
F u l l  S e r v i c e  W e d d i n g  P l a n n i n g  S e r v i c e  |  I n v e s t m e n t  s t a r t s  a t  $ 9 9 0 0

Unlimited email,  text, phone availabil ity: Call ,  text or email  us any time with your questions or concerns!

Budget planning & Checklist management: We wil l  help you create a budget according to the number of
guests, needs, vendor costs, etc. We provide assistance with budget organization & management. We wil l
create checklist and send monthly updates to stay organized and ensure that no detail  is missed.

Venue & vendor selection & management: Already have a venue? Great! If not, we wil l  schedule
appointments for venue tours & accompany you to help guide the venue “interview”. Knowing what
questions to ask is key! We wil l  guide you through the vendor selection process from start to f inish,
referencing our highly recommend preferred vendor l ist.  We wil l  attend (virtually or in person) any/all
meetings with cl ients & vendors and handle al l  necessary communication. We wil l  manage vendors pre-
event and during the day of,  via timeline and checklists.  

Menu selection: Food al lergies? Gluten free request? Vegetarian requests? Buffet? Plated? We wil l  help
you design your menu to meet al l  of your needs.

Design & décor selection: With our professional knowledge of the most current trends, we wil l  assist you
with your theme & design choices. We wil l  help you create your “vision” with the most original ideas
possible. Together we’l l  create a venue design and a site-plan, including head table, guest tables, dance
floor/DJ placement, cake table, guest book table and any other additional set up needs.  

Rental needs: We provide assistance with décor choices such as l inens, glassware, f latware, plates, as
well  as rental furniture (tables, chairs, and any additional pieces). We wil l  arrange al l  of the delivery
details.

Timeline development and management: We wil l  develop and manage a timeline for the day of your event,
coordinating with al l  vendors, keeping everyone on task.  

Important documents: We provide you with our “new cl ient packet”. This extensive packet incudes helpful
documents, such as checklists, gratuity guidelines, and etiquette assistance.

Wedding rehearsal coordination and management: We’l l  coordinate with your venue to schedule a
rehearsal t ime. We organize your wedding party, coordinate with the Officiant, lead the rehearsal and
trouble shoot any challenges.

Our  packages  inc lude  t rave l  w i th in  a  60-mi le  rad iu s  o f  Bend  Of f i ces  and  a  wedd ing
guest  l i s t  o f  up  to  150 .  Add i t iona l  charges  may  occur  i f  venue  i s  out  o f  60-mi le  zone ,
guest  l i s t  i s  over  150 ,  and/or  add i t iona l  s i te  v i s i t s  a re  requ i red .

This full-service package is for the couple that is seeking professional guidance on your
wonderful journey into marriage. We will keep you calm and focused, while supporting and

guiding you through the whole planning process. We are with you every step of the way -
you can trust us to achieve your vision!

TheDiamond Package 

S c o p e  o f  S e r v i c e s :  
P r e - e v e n t  p l a n n i n g  s e r v i c e s
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Coordinate with venue to assure proper set up of  tables,  chairs,  dance f loor,  bar,  DJ,  addit ional
tables for guest book,  pictures,  etc.  
*If  event is  at a private residence,  that requires rental  tables and chairs,  coordinator wi l l  supervise set up,  but is
not responsible for physical  set up of  tables and chairs.

Supervise al l  vendor arrivals and set up to guarantee your weddings overal l  design and direction
is achieved.  

Handle al l  set up of  addit ional  décor including;  table décor (runners,  overlays,  candles,  table
numbers,  centerpieces) guest table,  addit ional  bar set up (napkins,  straws, menu) pictures,
frames,  escort cards,  cake table set up and design,  seat ing chart,  programs, ceremony set-up.  

Apply al l  f inishing touches.  

Greet guests,  helping ushers seat guests.

Wedding party management:  making sure wedding party has boutonnieres and bouquets.  L ine up
wedding party,  cueing ceremony musician/DJ/Off ic iant.  

Timel ine management (ceremony, announcements,  dances,  toasts/speeches,  cake cutt ing).  

Make sure that al l  of  your gifts and cards are secure,  and placed with your choice of  custodian.

Handle al l  c leanup of  personal  décor and assure that everything is  returned properly and safely.  

Coordinate with rental  company for rental  returns.  

D a y  o f  C o o r d i n a t i o n  &  M a n a g e m e n t :  
D a y - o f  s e r v i c e s

The Diamond Package 

O u r  m o s t  i m p o r t a n t  r e s p o n s i b i l i t y :  t a k e  t h e  s t r e s s  o u t  o f
y o u r  d a y  a n d  m a k e  s u r e  t h a t  e v e r y t h i n g  r u n s  s m o o t h l y !

S h i n e  E v e n t s  i s  a n  i n c l u s i v e  s p a c e  w h e r e  a l l  c o u p l e s  a r e  w e l c o m e d  a n d  c e l e b r a t e d

We  d o  f l o ra l s !  A l o n g  w it h  p rov id i n g  o u r  c l i e nt s  w it h  to p  n o tc h  p l a n n i n g  a n d  co o rd i n at i n g
s e r v i ce s ,  we  a l s o  of fe r  f l o ra l  s e r v i ce s !  W h e t h e r  yo u  c h o os e  a  f u l l  s e r v i ce  p a c ka ge  o r  a n  a  l a

c a r te  o p t i o n ,  we  p ro m i s e  to  d e l i ve r  b e aut i f u l ,  f re s h ,  m o d e r n  a r ra n ge m e nt s  t h at  w i l l  b r i n g
yo u r  v i s i o n s  to  l i fe !  By  of fe r i n g  o u r  i n - h o u s e  f l o ra l  s e r v i ce  to  o u r  c l i e nt s ,  we  a re  a bl e  redu ce

t h e  nu m b e r  of  m ov i n g  p a r t s  a n d  co n s o l id ate  two  s e r v i ce s  i nto  o n e !  C u s to m i zed  p r i c i n g
a cco rd i n g  to  f l o ra l / d e s i g n / déco r  n eed s .


	TheDiamond Package
	Our packages include travel within a 60-mile radius of Bend Offices and a wedding guest list of up to 150. Additional charges may occur if venue is out of 60-mile zone, guest list is over 150, and/or additional site visits are required.

	The Diamond Package
	Day of Coordination & Management:  Day-of services
	Supervise all vendor arrivals and set up to guarantee your weddings overall design and direction is achieved.
	Handle all set up of additional décor including; table décor (runners, overlays, candles, table numbers, centerpieces) guest table, additional bar set up (napkins, straws, menu) pictures, frames, escort cards, cake table set up and design, seating chart, programs, ceremony set-up.
	Apply all finishing touches.
	Greet guests, helping ushers seat guests.
	Wedding party management: making sure wedding party has boutonnieres and bouquets. Line up wedding party, cueing ceremony musician/DJ/Officiant.
	Timeline management (ceremony, announcements, dances, toasts/speeches, cake cutting).
	Make sure that all of your gifts and cards are secure, and placed with your choice of custodian.
	Handle all cleanup of personal décor and assure that everything is returned properly and safely.
	Coordinate with rental company for rental returns.

	Our most important responsibility: take the stress out of your day and make sure that everything runs smoothly!
	We do florals! Along with providing our clients with top notch planning and coordinating services, we also offer floral services! Whether you choose a full service package or an a la carte option, we promise to deliver beautiful, fresh, modern arrangements that will bring your visions to life! By offering our in-house floral service to our clients, we are able reduce the number of moving parts and consolidate two services into one! Customized pricing according to floral/design/décor needs.
	Shine Events is an inclusive space where all couples are welcomed and celebrated



