A PRACTICAL WORKBOOK FOR POLISHED EVENTS

Elegant Event Budget e

& Vendor Checklist

Protect what matters. Compare total costs. Plan the room before adding extras.

A beautiful event is not the one with the most additions.
It is the one where every decision feels intentional.

PROTECT
Name the three to five experiences the event must deliver.

PRICE THE WHOLE EVENT
Compare venue, staffing, rentals, service, overtime, and cleanup together.

PLAN THE ROOM
Protect guest comfort, dining flow, sound, sightlines, and dancing.

ADD WITH PURPOSE
Choose one visual focal point and only the enhancements that earn their cost.

ALIGN THE TEAM
Give vendors one timeline, one decision-maker, and clear responsibilities.

CONFIRM
Lock guest count, files, access, contacts, and final-week responsibilities.

THE DECISION RULE

Fund the essentials first. Upgrade only after the full event works comfortably within the approved total.
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ELEGANT EVENT PLANNING WORKBOOK

Start with priorities, not upgrades

Event snapshot

EVENT / CELEBRATION EVENT DATE
VENUE / CITY WORKING GUEST COUNT
MAXIMUM COMFORTABLE TOTAL (ALL-IN) CONTINGENCY HELD ASIDE

Protect - Prefer - Release

‘ PROTECT PREFER RELEASE

The event would feel incomplete Important, but scope can change if Simplify or remove before increasing
without these. needed. the total.

1 1 1

2 2 2

Budget-control checklist

One person records approved decisions and the remaining balance.

The guest count is treated as a cost decision, not only a seating number.

Every quote is compared using total cost, not only the advertised price.

Optional upgrades wait until venue, food, comfort, sound, and organization are protected.

A change to one vendor is checked for effects on timing, staffing, power, space, and cleanup.

Family decision-makers agree on what will be simplified if the total rises.

OO00000

BUDGET DECISION-MAKER PERSON RECORDING DECISIONS

DECISION GATE

Do not compare optional enhancements until the total budget, guest count, and protected priorities are agreed.
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ELEGANT EVENT PLANNING WORKBOOK

Price the venue and plan the room

Compare the venue's complete cost

O Rental fee and required minimums O Staffing, security, and service charges
O Tables, chairs, linens, and other rentals O Setup, cleanup, and breakdown labor
O Parking, valet, or transportation O Overtime and extended-access charges
O Required insurance or approved vendors O Indoor backup or weather-related costs

COSTS NOT INCLUDED IN THE QUOTED RENTAL FEE

Walk the room from the guest's perspective

Entrance and welcome area stay clear. Dance floor is defined before tables fill the room.

Food and guest comfort

Menu, dietary needs, staffing, and service style are confirmed.
Caterer provided an expected dinner duration for this guest count.
Buffet or table-release plan prevents excessive waiting.

Server routes do not cross speeches, performances, or dancing.

Water, restrooms, accessibility, and temperature comfort are considered.

OO0o0On0Ond

LIKELY CONGESTION POINT HOW IT WILL BE PREVENTED

VENUE QUESTIONS OR UNRESOLVED COSTS
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O O

O DJ, speakers, stage, and lighting have realistic footprints. O Buffet, bar, and photo-booth lines do not overlap.

O Guests can see entrances, speeches, and performances. O Older guests and children have comfortable seating locations.
Cables, cases, coats, gifts, and supplies have approved Accessible routes and required exits remain unobstructed.

O storage. O
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ELEGANT EVENT PLANNING WORKBOOK

Create impact without overspending

Choose one visual direction

THREE MOOD WORDS example: warm, modern, joyful COLOR DIRECTION

PRINCIPAL FOCAL AREA entrance, stage, sweetheart table, or dance floor EXISTING VENUE FEATURE TO USE

Decor, lighting, and enhancements

Decor and ambient lighting support the same focal area and palette.
Centerpieces work on fully set tables without blocking conversation or views.
Lighting is tested on walls, faces, and through a camera.

Optional enhancements are limited to one or two meaningful choices.

Venue approval is confirmed for cold sparks, fog, dry ice, candles, or attachments.

Each enhancement is priced with delivery, labor, power, setup, and cleanup.

Oo0oOoOo0Oad

ENHANCEMENT 1 AND WHY IT MATTERS ENHANCEMENT 2 AND WHY IT MATTERS

D], sound, and formal program

Sound system, microphones, backup equipment, lighting, and O D) and emcee responsibilities are clearly divided.

setup time confirmed.

Entrances, speeches, performances, cake, and special dances O Entrance tracks and performance files have been tested and
have owners and cues. delivered.

Speech limits and photography timing protect open-dancing D D) / MC can see entrances, performers, and the dance floor.
time.

Formal-moment worksheet

MOMENT OWNER / SPEAKER MUSIC / CUE TIME OR NOTES
Entrances

Speeches

Performances

Cake / photos
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ELEGANT EVENT PLANNING WORKBOOK

Compare vendors by total value 4- SCOPE + RESFONSIBILTY

A lower starting price can become the higher final cost when staffing, rentals, delivery, setup, teardown, or overtime are
excluded.

Vendor comparison

VENDOR / SERVICE TOTAL DEPOSIT NOT INCLUDED DEADLINE
Venue

Catering

D) / entertainment

Decor / lighting

Photo / video

Other

Before booking: six questions

VENUE CATERER

What is included beyond the rental fee, and what costs extra? How long will service take for our guest count and room layout?
D) DECORATOR

What sound, microphone, lighting, and setup are appropriate for this Which one or two areas will create the strongest visual impact?
room?

PHOTO / VIDEO PLANNER

Which timeline delays could reduce coverage of later moments? Who owns the final timeline and handles event-day changes?

One shared timeline

VENDOR ARRIVALS SETUP COMPLETE GUEST ARRIVAL DINNER
FORMALITIES OPEN DANCING BREAKDOWN COMPLETE
AUTHORIZED EVENT-DAY CONTACT TIMELINE OWNER

BOOKING RULE

Scope, exclusions, responsibilities, arrival time, teardown, and overtime should be written before the deposit is paid.
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ELEGANT EVENT PLANNING WORKBOOK

Final-week confirmation 5~ ALIGN + ENJOY

Seven days before

Final guest count confirmed with venue and caterer.

Vendor access, parking, setup, and breakdown times confirmed.

Every vendor's arrival time and direct contact number confirmed.

Final entrances, performances, and special-moment files sent to the D).
Final timeline shared with all vendors and key family members.

Venue rules and approvals reconfirmed for lighting, decor, and effects.
Authorized event-day contact and backup contact confirmed.

Outstanding balances, gratuities, and payment owners organized.

OO00O00O00000

Family message

Before booking more vendors or upgrades, let's agree on the final guest count, total budget, and top three priorities. We should
also decide what can be simplified and assign one person to record final decisions. This will help us protect food, comfort, sound,
and organization before adding optional decor or effects.

Final ownership

EVENT-DAY CONTACT BACKUP CONTACT
PERSON CARRYING FINAL TIMELINE PERSON HANDLING BALANCES
VENUE MANAGER / COORDINATOR D) / MC CONTACT

Final confidence check

The total remains within the family's comfortable maximum.

The guest experience works before optional upgrades are added.

No important moment depends on an unassigned person or untested file.
The room protects comfort, flow, sound, sightlines, and dancing.

Every vendor has the latest timeline and knows who can approve changes.

OO0O00O0Ond

The plan leaves enough open time to enjoy the celebration.

LAST UNRESOLVED ITEM

Ready to create a polished, well-paced celebration?

Discuss sound, lighting, entrances, and entertainment for your room at binoop.com
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