	Contact Sheet 

	Locations
	Address
	Hours
	Notes

	Bride Ready Location
	1234 Main St. City, 90000
	9am-1pm
	Room available until 1pm

	Groom Ready Location
	
	
	

	Church Location
	
	
	

	Park for photos
	
	
	

	Reception Location
	
	
	

	
	
	
	

	Vendors
	Contact (Cell)
	Hours and $Overtime
	Notes

	Hair/Makeup
	Hair and makeup 555.555.HAIR
	10am-12pm, $100/hr
	Must leave by 1pm

	Photographer
	Photo Guy 555.555.5555
	11am-9pm, $150/hr
	Has assistant

	Videographer
	Video Guy 555.555.5555
	
	Needs 15 minutes for setup/location

	Florist
	Florist 555.FLO.WERS
	
	

	Limo
	Limo Driver 555.555.LIMO
	
	

	Coordinator/Planner
	Planner 555.555.5555
	
	

	DJ
	DJ Joe 555.555.5555
	
	Coordinate with Photo/Video for events

	Caterer
	
	
	

	Officiant
	Pastor Joe 555.555.5555
	
	Should talk to Photo before ceremony

	Cake
	
	
	

	
	
	
	

	Family and Friends
	Cell Phone Number
	Relation
	Notes

	Jane Doe
	Jane 555.555.5555
	Maid of Honor
	Coordinates Formals

	John Doe
	John 555.BESTMAN
	Best Man
	Has rings

	
	
	Mother of Bride
	Manages Vendors

	
	
	Father of Groom
	

	
	
	
	

	From / To
	Directions
	Look for

	Bride Ready Location
	Left on Main
	Turn towards Mcdonalds

	Church Location
	Right on I-5
	Freeway past Best Buy

	
	Left on Broadway
	Exit towards Target

	
	
	

	Groom Ready Location
	
	

	Church Location
	
	

	
	
	

	
	
	

	Church Location
	
	

	Reception Location
	
	

	
	
	

	
	
	

	Church Location
	
	

	Park for photos
	
	

	
	
	

	
	
	

	Park for photos
	
	

	Reception Location
	
	

	
	
	


	Timeline 

	Time
	Event
	Location
	Contact

	9am
	Bride and Maid of Honor get ready
	Bride Ready Location
	Jane 555.555.5555

	10am-12pm
	Makeup and Hair Arrives
	Bride Ready Location
	Hair and makeup 555.555.HAIR

	11am
	Photographer Arrives
	Bride Ready Location
	Photo Guy 555.555.5555

	11:30am
	Videographer Arrives
	Bride Ready Location
	Video Guy 555.555.5555

	
	
	
	

	11am
	Groom gets ready
	Groom Ready Location
	John 555.BESTMAN

	12-12:30pm
	Photo/Video cover Groom
	Groom Ready Location
	Photo Guy 555.555.5555

	
	Take time to breathe (15 min)
	
	

	
	
	
	

	1pm
	Florist delivers to ceremony
	Church Location
	Florist 555.FLO.WERS

	12:30pm
	Limo takes Groom to ceremony
	Church Location
	Limo Driver 555.555.LIMO

	1:30pm
	Family and guests arrive
	Church Location
	

	1:30pm
	Limo take Bride to ceremony
	Church Location
	Limo Driver 555.555.LIMO

	1:30pm
	Officiant Arrives
	Church Location
	Pastor Joe 555.555.5555

	2pm
	Ceremony Starts
	Church Location
	

	2:45pm
	Ceremony Ends
	Church Location
	

	2:45-3pm
	Receiving Line
	Church Location
	

	3-4pm
	Formals at Ceremony
	Church Location
	

	
	
	
	

	4:30pm
	DJ arrives to setup
	Reception Location
	DJ Joe 555.555.5555

	
	
	
	

	4-5pm
	Bridal Party goes to Photo location
	Park for photos
	Limo Driver 555.555.LIMO

	4pm
	Appetizers served
	Reception Location
	

	5pm
	Bridal Party goes to Reception
	Reception Location
	Jane 555.555.5555

	5-5:55pm
	Bridal Party mingles with guests
	Reception Location
	

	5:50pm
	Guests are seated
	Reception Location
	

	6pm
	Grand Entrance
	Reception Location
	

	6:10pm
	First Dance
	Reception Location
	

	6:15pm
	Dinner Served
	Reception Location
	

	6:45pm
	Speeches
	Reception Location
	

	7:15pm
	Slideshow
	Reception Location
	

	7:30-8:15pm
	Table to table greetings
	Reception Location
	

	8:30pm
	Cake Cutting
	Reception Location
	

	8:45pm
	Bouquet Toss/Garter Toss
	Reception Location
	

	9pm
	Dancing begins
	Reception Location
	

	9:30pm
	Photo/Video depart
	Reception Location
	

	11pm
	Dancing ends
	Reception Location
	

	11:30pm
	DJ departs
	Reception Location
	

	
	
	
	

	
	
	
	


	Ceremony Details 

	Event
	Comments

	Processional
	 

	 
	Groomsmen 1

	 
	Groomsmen 2

	 
	Groomsmen 3

	 
	Groom

	 
	Officiant

	 
	Bridesmaid 1

	 
	Bridesmaid 2

	 
	Bridesmaid 3

	 
	Bride

	 
	 

	Greeting / Opening Prayer
	approx 10 minutes

	 
	 

	Exchange of Vows
	 

	 
	 

	Exchange of Rings
	 

	 
	 

	Communion
	 

	 
	 

	First Kiss
	 

	 
	 

	Presentation of Couple
	 

	 
	 

	 
	 

	 
	 

	
	


Courtesy of gavinphotography.com


