
 
 

Essentials Collection 
 

For anyone who is willing to manage the entire event planning process but needs 
trusted guidance for seamless day-of execution, our Essentials Collection is best 
described as our ​day-of coordination.   ​With the Essentials Collection, you will work with 
one​ 2hands planner.  We begin obtaining your contracts four weeks ahead of your 
event, connect with all of your vendors, develop a detailed timeline, and work with you 
to ensure the design and aesthetic you’ve envisioned is exactly what you and your 
guests experience on your big day— and much, much more!. 
Investment starts at $2,000. 
 
Setting the stage for a successful planning process 
 
We start by getting to know you better!  Communication is vital for us to ensure a 
seamless planning experience. Once you have signed your contract, your planner will 
set up a Google Folder for both of you to share.  Your planner will have some important 
forms for you to fill out (vendor contacts, wedding party contacts, ceremony outlines) as 
well as an area for you to share your executed contracts with vendors and a place to 
share your design inspiration.   If you aren’t comfortable using a Google Folder, no 
problem!  We can walk you through it or we can come up with an alternative.  
 
Our Essentials Collection includes two face-to-face meetings with your 2hands planner 
(one upon launching our engagement and a final meeting 7-10 days out from your 
wedding) as well as unlimited phone and email communications.  
 
Working with your dream team to execute your vision (or Pinterest Board!) 
 
We view ourselves as “producers” of your big day, helping to manage your vendor 
engagement from the time we begin working with you.  Once you provide us with your 
vendor contracts, we will reach out to acquire detailed timeline information to 
incorporate into our master timeline for your big day.  We will develop a detailed 
floorplan schematic of the reception including placement of tables and chairs, food 
service, gift and place card tables, entertainment, etc. to share with you, your venue and 
your vendors.  



 

Seeing you through the finish line 
During the last six weeks of your planning process, your 2hands planner will ensure that you 
are not bogged down with managing the fine details.  Our detailed process includes: 

● Developing a wedding timeline complete with queues for musicians, notes for catering 
as well as information provided by your vendor team. 

● Meeting with you to solidify final details and to go over personal items you wish for us to 
place. 

● Conducting your wedding rehearsal.  If your rehearsal is more than 30 miles from 
Annapolis, there will be an additional $50 fee added to the invoice. 

On your wedding day, you will have your planner for approximately ​ten hours​.  For example, 
she will arrive four hours before your ceremony and will remain at the reception site for an 
hour past the end time to assist with clean up.  This can be adjusted to accommodate your 
wedding day. 

 

Specific wedding day activities include, but are not limited to: 

● Overseeing setting and styling the ceremony site 
● Checking in each vendor and reviewing day-of details 
● Supporting venue, caterer, floral and decor vendors with proper styling of reception 

space 
● Placement of personal items 
● (Pre-wedding) reviewing timeline with photographer, venue, catering staff, and 

musicians  
● Managing timeline and alerting caterers, musicians, and photographer/videographer of 

key event elements, transitions, traditions, speeches, and other features of your big day  
● Maintaining flexibility to pivot as needed in the event of unforeseen changes 

or occurrences to ensure a seamless experience for both you and your 
guests  

● Assisting with on-site guest departure and transportation 
coordination  

● Overseeing/assisting with the breakdown, final walkthrough, and vendor 
departures  

● Ensuring that your personal items, gifts, etc. are provided to the designated 
family member or friend  

● ...and much, much 
more! 


