Sample Event Timeline

Event Date: Your Date
Client(s): Your Name
Type of Event: Wedding Ceremony and Reception (Type of Event)
Guest Count: 80-200 (Your Guest Count)
Yellow lines are firm
	2pm
	CLIENT ACCESS BEGINGS TO ALL AREAS / CATERERS ACCESS TO KITCHEN AND PATIO BEGINS

	2-2:30pm
	Coordinator on Site at 2pm

Caterer Arrives – Begins setup

	3pm-3:30pm
	Caterer to begin setting up ceremony chairs

Florist Arrives – Begins setup as per your instructions

DJ Arrives - Begins setup in designated area.

Bridal party arrives to change and begin photographs; Photographer arrives

	3:30-4pm
	Outdoor Music Arrives – Setup in designated area

	4pm
	MUSEUM CLOSES TO PUBLIC / INDOOR ACCESS BEGINS

	4-4:30pm


	Table setup complete

Cake arrives – Setup in designated area

Close front gate - guests will enter at the side.

	4:30
	Guest begin arriving

	4:50
	Seating of guests – Ushers

The wedding officiator:  takes his place.

	5pm
	Seating of the Grandparents and parents  

Ceremony - Begins

	5:30-6:30 
	Cocktail hour- Bar set up in area as per your instructions, linens covering all picnic tables; DJ starts playing at 5:30pm

Caterer sets up kings or couples table in appropriate area

	6:30-6:55
	Guests are seated and toasts, intros begin. DJ intros bride and groom.



	6:55-7:55
	Buffet open.  Head table are escorted first. Caterer will break tables to visit buffet.



	8pm
	Bride and groom’s first dance outside in courtyard.

(Where is the photographer?)

	8:05pm
	Dancing moves inside.

	8:30pm
	“Special Dances” 

	9:15
	Cake cutting ceremony

More Dancing

	10pm
	PARTY ENDS

	11pm
	Clean up finished caterers and staff departs.




Sample Staff Notes:

· Staff instructions regarding florist needs.

· Sign in table instructions (moving from one area to another) during cocktail hour.

· Colors are blues, creams, periwinkle.

· Harp playing during ceremony - off to side where bricks are.

· Officiant needs mic and stand- provided by Museum.

· Favors, beverages, etc., dropped off at rehearsal walk through.
