Elegant Event on a Budget: One-Page Planning
Checklist

Use this checklist to align your family, compare vendors, prepare for venue

meetings, and keep the final week organized. It is based on the article’s three-

layer budget method, venue-planning guidance, room-flow advice, and vendor

coordination framework. Article 01 Draft 01 Rev 02

1.

Budget and Family Priorities

W Set the maximum amount your family is comfortable spending.
B Choose three to five items the event must protect.

I Complete the Protect, Prefer, and Release exercise with decision-
makers.

B Finalize the guest count and assign one person to record budget
decisions.

2. Venue and Room Layout

5.

M Compare the venue's total cost, including staffing, security, rentals,
setup, cleanup, and overtime.

H Confirm with the venue setup access, electrical access, sound limits,
parking, accessibility, and outdoor backup options.

M Review the placement of the dance floor, DJ, stage, buffet, bar, and
photo booth.

B Verify that guest lines and vendor paths will not block entrances,
seating, or dancing.

Food and Guest Comfort

M Confirm with the caterer menu needs, dietary options, staffing,
service stations, and expected dinner duration.

B Plan buffet or table-release flow so guests are not waiting excessively.
[l Seat older guests and children away from loud speakers, cables, and
busy service paths.

Decor, Lighting, and Enhancements

Il Choose one color direction and one main visual focal area.

W Coordinate decor and ambient lighting around the entrance, stage,
tables, and dance floor.

M Limit optional enhancements to one or two and confirm venue approval
for cold sparks, fog, dry ice, or dancing on the clouds.

Sound, Entertainment, and Formal Program



* |l Confirm with the D) the sound system, microphones, backup
equipment, lighting, and setup time.

« |l Define the D) and emcee responsibilities for entrances, announcements,
performances, and formal moments.

|l Finalize entrance tracks, performance files, speech limits, photography
timing, and protected open-dancing time.

6. Vendor Coordination and Final Week

|l Create one shared timeline with arrivals, setup, dinner, formalities,
dancing, and breakdown.

* M Review delivery, staffing, teardown, cleanup, and overtime charges with
every vendor.

|l Assign one event-day contact and confirm all final details by the agreed
deadlines.

The article emphasizes that room layout should be reviewed from the guest’s
perspective, including the entrance, stage, dance floor, DJ location, buffet flow,

older guests, children, and photo-booth placement. glticlciONRiaiolRe 02

Before You Book: Six Quick Questions

Venue:
What is included beyond the rental fee, and what costs extra?

Caterer:
How long will service take for our guest count and room layout?

DjJ:
What sound, microphone, lighting, and setup are appropriate for this room?

Decorator:
Which one or two areas will create the strongest visual impact?

Photographer or videographer:
Which timeline delays could reduce coverage of later moments?

Planner or coordinator:
Who owns the final timeline and handles event-day changes?

Family WhatsApp Summary



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-Week Confirmation Box

* |l Confirm the final guest count with the venue and caterer.

* |l Confirm vendor access, setup, parking, and breakdown times.

* |l Confirm every vendor’s arrival time and contact number.

|l Send final entrance and performance files to the D].

* |l Share the final timeline with all vendors and key family members.
e |l Confirm the authorized event-day contact person.

Title Options

1. Elegant Event on a Budget: One-Page Planning Checklist
2. The Practical Event Budget and Vendor Checklist
3. Plan a Polished Event Without Overspending

Download Description

Save this checklist to organize your budget, venue, food, decor, entertainment,
vendors, and final-week responsibilities in one place.

Call to Action

If you are comparing sound, lighting, or enhancement options for a North
Atlanta event, share your venue, guest count, timeline, and priorities with D)
Binoop so the recommendations can match what the room actually needs.



