
M o n t h  o f  C o o r d i n a t i o n   +  D a y  o f  M a n a g e m e n t  |  i n v e s t m e n t  s t a r t i n g  a t  $ 3 2 0 0

Unlimited emai l ,  text,  phone avai labi l i ty.

Important Documents:  We provide you with our “new cl ient packet”.  This extensive
packet incudes helpful  documents,  such as checkl ists,  gratuity guidel ines,  and et iquette
assistance.

Along with an onsite walk-through of  your venue, we offer 3 planning meetings.  We want
to understand and share your vis ions to ensure that your day  goes as planned! This
includes ceremony and reception planning.

Contract review: We wi l l  review al l  contracts in place to assure that al l  of  the key detai ls
are in order,  and nothing has been left  out.

Review layouts,  table assignments and rentals to ensure accuracy.

Timel ine development and management:  We wi l l  develop and manage a t imel ine for the
day of  your event,  coordinating with al l  vendors,  to keep everyone on task.  

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
Off ic iant,  lead the rehearsal  and trouble shoot any chal lenges.

Handle any outstanding payment needs/gratuity offerings to on-site vendors.

Your wedding day is almost here, you’ve planned everything, from vendors to décor. But
are you truly ready? Let the professionals step in and ensure every detail comes together
seamlessly.  This comprehensive “day-of” package allows us the time we need to ensure

your day goes just as you’ve planned!

The Sparkle 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 ,  6 - 8  w e e k s  p r i o r  t o  y o u r  e v e n t  d a t e

w w w . s h i n e e v e n t s . c o m   |   5 4 1 . 5 5 0 . 0 9 8 2   |    @ s h i n e e v e n t s b e n 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 !  



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,  seating 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.
Line up wedding party,  cueing ceremony musician/DJ/Off ic iant.  

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

Ensure 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.  

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 .

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

TheSparkle 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


	The Sparkle Package
	Unlimited email, text, phone availability.
	Important Documents: We provide you with our “new client packet”. This extensive packet incudes helpful documents, such as checklists, gratuity guidelines, and etiquette assistance.
	Along with an onsite walk-through of your venue, we offer 3 planning meetings. We want to understand and share your visions to ensure that your day goes as planned! This includes ceremony and reception planning.
	Contract review: We will review all contracts in place to assure that all of the key details are in order, and nothing has been left out.
	Review layouts, table assignments and rentals to ensure accuracy.
	Timeline development and management: We will develop and manage a timeline for the day of your event, coordinating with all vendors, to keep everyone on task.
	Wedding rehearsal coordination and management: We’ll coordinate with your venue to schedule a rehearsal time. We organize your wedding party, coordinate with the Officiant, lead the rehearsal and trouble shoot any challenges.
	Handle any outstanding payment needs/gratuity offerings to on-site vendors.
	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!

	TheSparkle 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.
	Ensure 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!
	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.


