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Scope of Services: 

1. Airline reservation using Asian Spirit/Seair or any airlines going to Caticlan.  

2. Fix accommodations for wedding party and guests. To be able get a variety of listings for you and your guests to choose from discounted rates from various resorts.

3. Transfers through Fairways and Bluewaters. Guests will be picked up form the airport and brought to the Welcome Center of Fairways so they do not have to pass through the pier anymore. Boats would then bring them straight to their resorts. 

4. Reception set-up  - to be able to give suggestions on the set-up; to supervise the actual set-up and to coordinate with reception area/resort from drafting of contract, finalization and things that we will be needing form them

5. Beach Set-up- to be able to supervise wedding ceremony set up so that it is what the couple has envisioned it to be.

6. Bill clean up – make sure that whatever charges are made by the resort for the wedding are correct, as well as whatever charges that are made during reception are correct. This is to ensure that the couple only pays what they have consumed during the wedding.
7. Wedding day coordination includes making of the program with how the bride and groom would want the flow to be. Supervising wedding ceremony including the processional, music etc.  Administration of the reception proper to ensure smooth flow of the reception program, coordinate with resort staff as needed.
8. Wedding information sheet includes the map of Boracay that provide resort location, places to eat, things to try, telephone numbers of resorts, doctor, airlines etc. This can also include schedule of wedding activities, if any.

9. 3 - 5 minute fireworks – sourcing out a supplier if the couple wants as well.

10. Coordinate with all wedding suppliers

11. RSVP- to be able to call and follow up guests for their bookings.

12. To be able to source out giveaways from Boracay or Manila, depending on what the couple likes.

13. Sourcing florist/flowers for bridal bouquet and entourage bouquet and boutonnieres (Dangwa in Manila)

14. To be able to source out a band if needed and lights and sounds supplier

15. Supplier accommodations & meals – to be able to provide cheaper rooms, accommodations that will be needed for them as well as cheap meals

16. To assist in getting the Mayor’s Permit if needed

17. Golf Cart as wedding car – to be able to provide this for free to the couple

18. Cake – to give ideas and sourcing out of the wedding cake as it is not included in the package of the resort 

19. Sand sculptures during the reception – to be able to source out cheap sand castles or lanterns if the couple would like some in their reception venue. 

20. Activities- to be able to schedule or fix activities such as dinners with family and friends, play golf, rehearsals, etc.

21. As this is full service coordination, any other special requests can be arranged by the coordinators as long they are possible.

1. Assist, guide and provide professional event management advice throughout the preparation.

2. Room reservations/ fix accommodations for other gusts that have not yet arranged rooms.

3. Provide wedding information sheet which includes the map of Boracay that provide resort location, places to eat, things to try, telephone numbers of resorts, doctor, airlines etc. This can also include schedule of wedding activities, if any.
4. Coordinate with all wedding suppliers. Monitor work progress of chosen supplier.
5. Sand sculptures during the reception – to be able to source out cheap sand castles or lanterns if the couple would like some in their reception venue. 

6. Activities- to be able to schedule or fix activities such as dinners with family and friends, play golf, rehearsals, etc.

7. To source out multicabs if needed. 

8. Wedding day coordination includes making of the program with how the bride and groom would want the flow to be. 
9. Coordinate Church layout, approval of misalette and songs in coordination with Church and priest.

10. Coordinate with Hotel Banquet Sales Office or Caterer regarding service contract, menu, decoration and prepare/finalize wedding reception layout (i.e. location of presidential table, arrange guest tables, podium etc.)

Wedding Proper:

1. 
To be able to supervise the set-up for both the reception and the ceremony.

· Monitor arrival and work progress of suppliers to ensure event on-time (i.e. make up artist, photographers/videographer, florist etc)

· Check bride and groom

· Check bride’s gown and other wedding paraphernalia

· Provide instructions to members of bridal entourage

· Bring, distribute and collect (after ceremony) all necessary wedding paraphernalia (to site of ceremony and back – misalettes, flowers, candle, cord, pillows, wedding rings, arrhae, bible, offertory items, petals/poppers to be used for throwing)

· Give cue to musicians/lector/offerors etc. during wedding ceremony

· Assist pictorial of bride and groom

2. 
Supervising wedding ceremony including the processional, music etc.  

3. 
Provide Golf Cart as wedding car – for free to the couple

Reception Venue;

1.
Administration of the reception proper to ensure smooth flow of the reception program, coordinate with resort staff as needed.

2.
Ensure all necessary menu cards, place cards, table numbers, centerpieces in order.

3.
Check sound system, microphones, LCD projector, screen and music

4.
Check proper arrangement of wedding cake station (i.e. with saucers, knives, fork, champagne, wine glasses etc.)

5.
Coordinate with captain waiter and banquet sales representatives regarding food. table arrangements, program of events.

6.
Check gift table

7.
Coordinate with wedding entourage regarding circulation of guestbook/signature frame for signing of guests, distribution of souvenirs etc.

8.
Inform/lead parents, principal sponsors, entourage to respective tables

9.
Coordinate and cue concerned staff/musicians regarding program. 

10.
Manage timing of program with program participants, emcee, musicians, sound system, photographers/videographer and captain waiter.

11.
Assist bride and groom during ceremony – i.e. pictorial with guests etc.

12.
Collect wedding gifts, remaining souvenirs and other items after celebration

13. 
Supplier accommodations & meals – to be able to provide cheaper rooms, accommodations that will be needed for them as well as cheap meals 

14. 
Bill clean up – make sure that whatever charges are made by the resort for the wedding are correct, as well as whatever charges that are made during reception are correct. This is to ensure that the couple only pays what they have consumed during the wedding.
    We can also assist you in finding or sourcing out the following: ( to be able to get the suppliers needed at cost)

· Photographer 

· Video

· Band/ other forms of entertainment (firedancer/ flutist/saxophone player, etc…)

· Invitations

· Couturier

· Florist 

· Flowers 

· Lights and Sounds

· Liquor 

· Fireworks 

· Disc Jockey

· Giveaways

· Dragonboat

· Dance Instructor
 

All out sourced services are presented for your consideration and approval. It is understood that the service contracts are between yourself and the service provider. We are mere facilitators and do not guarantee the final result or outcome of any contracted services and we shall not be liable for any breach of the service contract.

 Fee: Php65, 000 
Out of pocket expenses incurred during wedding preparation shall be shouldered by the couple (misc. fees for tricycle rides, etc.) up to a maximum  amount of P2,500.00

· 50% down payment.   The balance to be paid a week before the wedding. Any payment made is non-refundable.
We understand and agree to all terms and conditions of this contract.

