TEMPLATE

CHURCH SCHEDULE

	TIME
	TASK
	RESPONSIBILITY

	8.00 am
	· Corsages to be ready (bride to confirm who is collecting them either Saturday morning or Friday night). Bridal party’s bouquets to be handed over by the florist at the church.

· Rose petals purchased on Friday handed to Person 1 to bring to the church and hand over to Person 2 for the caterer to lay on the white table cloths.

· Two hong baos taken from the mother of the bride by Person 1 and given to the choir and altar boys at church.

· Arrival of make-up artist and hair stylist.

· Toast items (Champagne, glasses, sandwiches) ready.
	Mother of the bride and bride

Person 1 and Person 2

Mother of the bride and Person 1

Person 3



	9.45 am
	· Arrival of the photographer (Name) at the bride’s home. Person 2 to remind him the night before and make sure he knows the address.


	Person 2 

	10.00 am
	· Bridal car arrives at the bride’s home.

· Place bridal luggage, pouch and hanger inside.

· Check that church hall is open to the caterer.

· Church foyer to be cleaned. Decorations up. Flower petals passed to the caterer for the tables.

· Toast at the groom’s home.
	Person 4

Mother of the bride

Person 2

Person 2

Groom



	10.15 am
	· Groom departs for the church.

· Bring mass booklets and the hong bao box along.
	Groom

Person 5



	10.25 am
	· Reception table and booklets ready. One booklet placed at the altar 
for the priest and two for the bride and groom. A few in the two front pews as well.

· Person 1 and 6 to handle hong baos received. Bring pens in case some hong baos are received with no names on the packet.

· Groom arrives in church. To check with Person 2 that catering arrangements are all in order, mass booklets have been distributed and hong bao box and reception area are under the care of Person 1 and 6.

· Toast at the bride’s home.

· Photographer departs for the church and must be instructed to take photos of the guests as they arrive, photos of the groom and his family and groomsmen, and to be present outside when the bridal party arrives. To go into the chapel only when the bridal party is ready outside the doors.

· Guests start arriving and are given a booklet.

· Choir ready.

· Ushers ready.

· Rings ready.


	Person 1 and Person 6

Person 1 and Person 6

Groom and Person 7

Person 2

Person 6

Groom

Groomsmen

Groom and Person 7

	10.40 am
	· Bride departs for the church and lets Person 2 know she is on the way.


	Mother of the bride

	10.45 am
	· ‘Bridal Door Openers’ arrive.


	Person 8 and 9

	10.50 am


	· Bridal party arrives. Church bells ring. Person 8 opens the car door.

· Bridal party arrange themselves in the following order: flower girls and page boys, bridesmaids, godparents, maid of honour, bride and father of the bride.

· Photos taken.

· Person 1 and 6 proceed in and shut doors.


	Person 8

Person 2

Person 1 and 6

	10.59 am
	· Cue choir and announcer. Congregation stands.

· Photographer takes shots before going in.

· Check that bride’s gown is ok at the back.
	Person 2 and Person 11

Person 2

Maid of honour



	11.00 am
	· Music begins.

· Person 8 and 9 open the doors.

· Groom and groomsmen in position.

· Bridal party begins the walk. The procession has to be well separated otherwise the photographer, walking backwards, will only get shots of heads. 

· Seating: Row 1 Left — bridesmaids, with bride’s parents and maid of honour outermost. Row 1 Right — groomsmen, with groom’s parents.

· Mass begins. Readers 1 and 2 on standby.


	Person 2

Person 8 and 9

Person 7

Maid of honour

	11.30 am


	· Check catering set-up and sound system outside.


	Person 2



	12.10 pm


	· Mass ends.

· Bride and groom exit. Bridal party exits separately. Greet guests as they emerge.

· Person 7 and groomsmen usher guests into the reception area while bridal couple go back into the chapel to have photos taken.

· Collection of marriage certificate.

· Hong baos given to Person 10 to be given to the altar boys. Bride and groom to personally deliver the priest’s hong bao.

· Order of photos: Bride and groom, then with priest, parents, sponsors, bridesmaids, groomsmen, entire bridal party, his, then her family, and finally with friends (at the reception).

· Music at the reception.

· Soft drinks served.

· MC welcomes everyone and asks them to have a drink while bride and groom have photos taken.


	Maid of honour

Person 7

Person 10

Person 1 and Person 10

Person 2

Person 2

Person 2

Person 11

	12.25 pm


	· MC announces arrival of bride and groom. 

· Bride and groom cut the cake which is then returned to the caterer to be cut into smaller pieces.

· MC invites the priest to bless the food.

· Bride and groom make a small speech to thank everyone.


	Person 11

Person 2

Person 11

Bride and groom

	1.40 pm


	· MC thanks all guests. Do not say “See you tonight!” as not everyone has been invited to dinner.


	Person 11

	1.45 pm


	· Bridal car on standby.


	Person 4

	1.50 pm
	· Bride and groom leave for the hotel. If possible, hand the hong baos over so they can place them in the hotel’s safe.


	Bride and groom

	1.55 pm
	· Anyone else checking into the hotel follows. 

· Church hall handed over. Cleaning taken care of.


	Person 12

	
	
	


