XXX & YYY WEDDING BANQUET – 20/10/2007


WEDDING DAY ITINERARY 

	Groom’s Home:
	

	
	

	Bride’s Home:
	

	
	

	Our new home: 
	


	Car 1
	Car 2
	Car 3

	Driver*
	
	

	Groom
	
	

	Bride
	
	

	Photographer
	
	

	
	
	

	
	
	


CONTACT LIST

	Role
	Name
	Contact #

	Groom
	
	

	Bride
	
	

	Sister
	
	

	Sister
	
	

	Sister
	
	

	Sister
	
	

	Sister
	
	

	Brother
	
	

	Brother
	
	

	Makeup Artist
	
	

	Photographer
	
	

	Driver
	
	

	Bridal Shop Coordinator
	
	

	Banquet Catering Manager
	
	

	
	
	

	
	
	

	
	
	

	
	
	


THE ITINERARY (Morning: Tea Ceremony, 7am enter Bride’s Home)

	Time
	Event
	People Involved / Action

	5.30am
	Bridal makeup artist arrive at Bride’s home

Bridal Car arrives at Groom’s home
	

	6.00am
	Brothers arrive at Groom’s home
	

	6.00am 
	Photographer and sisters arrive at Bride’s home
	

	6.10am
	Groom & brothers leave for Bride’s Home
	

	6.40am
	Bride’s brother to open the car door upon arrival
	

	7.00am
	Enter bride’s home
	

	7.30am
	Bridal party leave for Groom’s home
	

	8.00am
	Arrive at Groom’s home for Tea Ceremony & Breakfast
	

	9.20am
	Load all stuffs for evening banquet into Bridal Car
	

	9.40am
	Leave for our new home
	

	9.50am
	Arrive at our new home + Photo taking + Change into tea dress
	

	10.20am
	Leave for Bride’s home
	

	10.50am
	Arrive at Bride’s home for Tea Ceremony & Lunch
	

	12.30pm
	Leave for XXX Hotel to rest (Sisters & photographer dismissed)
	

	1.00pm
	Arrive at XXX Hotel, check in etc.  Brothers to help carry all the stuffs required for the evening Banquet.
Brothers dismissed.


	


ROLES & RESPONSIBILITY (Morning: Tea Ceremony)

	Name
	Role
	Responsibility

	ABC
	Bride’s brother
	Open bridal car door for Groom

	All sisters
	Sisters
	Take care of Bride’s belongings (hand phone, gowns, gifts etc)

	DEF
	Videographer 
	Take short clips of various important activities

	
	
	


THE ITINERARY (Afternoon/Evening: Solemnization & Wedding Dinner)

	Time
	Event
	People Involved / Action

	4.00pm
	Makeup artist arrive at hotel
	

	4.30pm
	Brothers to arrive at hotel
	

	4.45pm
	Meet up with banquet captain to liaise the banquet details (music, program, beverages etc)

· Test and ensure sound system and run thru music for march in and first course presentation
· Brief banquet captain program

· Setup photo montage laptop + projector
	

	5.30pm
	Photographer to arrive at hotel
	

	5.30pm
	Sisters to arrive at hotel
	

	5.30pm
	Arrival of guests for solemnization ceremony

Venue:  XXX Room
	

	5.50pm
	Arrival of Justice of Peace
	

	6.00pm
	Solemnization Ceremony of XXX & YYY 
	

	6.20pm
	Solemnization Ceremony ends. Send Justice of Peace off and give him Ang Bao.
	

	6.30pm
	Bride to go back to room to change into wedding gown

Emcee to meet up with Banquet Captain to liaise hosting details & run thru scripts

Sisters to help setup the reception tables: 

· Guest list

· 2 X guest signature books

· Ang bao boxes X 2
· 2 X Wedding photo albums

· Car park coupons

· Floral rose arrangement (provided by hotel)

· Pens to sign the guest book

· Bride and Groom indication signage

Setup and test run video montage laptop

Ensure that the wedding banquet dinner tables are ready and the table numbers are correct.  Ensure that the tables are arranged in 10 per table or 11 per table as per planned

	Emcees

Sisters

Mr. EFR

Mr. GGF



	6.45pm
	Latest time Bride and Groom’s family to standby at the reception table


	

	7.00pm
	Arrival of guests (pre dinner cocktail starts)

Venue: XXX Hotel

	

	7.20pm
	Bride to be at cocktail area


	

	7.45pm
	Banquet Coordinator to check with reception on 90% attendance on 15 minutes interval
	

	8.10pm or 90% attendance
	Ensure all guests to be seated
	

	8.20pm
	Bride & Groom to standby for 1st March In

MCs to get ready

Receptionists to join dinner

* 2 Receptionists to stay behind to guard the Ang Bao box and to entertain late comers
	

	8.30pm
	Playing of photo montage 
	

	8.35pm
	1st March-In

Cake Cutting

Dinner Commences

First course presentation
	

	8.40pm
	· Clear reception table.

· Bring up photo albums, gifts etc up to Bridal Suite

· To leave guest list and floor plan on reception table for late comers (if any).  2 receptionists to standby at the reception table for late comers (if any) for 10 mins.

· Treasurers bring Ang Bao Box and gifts to bridal suite and keep in safe 
	

	8.55pm – 9.15pm
	After 2nd dish, Bride & Groom goes to bridal suite to change
	

	9.25pm

(After 4th course)
	Emcees standby

2nd March-In and champagne pouring
	

	9.30pm
	MC invite both families and friends for Grand Toast
	

	9.35pm
	Speech by Groom
	

	9.40pm onwards
	Bride and Groom will proceed to tables for photo taking

Brothers will help to clear path and get ready the tables for table photo-taking
	

	10.20pm
	Change into tea dress to get ready to bid guest farewell
	

	10.40pm
	Form receiving line to bid guests farewell
	

	10.50pm
	Dessert served
	

	End
	Bride and Groom meet all brothers, sisters, family member etc to take group shots
	


ROLES & RESPONSIBILITIES (Solemnization & Wedding Dinner)

	Name
	Role
	Responsibility

	
	Chief Coordinators/Beverage Coordinators


	· Ensure program on schedule (if possible) & prompt relevant people where necessary

· Liaise with Banquet Supervisor/Manager

· Liaise with reception for attendance to start the banquet

· Monitor guest list and seating arrangement (and rearrange if necessary – discuss with Groom)

· Monitor red wine consumption 
· Monitor beer consumption 



	
	Photo Montage Coordinator 
	· Setup projector and laptop for photo montage

· Test run the photo montage before banquet

· Play the photo montage before 1st March In.

· Help to keep the laptop (& cables) + projector after the 1st course dinner presentation commences.  

· Help to keep the laptop in the bridal suite.



	
	Round table photo taking coordinators


	· Help to clear the path and get ready the tables for photo-taking

· Photocopy floor plan to brief brothers on flow of photo taking



	Name
	Role
	Responsibility

	
	Receptionist IC
	· Overall in charge of the reception and album table setup and clearing of reception tables.

· Update Chief Coordinator on % of guests arrived.  If it reaches 90%, inform the Chief Coordinator or Groom immediately



	
	Treasurer
	· Take care of all the Ang Baos and gifts received

· Bring to the bridal suite and lock in safe


	
	Receptionists for Bride’s side


	· Help guests to check table number and show them the table floor plan

· Direct guests to put their ang bao correctly into the right ang bao boxes (separated into bride and groom)
· Keep track of guests attendance

	
	Receptionists for Groom’s side
	

	
	Bridesmaid
	· To accompany and assist bride



	
	Yum Seng Party Leader

Yum Seng Party Members – Insert names here

	To lead the Yum Seng Ceremony


CHECK LISTS FOR WEDDING DAY

CHECK LIST FOR GROOM & Brothers (Before leaving for Bride’s home)

	No
	Items
	Check

	1.
	Flower bouquet before leaving for bride’s home
	

	2.
	Bring oranges for all cars
	

	3.
	Bring the Ang Bao for Mother-in-law and Brother who opens the car door
	

	
	
	

	
	
	

	
	
	


CHECK LIST FOR BRIDE & BRIDESMAID (Before leaving for Groom’s home)

	No
	Items
	Check

	1.
	Bring along bride’s personal belongings (wallet, handphones, make-up etc) before leaving for Groom’s home
	

	2.
	
	

	3.
	
	

	
	
	


CHECK LIST (Before leaving for your new home from Groom’s home)

	No
	Items
	Check

	1.
	Bride’s ROM Gown
	

	2.
	All Bridal shop items (accessories, hangers, tea dresses, gowns) must be brought along in order to return to Bridal Shop on the following day.
	

	3.
	Groom’s shirts, ties, pants, tuxedos and all bridal shop accessories to bring along.
	

	4.
	Personal belongings, clothes and toiletries for the one/two nights stay in the hotel. 
	

	5.
	Hotel wedding contract (just in case…)
	

	6.
	Ang Bao for Justice of Peace
	

	7.
	Ang Baos for Brothers, Sisters and Emcees, Photographer, Makeup Artist, Driver, Emergency purposes.
	

	8.
	Guest List (8 copies)
	

	9.
	2 X Photo Albums  
	

	10.
	Guest Books + pens
	

	11.
	Corsages for Parents and Groom 
	

	12.
	Flower bouquet
	

	13.
	Laptop and cables
	

	14.
	Music CDs/MP3 CDs/Photo Montage DVD
	

	15.
	Wedding Bands + Ring Pillows
	

	16.
	All jewellery that is going to be worn in the evening
	

	17.
	NRIC of Groom
	

	18.
	Remind Groom’s Dad to bring NRIC for solemnization
	

	19.
	All solemnization documents
	

	20.
	Wedding speech script
	

	21.
	Floor plan of ballroom 
	

	22.
	Emcee Script 
	

	23.
	This itinerary! + Banquet program
	

	25.
	Projector
	

	26.
	
	

	27.
	
	


CHECK LIST (Before leaving for Bride’s Home from new home)

	No
	Items
	Check

	1.
	
	

	2.
	
	

	
	
	


CHECK LIST (Before leaving for hotel from Bride’s House)

	No
	Items
	Check

	1.
	All Bridal shop items (accessories, hangers, tea dresses, gowns) must be brought along in order to return to Bridal Shop on the following day
	

	2.
	Personal belongings, clothes and toiletries for the first night stay in the hotel
	

	3.
	NRIC of Bride for solemnization
	

	4.
	Remind Bride’s dad to bring NRIC for solemnization
	

	5.
	Bring along bride’s personal belongings (wallet, handphones, make-up etc) before leaving for hotel
	

	6.
	Give Ang Bao to driver 
	


CHECK LIST (For Solemnization)

	No
	Items
	Check

	1.
	Wedding Bands + Ring Pillow
	

	2.
	Groom & Bride’s NRIC
	

	3.
	Both Dad’s NRIC
	

	4.
	ROM Appointment letter
	

	5.
	All ROM documents (Certificates of Marriage, Confirmation of Marriage Licence Issued, ROM self-addressed pre-stamped envelope)
	

	6.
	Pens
	

	7.
	Ang Bao for Justice of Peace
	

	8.
	
	

	9.
	
	


Photo of both of you
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