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Karma wWeddings

Each couple is diffevent, thevefore each wedding is unique in it's own way. we all have the perfect
tdea of what we want our day to be Like.....but can it all be done?

we all want a helplng hand when things get too much. We stress, we panic and then we start to
forget. if only planning a wedding could be happy and fun. It is demanding, but worthy of
every plan put tn place and every declston made. Talke your time, velax and let’'s Coordinate
together!

Please find details of the packages listed below over the wext couple of pages.
These can be changed to meet individual requirements.

® Cowmplete wedding Coordination
e Partial Planning

* wedding Pay Coordination

o Venue Search

® Supplier Search

Feel free to contact me on the below details if you would Like any further details.

Mrs Karma Mclean
51 Lakeside Rise
Blundeston
Lowestoft
NR=22 5BD

Tel: 01502 #32406 Mobile: 0211 285064
Email: info@karmaweddings.co.uk

webstte: www. learmaweddings.co.uk
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http://www.karmaweddings.co.uk/

PACKAGES

Complete wedding Coordination
The Coordinator offers the following services in this package for the Client.

nitial Consultation

e Tosupply a Questionnaire for the client to complete

® Assist with wedding budget and Time Scheoule

o Find, negotiate and book suitable supplier (e.g. catever, florist, photographer)
* Uupdate Clients with supplier payment dates on a regular basis

® Assist with colour scheme, theme, style, wedding attive and accessories
® Assist with the Ceremony Planning

® Prepare a Wedding Timeline, seating List and name places

o Assist with the design and mailing of the tnvitations

* Track RSVP's (if required)

o Attend and oversee Wedding Rehearsals

o Llinise with Supplier and Plan the Reception

o Fully Coordinator the Clients wedding to provide a

From £F50

Partial Planning (3-6 months)
The Coordinator offers the following services in this package for the Client.
nitial Consultation

To supply a Questionnnire for the client to complete

Assist with Budget anod Time Schedule

Update Clients with supplier payment dates on a regular basis

Asslst with colowr scheme, theme, style, wedding attive and accessories
Asslst with the Clients Ceremony Planning

Prepare a Wedding Timelineg, seating list and name places

Attenol and oversee Clients Wedding Rehersals

Lintse with Suppliers and plan the reception

Co-ordinate the Clients wedding Day and provide a

Fromw £450

wedding Day Coordination
The Coordinator offers the following services in this package for the Client.
nitial Consultation

Liaise with all confirmed suppliers e.g. caterer, florist, photographer ete
make sure all suppliers have been paid § wnderstand their duty

Assist with the Clients Ceremony Planning

Prepare a Wedding Tlmeline for the Bride § Groom

Co-ordinate the Clients wedding Day and provide a

From £250
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PACKAGES

vewnue Search

The Coordinator offers the following services in this package for the Client.
nitial Consultation

* Tosupplya Ruestionnalre to the Client for completion

® Toproduce a write up on at least 2 possible Venues (using the Questionnatre
for information) within an agreed time frame

* Toarrange viewings with Client and venue if necessary

* Look over and advise on any of the selected Venue Contracts before Clients signature is
requested

£50

Supplier Sourciing,

The Coordinator offers the following services in this package for the Client.
nitial Consultation

e Ty qusptg o Ruestlonnalre to the Client {or coqutet’ww

® Toproduce o write up with = - 5 possible suppliers for each Supplier request
(ustng the uestionnatre for information) within an agreed time frome

* Toarrange meetings with Client ano Supplier if necessary

e ook over and advise on any of the selected Supplier Contracts before Clients signature is
requested

£30
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Payment Schedule
(Anmount pagabLe from Client to Coordinator)

Supplier Sourcing Full £30 per supplier
payable on the signed return of this Service Agreement § Questionnalre

Signed Nawme

vewnue Searvech Full £50
payable on the signed return of this Service Agreement § Questionnaire

Signed Name
wedding Day £250 (plus any additional charges agreed between client and Coordinator)
Coordination £100 payable on the signed return of this Service Agreement § Questionnatre.

outstanding balance of £150 (plus any additional charges agreed between Client
and Coordinator) to be paid within 20 days from the wedding date.

Signed Nawme

Partial Planning £450 (plus any additional charges agreed between client and Coordinator)
£100 payable on the signed return of this Service Agreement § Questionnatre.
Outstanding balance £250 (plus any additional charges) to be split into 2
negotiable payments.

The sum of to be patd by the date of,
The sum of. to be paid by the date of,
Signed Name

Complete Wedding  £750 (plus any additional charges agreed between client and Coordinator)
Coordination £100 payable on the signed return of this Service Agreement § Questionnatre.
outstanding balance of £e50 (plus any additlonal charges) to be split into 2
negotiable payments.

The sum of to be paid by the date of,
The sum of. to be paid by the date of,
Signed Nane
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cawncellation Polic Y

(n the event the services of the wedding Coordinator are no longer requived (e.g. cancellation of wedding,
ete.) the Client agrees to pay the total agreed fee, as set out below:

Supplier Search No refund available
venue Search No refund available
wedding Day Coordination Full refund available if cancellation is requested within 14

days from the signing of this Senvice Agreement.

Partial Plaovuning Full vefund available if cancellation (s requested within 14
days from the signing of this Senvice Agreement.

Cowmplete wedding Coordination Full refund available if cancellation (s requested within 14
days from the signing of this Service Agreement.

If cancellation is requested prior to = months of the Wedding
date, half of the agreeo Complete Wedding Coordination Fee
WiLL be refunded.

wWe agree to the terms and conditions as set out within this Service Agreement effective as of the date first
above written:

client Client

wedding Coordinator
Mrs Karma Mcelean
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Service Agreement

This agreement is made this day of 20__
Between:

51 Lakeslde Rise

Blundeston

Lowestoft

NR=22 5BD

(Herein after veferved to as the “Coordinator”)

Andl: Client(s) Name(s)
Cclient Address

(Herelnafter veferved to as the “Client”)
For: wedding Coordinator Services
The Coordinator agrees to provide the following services to the Client tn consideration of the amount

specified in the Section titled Packnges”:

Scelected Package: Price
See Full Package details on the following page

Payment Schedule

cancellation POLLOH
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Contact nformation:

Bride

Full name:

wedding Questionnaire

Howme phowne:

wWork phone:

E-mall:

Address:

Groom

Full namee:

Howme phowne:

Work phowe:

E-matil:

Address:

Maid of Honour

Full name:

Howme phowe:

Best Man

Full namee:

Home phowne:

Other nformation

Total nwmber of bridesmatds:

Total number of groomsmen:
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wedding Questionnaire

About the wedding:

Style of Wedding

what sty le of wedding do You want (for exavmple: traditional, simple, unigque) and how do
you envision your wedding 0{125 to Looke?

Budget
Budgeted amount to work with: £

Cereony)
Proposed wedding date:

Desired wedding ceremony) venue:

Time of day you wish to get married:

Nuwber of people to attend ceremony:

religion (if applicable):

wedding colour scheme:

wedding theme (if applicable):

Musle you wish pLaged at cevemony:

Destred decorations for ceremony:

Ave there any religlous or family customs that you wish to tnelude within
Yyour ceremony?
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wedding Questionnaire

Do You wish to tnclude any special vows within your ceremony or any spectal exchanges
(for example, the lighting of a unity candle)?

Recep_tiow
Desired receptlow VEWUE:

Time of DWM the reception is to start:

Number of people attending:

Please List any food preferences below:

Please list any beverage preferences below:

Please List any music preferences below:

Karma Mclean trading as Karma Weddings



wedding Questionnaire

weoding Preferences:

Please mark Your preferences next to the items Listed below.

Preferved Vendor details:

Design and/or mailing of bnvitations

Calligrapher

Printer

wedding gowwn and accessories

Bridesmalds’ attire and accessories

Hao 'wstg List and/or makeup artist

Groomsmen’s attive

Musteian for ceremony)

Flowers

Photographer

Videographer

Transportation

Decoratlons

Visitor’s guest book

Caterer

wedding cake

Table centerpieces

weolding favours

Rental of marquee, equipment, ete. (i required)

D), bano or musicians for veception

Accommodation for out-of-town guests

Reception seating

__ Glftregistry
Tl/lavm»gou cavols sent out

Glfts for the bridal party/groomsmen and others
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wedding quide

imeluding...

Wwedding Planning Calendar

Receiving Line-up

Wwedaing Party and their duties

TYypical wedding reception Order
TYpical Wedding Party — who does what
Wedding Budget

O O 00O O0ooOo
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wedding Planning calendar

12 wonths before

Choose a Date and Time
Envisage your wedding — create a folder of toeas, themes, colours ete
Draw up a Budget

start planning a wedding and/or Reception List so you know what size

wedding and/or Reception to book

Look for and book Wedding anol/or Reception Venue
Dectole on o Wedding Party: Bridesmaid, Best Mawn ete
Look at rings

2-10 months before

Look for and order wedding Dress

Decide on food anol Caterer for the Wedding and/or Reception

BooR any entertalnment, D), Bisco ete

Find and book a Florist

Flnd and book a Photographer

Find and book a Videographer

Research and reserve accommonation for out-of-town guests

Register for Gifts or decioe on a Gift List

Contact rental companies for reserve ittems such as glasses, additional
Marguee, chatrs, tables ete

wmonths before

Dectoe on and order Bridesmald Dresses

Dectole on and order/hire all the Mens suits in the wedding Party
Ovder Wedding Cake

Shop for Invitations and wedding Statlonary

Check Your passports are valio for your honeymoon

Research and Book Caterers for the wedding Reception

4-6 wonths before

Arrange and organise Hen/Stag nights

Book Wedding Day Transport - think about out-of-town guests

e.9. hive & mintbus/coach, check Dlrections from thelr accommodation
Send a ‘Save The Date’ bnvite prior to the actual nvitations

Hire Calligrapher/Printer and Check Statlonary can be completent
by your set dates
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4 wonths before

Send Wedding and/or Reception Invitations and keep the sent List for
Your RSVP cheek List

Make a quick ving round to Your suppliers Le. Photographer, Suit Hire,
Florist, Videographer, Caterer, Transport to check they have all the
velevant Lnformation vequireol

Find and Book Make-up artist for you and/ or your Wedding Party
Find and book Your Halr Stylist for you and/or Your wedding Party

1-3 wonths before

Whrite Your Vows if regquired
Declde on any Musie/15t Dancee ete that You require

Malke sure any entertainment that Yyou have booked is aware of your
music cholee

Look at Budget and check you are on Schedule
Ovder any Table decorations e.g. favours, special flowers, Name Places

1 mownths before

Purchase Gifts for parents and/or and any of the Wedding Party
Review RSVP List and chase those who haven't responded

Declde on flnal Table Plan and check that staffs are available to put
Name Places on any tables for you

Order/Make Thank You Cards

Book Wedding Reheavsal

Book Make-up and Hair Trial.

Have a flnal Bridesmaid and wedding Dress fitting
Send a ‘must have’ Photograph List to the Photographer
Make your final ving round check with all your suppliers

1 week before

Conflrm pick-up tlmes with Your and/or the wedding Party’s Transport

Check Best Mawn has his Speech ready

Make sure Wedding Party attive is veady, troned, buffed etc
Plan for any final payments necessary to Suppliers

Make sure Honeymoon arrangements are maole

You could also make a List of all people you will need to make aware of
your name change. L.e. bank, passport ete
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Typleal wedding rReception Order

Brides Mother
Grooms Father
Grooms Mother
Brides Father
Bride

qroom
Bridesmalds
Ushers

Best Man

Typleal Top Table Plan

From Left to Right facing the guests...

Matd of Honowr/Chief Bridesmaid, Grooms Father, Brides Mother, Groown, Bride, Brides Father,
Grooms Mother, Best Man

The most bmportant thing is that you all get o, so if the above Lay out is golng to cause
problems, move people to where they will be comfortable.

The wedding Breakfast
This is the fist meal as Husband & Wite.

Adfter everyone has passed through the recelving Line, they make their way to their designated
seat marked by a Nawme Place.

Ownce seated, the toastmaster or a designated spokesperson will thew tntroduce the Bride and
Groove.

The meal will thew be served.

Speeches

ownce the coffee is served at the end of the menl, the Brides Father or selected spokesperson says a
few words for the bride and groom and to welcome the groom tnto the family. Before finishing
the speech, they toast the Bride § Groom.

The Groom thew makes a speech thanking everyone for attending and for all the gifts and cards
they have received. A special thanks should also be said to those who may have travelled a long
way. Thanks must alse be given to the Parents and the full wedding Party (Bridesmatds,
Pageboy, Best Man, Ushers and Flower Girl). When thanking the relevant persons a gift can be
given to them upon asking them to make their way to the Top Table.

A speetal thanks should go to you wife and a toast can be made.

Before sitting down the Groom is to propose a toast to the Bridesmaids and Best Man.
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The Best Man then stands and thanks the Bride § Groom on behalf of the Bridesmalos and
himself and thanks them for asking them to be part of thelr day. He may then talk about the
Bride § Groom as he starts his planned Speech.

Before closing his speech he should vead out no more than & pre-selected cards  Flnally the best
Maw should propose a toast to the Bride § Grooms parents.

It Ls wp to the Bride if she would Like to make a toast/speech.
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The Typieal wedding Party - who does what

Maid of Honour

Asslsts the Bride with wmost of the Wedding arrangements and ervano runs.
Arrange the Hen Night

Oversens the Bridesmalds on the wedding Day

Attends the wedding Rehearsal

Asslsts the Bride before and during the wedding Ceremony § Reception
Holds the Brides Bouguet whew at the altar

Acts as a Witness at the Signing of the Marriage Licence

(s a wmenber of the recelving Line

s seated at the Head Table at the Reception

The Best Man

Arrange the Stag Night

Oversens the Ushers on the Wedding Day

Attends the wedding Rehearsal

Transports the Groowm to the Ceremony

Makes sure that the Groom (s dressed properly and arrives on time

Asslists the groom before and during the wedding Ceremony and Reception
Holols the rings §Acts as a Witness at the Signing of the Marriage Licence
(s a wmenber of the recelving Line

s seated at the Head Table at the Reception

Co-ordinates the return of any Hired Sulits

The Bridesmatds

Assist the Bride and wmatd of honowr with any tasks whew and if required
Attend the wedding =Rehearsal

Arrive at the Ceremony at the designated thme

can participate in the vecelving line if requested

Ave seated at the Head Table at the Reception

The Ushers/Groomsmen

Assist the Best Man with any tasks when and if required
Attend the wedding Rehearsal

Arrive at the Ceremony at the designated thme

Distribute Programmes and seat the guests at the Ceremony
Escort the bridesmalds out of the ceremony

Direct the guests wheve to place the wedding Gifts
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The Flower Givl

Usually from 4 - 10 years old

Attend the Ceremony Rehearsal

Carry a basket of rose petals that she scatters along the aisle before the bride

Note: If scattering of rose petals is not allowed by the ceremonyy location perhaps silk petals or she
may stmply carvy a bouquet or a basket of baby roses.

Page Eog

Usually from 4 - 10 years old
Attend the Ceremony) Rehearsal
Can carry rings on a cushion to the couple

Mother of the Bride

Asslsts bn the selection of Bridal wear and accessories

Asslst with the guest list and tnvitation distribution

Assist with the planning of the wedding Ceremony) and Reception
coan arrange accommodation for out-of-town guests

Attends the wedding Rehearsal

s the Last person seated before the Processional begins

s the first person in the Recelving Line

The Father of the Bride

Asslsts tn preparing the quest List

Assists with the selection of attire with the Groom
Attends the wedding Rehearsal

walks the Bride down the aisle

ls part of the Recelving Line

Grooms Parents
caw both be part of the Recelving Ling
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Rings
Brioe
Groom
Engraving

Other

Bridalwear

wedding gown/dress
Alterations
Headpiece/veil
undergarments
Shoes

Purse

qarter

Other

Groom's Attlre

Tuxedo or formalwear
Shoes

Other

wedding Party Attive
Bridesmalds’ dresses
Bridesmaids’ shoes
Groomsmen's formalwear
Groomsmen’s shoes
Flower glrl’s dress
Ring-bearer’s attire

Ring-bearer’s pillow

wedding Budget

Estimated cost:

£

£
£
£

Estimated cost:

[T S > TN 4 TR 4 PN PR AP )

Estimated cost:
£
£
£

Estimated cost:

D o mmH o H

Actual cost:

£

£
£
£

Actual cost:

D HmH Hmm

Actual cost:
£
£
£

Actual cost:

D o mmH H
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Officiant and Legalities

Officiant’s fee
Marringe License

Other

nvitatlons/Statlo nery

nwvitations
Calligraphy
RSVP cards
Thank-you ca rols
Postaoe

Time Schedules

Announcement Lin paper

Flowers

Bride’s bouguet
Bridesmatds’ bougquets
Flower girl’s flowers
Botton tHoles

Corsaoes

Flowers for church
Flowers for reception

Other

PMotoarapher/deeomupher

wedding photos
Albums

Gift sets
Videographer fee
Video/DVD coples

Other

Estimated cost:
£
£
£

Estimwated cost:

D H m o H

Estimated cost:

AT U P U Ao NN A PN U P A U

Estimated cost:

R PR A PI A PR  PR

Actual cost:

£
£
£

Actual cost:

D o m o H

Actual cost:

HoH o mh o H

Actual cost:

R ST A P A PR PR
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Bea Mtg
Hatlr sty list

Makreup
Mawnleure/Pedicure

Other

Tronsportation
Limousine or bridal car
Attendant’s cars

Guest transportation
Alternate (e.g. carriage)

Other

Reception
venue fee

cotering fee

Foool

Beverages
Champagne
cake

cake knife
Decorations
Table centerpleces
Favors

Rentals (Marquee, ete.)
Music/D)
Toasting glasses

Other

Estimated cost:

£

£
£
£

Estimated cost:

£

D H o m

Estimwated cost:

LU U S TN TN & DY & D U D NN 4 DY 4 PR A U > BN A PR 0

Actual cost:

£

£
£
£

Actual cost:

£

D H Hm

Actual cost:

LU U S > TN TN & DY 0 DN U D NN 4 DN 0 PR A U Ao BN A PN 4

Karma Mcleawn trading as Karma wWeddings



Miscellaneous Expenses

wedding planner fees

Other

Howeg oo Expewses

Passports

visas

Injections

Alrfare

Transportation (car rental)
Hotel

Entertalnment

Meals

Other

Estimated cost:
£
£

Estimated cost:

th ™ H H H mmH o IH

Actual cost:
£
£

Actual cost:

th ™ H o m o IH

Karma Mcleawn trading as Karma wWeddings



Basie Steps to Planning a
wedding

@ -
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Basic Steps to Planning a wedding

STEP ONE

Consultation with the Bride § Groom

The 1° step Ls to meet with you and find out exactly what type of Wedding you want
and how You envisage your perfect Wedding.

You can begin this by explaining how You met, wheve You met, Yyour Likes and
dislikes. ULl be asking You to communicate to me Your dream Wedding day.

STEP TWO

Style of wedding

A Traditlonal wedding - This is a weoding that is helol tn a place of worship such as
a chureh with a traditional ceremony that is officlated by a minister or other clergy
mennlber with formal attive and traditional mustc.

A non Traditional weddings - tn England, prior to 1995, if a couple were not
associated with a particular chureh, the only other option for the Bride § Groom was to
get married as a vegister office. Over the years the laws have relaxed and can also
choose to get married at a hotel or possibly an historical site that is approved for
marriage ceremonies by the government (‘approved premises’, as they are known).

It Ls bmportant to note that if a couple is not married at a register office, approveo
premise or tn a Chureh, the marriage Ls wot considered Legal.

STEP THREE

Number of Guests

We need to determine approximately how many people You wish to have attend both the
ceremony and the reception.

STEP FOUR

Date and Time

We also need to determine the time you wish to get married. Are You set on using a

particular venue, do You have any alternative dates and thwmes tn case your preferved
date and thue are wot available.

It Ls bmportant to note that English weddings must take place between the howrs of

gam and epm L.e. the ceremony must be finished by epm.
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STEP FIVE

Mowney and priovities

How much money have you budgeted for the total wedding costs (excluding the
honeymoon). £ may be that you have a shoestring budget but are after a glamorous
fatrytale wedding. This will need to be discussed Le. the importance of belng realistic
and setting priovities! €.9. s a fancy expensive location more Limportant thaw the
number of guests you tnvite? Likewise, what is absolutely essential and what can you
do without? Can you live with having a ») instend of a live band at the reception?

(t is bmportant for you (the Bride § Groom) to have priorities so that a realistic budget
can be formed.

STEP SIX

Preparing o Budget

Most couples have a limited amount of funds available for thelr wedding, which
makes it necessary to prepare a budget that can be stuck to. A wedding Budget Form
ls enclosed.

STEP SEVEN

Checklists

This is a must do. The Wedding Planning calendar must be completed with initials
next to ench ttem so everyone Ls aware of the ttems they are looking after. Diaries
must be lept with relevant dates in e.g. deposit dates, fitting dates ete. Both the diary
and \Wedding Planning calendar ave enclosed.

STEP EIGHT

wedding Questionngire

From the initial consultation and the signing of the Agreement, a Wedding
Questionnaire must be completed to begin the wedding Coordination process. This is
also enclosed.
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