WEDDING CHECK-LIST

PLEASE BRING THIS LIST TO YOUR FINAL DETAIL APPOINTMENT:   

· Service time, duration of service and location. 

· Photographs – who your photographer is and the location for your photos, with estimated time set aside for photos. 

· Arrival time for guests at The Old Inn and estimated arrival time for yourselves.   

· Transport details and any parking requirements for vehicles transporting guests.  

· Estimated numbers of guests attending, including the number of children and evening guests.  

· Refreshment provision for guests on arrival. 

· Any specific afternoon musician(s) for guest entertainment, such as pianist, harpist, or string quartet should be advised to hotel.

· Function Suite layout.  The Old Inn should be advised of any specific layout requirements including disabled guest requirements and children’s requirements. 

· Please advise if a receiving line to greet guests into the function room is required and who will be involved in the line up. Please advice how you wish the Banqueting Manager to announce you, (the bride and groom) into the room – first names, Mr & Mrs… or the bride and groom…       

· Speeches – if included in your schedule, please advise if they are pre-meal or post-meal. Please advise if you wish the Banqueting Manager to announce the speeches or if you have a member of the bridal party that will undertake this role. If the Banqueting Manager is to introduce speeches, the hotel will need to know how many speakers are involved and the name with role in bridal party to announce each speaker.  

· Please advice if you will arrange grace to be conducted before the meal is served.       

· Cake details such as: number of tiers, layer types and if a cake stand is required to be supplied by The Old Inn.   Please advise if you would like any of the cake to be retained to take home and how much should be kept.  

· Please advise if you are supplying favours/table incidentals for your guests. 

· Centrepieces/flowers – please advise requirements or arrangements, including name of florist and when decorations will be delivered to the hotel. 

· Please advise if you are supplying any other décor such as chair covers, balloons, bay trees, fairylight curtain, etc. 

· Please advise table plan arrangements (final plan to be left to hotel on the day prior to your wedding) and if you wish the hotel to type this for you for display purposes (no extra charge.)     

· Linen napkins are supplied by the hotel. Please advise preferred fold. 

· Meal time. 

· Menu requirements – a choice menu (for each course) is possible at £2.50 supplement per guest. 

· Special dietary requirements for vegetarians, etc. should be notified to the hotel. 

· Children’s menu requirements, if applicable. 

· Beverages/wines/bar drinks required during the meal. (Iced water is complimentary.) 

· Evening arrangements with times for entertainment, if any. 

· Buffet/evening refreshments required if any and time. 

· Finish time.  The Old Inn does not have a late license. Bar service finishes at 12.00 Midnight as the latest service time in The Waterfall Suite.                

· Accommodation requirements for other guests. Bridal Suite to be confirmed. 

· Approximately 8 - 10 weeks prior to your Wedding please telephone to arrange an appointment to go over all details.    You will receive written confirmation after your Final Details appointment.    

· Final numbers MUST be confirmed 8 days prior to your Wedding date with preliminary table plan given to the hotel 1 day prior. 

· Table plan, name cards and other wedding items such as table decorations, over-night bag, cake, flowers, etc. to be left into the hotel on the morning before your Wedding Day, at the latest. The table plan can also be left into the hotel at the same time.   (Please ensure name cards are separated table by table and in order.)  

· If you have any other requests/requires, please do not hesitate to call. 

· GOOD LUCK WITH YOUR FINAL PLANS!






