________________ 

Number Of Guests To Attend _____________________________________________________________ 

Officiant __________________________________________ Phone _____________________________ 

Officiant’s Fee ___________________________ Religious Affiliation _____________________________ 

Regulations Or Restrictions 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

Counseling Sessions Required ____________________________________________________________ 

Receiving Line Options __________________________________________________________________ 

Musicians 

Organist/Pianist Name __________________________________________________________________ 

Phone ______________________E‐mail ________________________ Fees Charged _______________ 

Soloist 1 ______________________________________________________________________________ 

Phone ______________________ E‐mail ________________________ Fees Charged _______________ 

Soloist 2 ______________________________________________________________________________ 

Phone _______________________E‐mail _________________________Fees Charged ______________ 

Other Musicians _______________________________________________________________________ 

_____________________________________________________________________________________ 

Fees Charged, etc. _____________________________________________________________________ 

 

 

 

 

 

 

 

 

 

www.ohhowposh.com 
18 
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Ceremony Music Worksheet 
 

Musical Selections 

Prelude (List Titles) ____________________________________________________________________ 

_____________________________________________________________________________________
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Processional __________________________________________________________________________ 

Recessional ___________________________________________________________________________ 

Postlude _____________________________________________________________________________ 

_____________________________________________________________________________________ 

Solos ________________________________________________________________________________ 

Special Notes _________________________________________________________________________ 

_____________________________________________________________________________________ 



 
  Consultant Worksheet 

 
 
Consultant: 
Company: ________________________________ Contact Name: _______________________________ 
Phone: ________________ Fax: ________________ 
Address: ____________________________________________________________________________ 
Website: ______________________________________ Email Address:  __________________________ 
 

Fee Structure 
Hourly? Yes ___ or, No ___ If Yes, Hourly Rate ______________________________________________ 
Percentage? Yes ___ or, No ___ If Yes, Percentage Amount ____________________________________ 
Percentage Paid By ____________________________________________________________________ 
Flat Fee _____________________________________________________________________________ 
Combination of Fees (explain) ___________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
Consultant Present at ___ Rehearsal ___ Ceremony ___ Reception 
Hours Consultant Will be Present at Rehearsal ________________________ Extra Fee ______________ 
Hours Consultant Will be Present on Wedding Day ____________________ Extra Fee  
Special Requests 

Explain 
_____________________________________________________________________________________
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Extra Fees 
___________________________________________________________________________________ 

___________________________________________________________________________________ 

 

Total ______________________ Deposit Paid __________________________ Date ________________ 

Balance Due _______________________ Balance Due on or Before______________________________ 

Make Checks Payable To: _______________________________________________________________ 

Cancellation Policies & Notes 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
 
Attach the terms of your agreement to this sheet for reference.  
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  Entertainment Worksheet 

 

Entertainment Details 

1. Entertainer (Business Name) ______________________________Phone _____________________ 

Address _______________________________________ State ______________ Zip _______________ 

Consultant __________________________________ Business Hours ___________________________ 

Web Site Address ___________________________ E‐mail _____________________________________ 

 

2. Entertainer (Business Name) ______________________________Phone _____________________ 

Address _______________________________________ State ______________ Zip _______________ 

Consultant __________________________________ Business Hours ___________________________ 

Web Site Address ___________________________ E‐mail _____________________________________ 

 

Entertainment Details 

1. Number of Members in Band/Number of DJs ______________________________________________ 

Hours Needed __________________________ Overtime Available/Fee ___________________________ 

DJ/Bandleader Serving as Master of Ceremonies? __________________ Set Up Time ________________ 

 

2. Number of Members in Band/Number of DJs ______________________________________________ 

Hours Needed __________________________ Overtime Available/Fee ___________________________ 

DJ/Bandleader Serving as Master of Ceremonies? _________________ Set Up Time ________________ 

 

Favorite Songs to be Played by: #1 or #2 Entertainer (specify) 

Dinner Music __________________________________________________________________________ 

First Dance Music __________________________________ Approx Time ________________________ 

Bridal (Money) Dance ________________________________Approx Time _______________________ 

Other Dance Music ____________________________________________________________________ 

_____________________________________________________________________________________
_____________________________________________________________________________________ 

Fun Songs (Bird Song, Hokey Pokey, etc.) ___________________________________________________ 

_____________________________________________________________________________________
_____________________________________________________________________________________ 
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Entertainment Worksheet 
 

 

Special Requests_______________________________________________________________________ 

_____________________________________________________________________________________
_____________________________________________________________________________________ 

1. Total ______________________ Deposit Paid ___________________________ Date _____________ 

Balance Due ______________________________ Balance Due on or Before_______________________ 

Make Checks Payable To: ________________________________________________________________ 

 

2. Total __________________________ Deposit Paid ___________________________ Date _________ 

Balance Due _______________________ Balance Due on or Before______________________________ 

Make Checks Payable To: _______________________________________________________________ 

Cancellation Policies & Notes 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 



 
  Equipment Rental Worksheet
 
Rental: 
Company: ________________________________ Contact Name:  _______________________________ 
Phone: ________________ Fax: ________________ 
Address: ____________________________________________________________________________ 
Website: ______________________________________ Email Address: __________________________ 
 

Delivery: 
Ceremony Location: ________________________________ Date: ____________ Time: __________ 
 
Reception Location: ________________________________ Date: ____________ Time: __________  

 

 
Beverage Items  Quantity  Cost 

Aisle Runner     
Arches     
Benches     
Buffet Table     
Canopies/Tents     
Cake Table     
Chairs     
Chair Covers     
Candelabra     
Dance Floor     
Flower Stands     
Gazebos     
Lamps     
Mirrors     
Round Tables     
Other     
Other     
Other     

Subtotal   

   

Wedding Items  Quantity  Cost 
Aisle Runner     
Arches     
Benches     
Buffet Table     
Canopies/Tents     
Cake Table     
Chairs     
Chair Covers     
Candelabra     
Dance Floor     
Flower Stands     
Gazebos     
Lamps     
Mirrors     
Round Tables     
Other     
Other     
Other     

Subtotal   
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  Rehearsal Dinner Worksheet 
 

The rehearsal dinner is an informal meal after a wedding rehearsal, which takes place the night before 
the actual wedding. It's an opportunity for the wedding party to get to know each other better, and a 
chance for the bride and groom to thank all the people who have helped them out with the wedding 
planning. 

 
Rehearsal: 
Site: _______________________________________ 
Date: _____________________ Time: _____________________ 
Contact: _____________________ Phone: ________________ Fax: ________________ 
Address: ______________________________________________________________________ 
Website: ______________________________________ Email Address: _________________________ 
Parking Info: _________________________________________________________________________ 
Confirmed Rehearsal Site/Date/Time: _____ Yes _____ No 
Number of People Attending: ___________  Total Cost: ______________________ 

 
Rehearsal Dinner: 
Site: _______________________________________ 
Date: _____________________ Time: _____________________ 
Contact: _____________________ Phone: ________________ Fax: ________________ 
Address: ________________________________________________________________________ 
Website: ______________________________________ Email Address: _______________________ 
Parking Info: ________________________________________________________________________ 
Made Reservations: _____ Yes _____ No   Formal/Informal _______________________ 
Number of Guests (Adults) ___________________________ (Children) ________________________ 
Menu to Include ______________________________________________________________________ 

_____________________________________________________________________________________ 

Cash or Open Bar ______________ Price per Person __________________      

Guest List 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

__________________________________________________________________________________ 

Total _________________ Deposit Paid ________________________________ Date _____________ 

Balance Due _____________________________ Balance Due on or Before_______________________ 

Make Checks Payable To: _______________________________________________________________ 

Cancellation Policies & Notes ____________________________________________________________ 

_____________________________________________________________________________________
_____________________________________________________________________________________ 
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  Transportation Worksheet 
 
Transportation: 
Transportation Company __________________________________Phone ___________________ 
Address _________________________________________ State __________ Zip ______________ 
Contact Name _____________________________Business Hours __________________________ 
Web Site __________________________________E‐mail Address _______________________________ 
 
Transportation Details: 
Type of Transportation (limousine, carriage, etc.) _____________________________________________ 
Number of People to Accommodate _______________________________________________________ 
Number of Vehicles Needed _____________________ Color(s) _________________________________ 
Type(s) of Vehicles Needed ______________________________________________________________ 
Number of Hours Needed ___________________ Overtime Available? ___________________________ 
Overtime Details _______________________________________________________________________ 
Transportation Will Arrive at (location) _____________________________________________________ 
Time of Arrival (first stop) __________________ Time of Departure to Ceremony  __________________ 
Time of Arrival at Ceremony _______________ Time of Departure to Reception ___________________ 
Time of Departure From Reception) ___________________ 
Rate per Vehicle _______________________________________________________________________ 
Overtime Charges per Vehicle ____________________________________________________________ 
Total Amount (including tax) _______________________ Amount for Gratuity_____________________ 
 
Car Styles and Passengers 
Car 1‐Type ____________________ Passengers to Ceremony ___________________________________ 
Car 2‐Type ____________________ Passengers to Ceremony ___________________________________ 
Car 3‐Type ____________________ Passengers to Ceremony ___________________________________ 
Car 4‐Type ____________________ Passengers to Ceremony ___________________________________ 
Car 1‐Type ____________________ Passengers to Reception ___________________________________ 
Car 2‐Type ____________________ Passengers to Reception ___________________________________ 
Car 3‐Type ____________________ Passengers to Reception ___________________________________ 
Car 4‐Type ____________________ Passengers to Reception ___________________________________ 
Car 5‐Type ____________________ Passengers to Reception ___________________________________ 
Drivers (if not chauffeur driven) ___________________________________________________________ 
 
Total Price of Order (including gratuity) _____________ Deposit Paid ____________ Date ____________ 

Balance Due _____________________________ Balance Due on or Before________________________ 

Make Checks Payable To: _______________________________________________________________ 

Cancellation Policies & Notes 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
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Questions to Ask When Booking a Videographer 

 
Before  you  decide which  videographer  you want  to  hire, make  sure  to  ask  these  following 
important questions:  
 
  

• How long have they been videotaping weddings? 

s? 

g? 

re? 

 

t? 

ts? 

y? 

e? 

?? 

e? 

 
 

• Can they provide a sample wedding and reference
 

 
• Will there be an assistant at the weddin

 
 

• How does  the videographer coordinate with a wedding photographer? Have  they worked 
with your photographer befo

 
 

 
• Are they familiar with your ceremony site? If so can you see the tape?

 
 

 
• How many weddings are they taping on the day of your even

 
 

 
• Do they offer any special effec

 
 

 
• What equipment will they use to film with and will it interfere with the ceremon

 
 

 
• How bright a light will they us

 
 
 

• What are the rates, are there packages, what are overtime rates and when is it payable
 

 
 
 

• What is the editing time for the footag
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Questions to Ask When Booking a Videographer 

S? 

s? 

ix? 

d? 

 
• How many copies of the final cut will you receive and will it be on DVD or VH

 
 

• What is the cost for additional copie
 

 
• What is their  videographer’s style? Straight cut, documentary, cinematic, or a m

 
 

• What is the refund policy if the wedding needs to be postpone
 
 

 
 
 
Notes: 



 
   Videographers Worksheet 
 
Video Information: 
Company: ______________________________ Videographer’s Name: __________________________ 
Phone: ________________ Fax: ________________ 
Address: ____________________________________________________________________________ 
Website: ___________________________ Email Address: _________________________ 
Assistant’s Name: _______________________ Phone: _____________ 
 
Services Needed: 
___ Rehearsal ___Pre‐Ceremony ___ Ceremony ___ Reception ___ Slide Show Video 
___ Other: ___________________________________________________________________________ 
 
Videography Details 
Number of Cameras _______________________ Videographers ____________________________ 
Arrival Time for Set‐up at House __________________________ at Ceremony____________________ 
Arrival Time for Set‐up at Reception _______________________________________________________ 
Editing Hours Required (approximate) __________________ Price _______________________________ 
Special Effects (list) _____________________________________________________________________ 
 Price ___________________________________ 
Price of Finished Tape ___________________________No. Needed ___________ Total ____________ 
Price of Highlights Tape __________________________No. Needed ___________ Total ____________ 
Other ______________________________________________________Price_____________________ 
Tapes can be Picked Up on (date) _______________________ at ________________________________ 
 
Total Price of Order (including tax ) _________________ Deposit Paid _____________ Date __________ 
Balance Due _____________________________ Balance Due on or Before________________________ 
 

Make Checks Payable To: _______________________________________________________________ 

Cancellation Policies & Notes 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
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Wedding Party Gift Worksheet
 

 
Wedding Party Gifts:  
Groom’s Gift _________________________________________________________________________ 

Engraving (if applicable) ________________________________________________________________ 

Pick Up Date _____________________ Store ________________________________Price ___________ 

Maid of Honor’s Gift ___________________________________________________________________ 

Engraving (if applicable) _________________________________________________________________ 

Pick Up Date _____________________ Store ________________________________Price ___________ 

Bridesmaids’ Gifts _____________________________________________ Store ___________________ 

Engraving (if applicable) _________________________________________________________________ 

Pick Up Date _____________________ Quantity __________ Price Each ____________ Total _________ 

Jr. Bridesmaids’ Gifts ___________________________________________ Store ___________________ 

Engraving (if applicable) _________________________________________________________________ 

Pick Up Date _____________________ Quantity __________ Price Each ____________ Total _________ 

Flower‐girls’ Gifts _____________________________________________ Store ____________________ 

Engraving (if applicable) _________________________________________________________________ 

Pick Up Date _____________________ Quantity __________ Price Each ____________ Total _________ 

Best Man’s Gift _______________________________________________________________________ 

Engraving (if applicable) _________________________________________________________________ 

Pick Up Date _____________________ Store ________________________________Price ___________ 

Ushers’ Gifts _________________________________________________ Store ____________________ 

Engraving (if applicable) _________________________________________________________________ 

Pick Up Date _____________________ Quantity __________ Price Each ____________ Total _________ 
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Wedding Party Gift Worksheet
 

Ringbearer’s, Page’s Gifts _______________________________________ Store ___________________ 

Engraving (if applicable) _________________________________________________________________ 

Pick Up Date _____________________ Quantity __________ Price Each ____________ Total _________ 

Readers’, Greeters’ Gifts _________________________________________ Store __________________ 

Engraving (if applicable) _________________________________________________________________ 

Pick Up Date _____________________ Quantity __________ Price Each ____________ Total _________ 

Guest Book Attendant’s Gift _____________________________________________________________ 

Engraving (if applicable) _________________________________________________________________ 

Pick Up Date _________Store ____________________Price ___________Contact person: ___________ 



 
 

Notes 

 
 
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 
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_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________
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