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Our mission is  to create
unforget table wedding
exper iences that  ref lect  the
unique personal i ty  and sty le of
each couple.  We are commit ted
to del iver ing except ional  serv ice,
at tent ion to detai l ,  and innovate
ideas that  exceed our c l ients ’
expectat ions.  With a passion for
love and celebrat ion,  we str ive to
make the wedding planning
process enjoyable,  s t ress- f ree,
and f i l led wi th joy.  
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At Your Perfect  Day,  we set  and achieve
ambit ious goals.  The qual i ty  of  our products
and serv ices ref lects our ident i ty .  Our
business has been set  to ensure consistency
with in our brand,  help ing to create st rong,
recognizable,  and innovat ive
communicat ions.  

Our promise is  to be a premier company
passionately known for  i ts  qual i ty ,  serv ice,
and promot ing beauty to the wor ld wi th our
ident i ty  and values.  

OUR 
PROMISE



01 Proper at t i re is  essent ia l
for  a wedding
coordinator  as i t
contr ibutes to
professional ism, sets a
posi t ive impression,  and
ensures that  you are
appropr iate ly dressed
for  the ro le.

Dressing professional ly
shows that  you take
your ro le as a wedding
coordinator  ser iously
and are commit ted to
del iver ing a h igh level  of
serv ice.  I t  creates a
sense of  t rust  and
conf idence in your
abi l i t ies among your
c l ients and other
vendors.

.

APPEARANCE



Coordinators should be dark colored c loth ing
(black.  navy,  grey,  dark green,  etc. )

Jump sui ts ,  dress pants,  sweater ,  b lazers,
knee- length dresses and ski r ts ,  b louses,  are
examples of  acceptable dress.

*when bending over,  make sure your c leavage
doesn’ t  show and your booty is  not  exposed!

DO NOT wear:  anything whi te/cream/tan,
t ight /short  sk i r ts ,  sequin,  br ight  pat terns,  low
cut  shi r ts ,  heels or  f l ip  f lops.

Att i re for  set  up/ tear down crew members:
T-shir ts ,  leggings/yoga pants,  jeans,
sweatshir t ,  etc.
Tennis shoes,  comfortable shoes.

ATTIRE



EXAMPLES



Maintain ing good personal  hygiene
demonstrates professional ism and shows that
you take your ro le ser iously.  I t  helps to
create a posi t ive impression on your c l ients
and other vendors involved in the wedding
planning process.

Ensure you are implement ing the fo l lowing:
Shower ing ei ther  the night  before or
morning of
Brushing your hair  and/or  sty l ing (bun,
ponytai l ,  etc)
Ensur ing c lean teeth and breath
Wear ing deodorant  and/or  perfume
Bring a change of  c lothes or
deodorant /perfume i f  your are working
outdoor wedding or  i f  i t  is  a hot / ra iny day.

HYGIENE
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Everyone is  HOURLY and
considered an “ independent
contractor”  for  Your Perfect  Day.

PAY STRUCTURE



Everyone is  paid v ia  Venmo .
Af ter  your shi f t ,  send a “ request”  v ia Venmo
to “Your-Perfect-Day”

In the comments,  add:
Venue name
Date of  wedding
Hours worked X pay rate

I f  you bought  something for  that  wedding,
send a SEPARATE Venmo request .

DO NOT buy i tems for  the couple
UNLESS they give you cash.

I  wi l l  NOT reimburse you for  any of
those i tems

Items that  I  wi l l  re imburse for :  extra
i tems for  decor ( that  I  can re-rent) ,
g loves to serve food,  i tems for  your
emergency k i t ,  etc.

SUBMITTING HOURS

TRACKING MILEAGE
Keep t rack of  your mi leage f rom the t ime you
leave home unt i l  you get  home from your shi f t .

Report  mi leage on your taxes OR to your
accountant .



Apri l  wi l l  ca lculate your earnings for  the
year and send over a W-9 form for  you
to f i l l  out .
Apr i l  wi l l  then submit  everyth ing to her
accountant  and mai l  you back your
1099 form.
Al l  of  th is  MUST be submit ted by
January 15th
You should receive a copy of  your 1099
by mid-February.

SUBMITTING W9
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3 EXPECTATIONS

The duties and expectations of a
wedding coordinator are cruical for a
successful and smooth wedding
planning process. 



Handle rehearsal  ( i f  you are the lead
coordinator)
Check seat ing chart  vs number of  tables wi th
chairs
Ver i fy  the correct  number of  seats at  the head
table
Set up couple ’s personal  i tems
Check in wi th hair /makeup to ensure i t  wi l l  be
completed on t ime
Check in wi th the couple of ten to ensure they
are stress- f ree
Work wi th the venue coordinator  on the layout ,
ver i fy  end of  n ight  procedures,  etc.
Ver i fy  t imel ine wi th photographer/v ideographer
when they arr ive
Keep an eye on the gi f t  table.
Help the f lor is t  wi th thei r  set  up (ceremony
f lowers,  cake f lowers,  etc)
Make sure the cake table has a p late,  napkin,  2
forks,  and a cake/kni fe set .
L ine up the wedding party for  ceremony
processional
Work wi th DJ on the f low of  events
Work wi th the caterer  on when food is  ready,
who takes out  t rash,  who c lear p lates/utensi ls
f rom the guests tables,  extra food packaging,
etc.

COORDINATOR DUTIES



Dry of f  the bouquets before g iv ing them to the
ladies
Boutonnieres go on the s ide of  the pocket
square
Top but ton on sui t  jacket  is  but ton (not  the
bot tom one)
Have t issues ready for  the 1st  look,  photos wi th
parents and r ight  before everyone walks down
the ais le
Use safety p in to f ix  a sui t  jacket  but ton
Pack a to-go box of  food for  the couple
Ask the couple what thei r  dr ink of  choice is  and
have i t  ready r ight  af ter  the ceremony
Set a reminder on your phone to check in wi th
the couple every 30 minutes before the
ceremony
Use boob tape to hem dresses/shir ts
Reminder your of f ic iant  to move out  of  the way
before the 1st  k iss
Make sure the best  man & maid of  honor have a
dr ink before their  speeches
After  the couple cuts thei r  1st  p iece of  cake,
place i t  at  thei r  seat  for  them to enjoy
Pre- l ight  the uni ty  candle ( to a l low the wick to
l ight  easier)

HANDY TIPS
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While speci f ic  dut ies and expectat ions

may vary depending on the wedding
coordinator ’s  ro le and the couple ’s

preferences,  here are some general
ru les and guidel ines for  a wedding

coordinator .

.

GENERAL
RULES



01
Maintain c lear and open
communicat ion wi th the couple,
vendors,  and other stakeholders
throughout the planning process.
Check in wi th Apr i l  to ensure
smooth coordinat ion.

COMMUNICATION 02
Stay organized and keep t rack
of  a l l  deta i ls  re lated to the
wedding,  inc luding contracts,
t imel ines,  budgets,  and
vendor informat ion.  

ORGANIZATION

03
Ant ic ipate and resolve any issues
or chal lenges that  may ar ise
dur ing the planning process or  on
the wedding day.  Remain calm
and composed, and f ind creat ive
solut ions to ensure a smooth and
stress- f ree exper ience for  the
couple.

PROBLEM-SOLVING 04
Above al l ,  pr ior i t ize c l ient
sat is fact ion.  L isten to the couple ’s
needs and preferences,  and str ive
to exceed their  expectat ions.
Ensure that  thei r  v is ion for  thei r
wedding day is  real ized and that
they feel  supported and cared for
throughout the planning process.

CLIENT SATISFACTION



Vendor and venue re lat ionships are crucia l  for  a wedding
coordinator  as they play a s igni f icant  ro le in ensur ing a successful
wedding.  Here are some key aspects of  managing these
relat ionships:

Networking:  Bui ld and mainta in a st rong network of  re l iable and
professional  vendors and venues in the wedding industry.  

1.

Communicat ion and coordinat ion:  Be the main point  of  contact
between the couple and the vendors/venues.  Handle a l l  issues
between the vendor;  never the couple.  Faci l i ta te ef fect ive
communicat ion by re laying informat ion,  answer ing quest ions,
and provid ing updates to both part ies.  Ensure that  a l l  vendors
and venues are aware of  thei r  responsib i l i t ies,  t imel ines,  and
any speci f ic  requirements to avoid miscommunicat ion or
misunderstandings.

2.

Venue logist ics:  Work c losely wi th the venue to understand
their  pol ic ies,  procedures,  and layout .  Coordinate logist ics
such as setup,  park ing,  guest  f low, and any speci f ic  venue
requirements.  Mainta in open l ines of  communicat ion wi th the
venue staf f  to address any issues or  concerns prompt ly.  Not i fy
Apr i l  of  any issues or  concerns.

3.

Relat ionship bui ld ing:  Cul t ivate st rong re lat ionships wi th
vendors and venues by t reat ing them wi th respect ,
professional ism, and grat i tude.  Always be k ind to them and
help them when you can.  Appreciate thei r  hard work,
acknowledge their  contr ibut ions,  and provide feedback on their
performance.  This helps to bui ld t rust  and loyal ty .

4.

VENDOR/VENUE
RELATIONSHIPS



Anyt ime you
refer  someone
and they book,
you wi l l  rec ieve
$50

BONUS

When you get
a 5-star  review
on socia l
media,  you wi l l
rec ieve $50.



THANK
YOU


