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THE COMPLETE LOOK






Supplier Contact Details

	Supplier
	Contact Name and Details
	Phone
	Email

	Venue
	
	
	

	Caterer
	
	
	

	Party Planner
	
	
	

	Decorator
	
	
	

	DJ
	
	
	

	Entertainment
	
	
	

	Photographer
	
	
	

	Videographer
	
	
	

	Hotel
	
	
	


“To Do” Checklist

	Task
	Schedule
	Deadline Date
	Done

	Book videographer
	Now
	
	

	Book photographer
	Now
	
	

	Choose theme for the reception
	One year before
	
	

	Create an invite list
	Eleven months before
	
	

	Contact hotels and book rooms
	Ten months before
	
	

	Make your guest list with all contact details.
	Eight months before
	
	

	Design invitations
	Eight months
	
	

	Make necessary travel plans to and from the party 
	Seven months
	
	

	Book entertainers/lookalikes/DJ
	Seven months
	
	

	Have invitations printed
	Six months
	
	

	Decide on calligraphic style for envelopes
	Six months
	
	

	Order the informals
	Six months
	
	

	Order the kipots
	Six months
	
	

	Begin to plan menu
	Six months
	
	

	Design concept confirmed
	Five months
	
	

	Take invitations to calligrapher
	Three months
	
	

	Decide on branded accessories or giveaways
	Three months
	
	

	Start design of second mailing
	Three months
	
	

	Discuss valet
	Three months
	
	

	Decide if you want to have reception bags in the hotel rooms for out of town guests
	Three months
	
	

	Mail out of town invitations
	Two months
	
	

	Mail in town invitations
	Two months
	
	

	Mail second mailing to out-of-towners
	Six weeks
	
	

	Finalize welcome bag order
	Four weeks
	
	

	Work with caterer on a floor plan
	Three weeks
	
	

	Liaise with entertainers on agenda for the evening 
	Three weeks
	
	

	Choose and compile the entrance music for family
	Two Tuesdays before
	
	

	Choose opening song
	Two Tuesdays before
	
	

	Candle Ceremony
	Two Tuesdays before
	
	

	Any additions to DJ song list. Check with entertainers.
	Two Wednesdays before
	
	

	Assign tables
	Two Wednesdays before
	
	

	Personalize your welcome bags
	Two Wednesdays before
	
	

	Finalize seating as best you can
	Weekend prior
	
	

	Table assignments for seating cards  
	Monday prior
	
	

	Gift bags delivered to hotels
	Day before
	
	

	The Big Day!
	Smile, it’s here!
	
	


We hope that you find the above guide useful, if you feel we can help you with any of the entertainment aspects, DJ, Venue, Entertainers, Lookalikes, Party Favours, Gifts Bags, Branded goods, then please contact us:

Telephone: +44 (0)1483 841400 

Mobiles: 07968 756595 or 07970 741813

We look forward to contributing to a memorable occasion.

Mazltov! 

Zol zion mit Mazel.
27 Old Farm Road, Guildford, Surrey, GU1 1QN

Email: bookings@littlerbritain.com  Web: www.littlerbritain.com
Telephone: +44 (0)1483 841400 

Mobiles: 07968 756595 or 07970 741813
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