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READY OR KNOT

WEDDING & EVENT PLANNING





HALF-DAY WEDDING COORDINATION CONTRACT

Date of Contract: 

Name: 
Name:  
Address: 
Phone Number: 
Email Address: 
Wedding Date: 

Number of Guests: 
Wedding Venue: 

Further to our conversation of _________, during which we discussed your upcoming wedding, and our involvement in it, it is my understanding you are retaining Ready or Knot Wedding & Event Planning for Half-Day Wedding Coordination services. These services will commence approximately two weeks before your wedding day and end at the conclusion of your wedding reception.

The Half-Day-Wedding Coordination package includes one consultation meeting with you during the month of your wedding to discuss all the plans you have put into place and what extra expectations and duties you have for us. We will provide you with a workbook and checklist of details required to successfully coordinate your wedding day. Ready or Knot Wedding & Event Planning will provide behind-the-scenes assistance in orchestrating your ceremony and reception schedule and remain onsite for up to 6 hours. If service is required beyond 6 hours, a fee of $50 an hour will be billed. 

We will be present at the rehearsal, so that we are better able to help you at your ceremony.

On the Wedding Day, we will arrive at the ceremony site at least an hour before the ceremony; that way we can make sure everything is running on time and as scheduled. We are also there to help set out pew markers, make sure all flowers or candles have been delivered, the band or DJ is present and is in the correct place, unity candles are ready, pen is at the registry table, etc. 

We will make sure all attendants are as they should be, pin on any boutonnières, give the bride a once-over and pat-down, fluff-up and straighten anything that needs to be.  We will make sure all pew bows and arrangements are taken down and nothing is left at the ceremony site. 

This contract does not include an assistant coordinator on the wedding day.  If an assistant is required due to the size or complication of your wedding, a fee of $20 per hour, per assistant will be charged.
We will go to the reception site before anyone gets there to set out any items that need to be set out, such as: the guest book, seating chart, seating cards, favours, etc. We will check all the linens, silverware, plates and glasses for cleanliness and marks, and make sure that the bathrooms are clean and stocked. 

At the reception, we will again primp the wedding party, give you warnings before it is time to do the cake-cutting, first dance, bouquet toss, etc., so that you can freshen up before you must be in all those pictures! 

Ready or Knot Wedding & Event Planning will be the main contact for the venue managers so if they have any questions, you will not be bothered. If anything is running late or early, we will adjust your wedding timeline as needed and advise all necessary parties of the changes (DJ, Band, Maitre D’, Wedding Party, etc.).

This is just some of what Ready or Knot Wedding and Event Planning will do. We will be on hand to avert or deal with anything that may arise so that you can sit back and enjoy everything you have planned! 

By signing this agreement, you empower Ready or Knot Wedding & Event Planning to use our professional judgement when acting in regard to changes, weather, tardiness, non-performance, etc. based on the situation, time limitations, and/or your wishes. We will not make any decisions regarding your wedding if there is a matter of spending more money or any significant changes to the wedding plan.

On your wedding day we will carry: 
Your personalized wedding day binder which includes all your vendors’ mobile numbers and any key contacts (such as yourselves), your wedding day timeline, a copy of your floor plan, a décor plan (if required), vendor payment log, and change order forms. We will also carry a fully stocked Wedding Day Emergency Kit, a golf umbrella, a cooler with water and anything else that may be needed as back-up. 

Terms:
Fees & Payment Schedule:
As compensation for these services, you will pay Ready or Knot Wedding & Event Planning $550, with payments to be made as follows:
( An initial payment of $150, upon signing this contract

( A payment of $200, due on ________
( The remaining balance of $200, due on the evening of your wedding rehearsal

If any payments should fail to be made within 5 calendar days following the due date, this agreement shall be rendered null and void, and Ready or Knot Wedding & Event Planning will provide no further work or services for your wedding. Should your bank due to non-sufficient funds return a cheque, a charge of $50 will be levied. 
Ready or Knot Wedding & Event Planning accepts cash, e-transfers, personal cheques, money orders, PayPal, Mastercard & Visa. E-transfers can be sent to info@readyorknot.ca. Cheques and Money orders should be made payable to Ready or Knot Wedding & Event Planning, and mailed to 9 Kipawa Crescent, Hammonds Plains, NS B4B 1N2. Credit Card payments are subject to a 3.4% processing fee.

Travel:
If we are required to travel outside of Halifax Regional Municipality a mileage rate of $0.54/km will be assessed to and from Ready or Knot Wedding & Event Planning’s office at 9 Kipawa Crescent in Hammonds Plains. This amount will be due in cash at each meeting outside of HRM.

If the wedding will be taking place more than 100 kilometres from Ready or Knot Wedding & Event Planning’s office at 9 Kipawa Crescent, we must be provided with hotel accommodations for the night prior to and the night of the wedding. A food allowance of $60 per day must also be provided. This amount will be invoiced and must be paid at the wedding rehearsal. 

Client Responsibilities:
It is your responsibility to provide Ready or Knot Wedding & Event Planning with contact names, telephone numbers and any scheduled timetables for all service providers involved in the wedding ceremony/reception no later than 7 days prior to the wedding. Failure to provide this information will render Ready or Knot Wedding & Event Planning incapable of performing properly and is grounds for cancellation of this contract.

It is also your responsibility to notify Ready or Knot Wedding & Event Planning of any changes in a timely manner. We shall not be held liable for any changes made by you or your selected service providers.

It is your responsibility to inform all vendors, immediate family, the wedding party and anyone with a role in the wedding, that Ready or Knot Wedding & Event Planning will be coordinating the wedding day, We are the sole contact for all matters related to the wedding,  and that we will have your full authority to make any decisions on your behalf on the wedding day.

Meals:
We will require a full wedding meal, in the main dining room, at a guest table, in order to properly perform our duties. We will need to be eating the same food as the guest and be in the room to observe that everything is happening as planned/contracted. If an assistant is required to stay for the duration of the reception, he or she will also require a full wedding meal, in the main dining room, at a guest table, to properly perform their duties.

Use of Photos:
By signing this document, you grant Ready or Knot Wedding & Event Planning the right to use images from your wedding in our portfolio, as well as on the “Ready or Knot Wedding & Event Planning” website and social media pages. Ready or Knot Wedding & Event Planning, will not use any images obtained at your wedding for advertisement campaigns, unless further written approval is obtained from you.

Cancellations:
You may cancel this contract at any time, for any reason, provided 5 days written notice is given. If you cancel this contract, there shall be no refund of payments made prior to the date of cancellation. 
We reserve the right to terminate this contract with one week notice due to but not limited to the following reasons:

· Verbal or written abuse during the planning process

· Failure of the client to pay fees as agreed upon

· Failure of the client to respect the agreed upon scope of work

· Failure of the client to schedule meetings as requested

· Failure of the client to provide requested information as required to execute our services

In the unlikely event that Ready or Knot Wedding & Event Planning terminates the contract, this agreement is complete, and no refunds will be issued, nor will further monies be owed. 

Any significant changes to your event within 7 (seven) days of the event day may result in additional fees at the discretion of Ready or Knot Wedding & Event Planning 

During your wedding, it is agreed that all staff, employees and contractor’s or Ready or Knot Wedding & Event Planning will be treated respectfully by guests and family members. Verbal abuse, physical abuse, and/or harassment will not be tolerated. We reserve the right to vacate your wedding should any member of our team be subject to verbal abuse, physical abuse or harassment without penalty. 

“Ready or Knot Wedding & Event Planning” is one of the few companies who can provide a back-up coordinator in an emergency. In the event that we are unable to perform due to illness or an emergency, a comparable wedding coordinator will be recommended from the WPIC (Wedding Planners Institute of Canada) Alumni group.  
Rental Items:

Ready or Knot Wedding & Event planning will not be held responsible for any lost or missing items belonging to guests of the event. If anything is found after the event, Ready or Knot Wedding & Event Planning will secure the item and arrange for you to pick it up from the venue. 
Please be forewarned that sparklers, glitter, confetti, candle wax, food coloring, red wine and makeup frequently cause permanent damage. Please be careful when using these items to avoid additional cleaning, repair or replacement charges by your rental company. 

The Client is responsible for any and all damage and/or loss of rental items not directly caused by Ready or Knot Wedding & Event Planning or its' employees.
Force Majeure: 
Ready or Knot Wedding & Event Planning nor myself will be liable for failure to perform if such failure is as a result of Acts of God or Superior Force (including fire, flood, earthquake, storm, hurricane or other natural disaster), war, invasion, act of foreign enemies, hostilities (regardless of whether war is declared), civil war, rebellion, revolution, insurrection, military or usurped power or confiscation, terrorist activities, nationalisation, government sanction, blockage, embargo, labour dispute, strike, lockout or interruption or failure of technology, electricity or telephone service.

Ready or Knot Wedding & Event Planning cannot guarantee that your day will be perfect and is not responsible for anything beyond our control. What we can guarantee is that we will do our best to ensure that all problems are averted or dealt with in the quickest, most inconspicuous way possible.

A signature by yourself as well as an initial payment of $150, signifies acceptance of the information detailed herein. We look forward to working with you and helping you on your special day.

Sincerely, 


 
Fallon Jones, WPICC
Owner, Ready or Knot Wedding & Event Planning 


Accepted by:

Printed name: _________________________

Signature: ____________________________

Date: _________________________________

*This agreement must be signed and returned by ___________ in order to hold your date.
Ready or Knot Wedding & Event Planning  |  902.219.0459  |  readyorknotwedding@gmail.com
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