
P A C K A G E S

y o u r r u n w a y e v e n t . c o m



D ay  o f /  M o n t h  o f  P l a n n i n g  Package    

ADDITIONAL PRE/POST A LA CARTE MAY INCLUDE

engagement party arrangements, bridal shower party 
plans... ididunt ut labore et dolore magna aliqua. Ut 
enim ad minim veniam, quis nostrud exercitation ullamco 
laboris nisi ut 

Pre- Wedding Day 

•	Two (2) Client / Planner Meetings
•	Unlimited contact via email
•	Monthly e-mail “check-ins” to ensure the planning is running smoothly and on track 
•	Receive a general planning checklist
•	Production of a detailed Wedding Day Itinerary 
•	Review vendor contracts
•	Confirm arrangements; check delivery date, arrival times, quantities of rentals, etc. with all of your vendors 
•	Detailed timeline will be sent one week prior to your wedding date to all vendors for review 
•	Confirmation of all wedding vendors 
•	Etiquette advisement, as requested
•	Assistance with wording of all stationary 

Wedding Rehearsal 

•	Coordinate ceremony rehearsal (1 hour) 
•	Distribute extremely detailed wedding day itinerary to wedding party, family and attendants 
•	Collect/Coordinate final payments for specific vendors 
•	Collect wedding day items such as marriage license, guest signing item, cake knife, cake topper, 
	 toasting flutes, favors, candles, programs, place cards, etc (prior to wedding or day of rehearsal) 

DAY OF | MONTH OF
P L A NNIN    G



ADDITIONAL PRE/POST A LA CARTE MAY INCLUDE

engagement party arrangements, bridal shower party 
plans... ididunt ut labore et dolore magna aliqua. Ut 
enim ad minim veniam, quis nostrud exercitation ullamco 
laboris nisi ut 
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Wedding Day (all day coverage)

•	One assistant coordinator 
•	Manage the flow and timing of the ceremony and reception. 
•	Act as liaison between wedding party, family members and vendors. 
•	Use of extensive Bridal Emergency Kit. We’ll be ready and available to solve any unexpected 
	 situations or emergencies. 

Ceremony

•	Distribute bouquets and pin flowers on attendants and family members. 
•	Direct photographer, videographer, musicians, rentals, florist, etc. where to set up.
•	Oversee set- up of the ceremony to make sure all commitments are fulfilled. 
•	Distribute final payments and gratuities as needed. 
•	Set up all ceremony décor not handled by a specific vendor (i.e, guest signing item, unity candles, 
	 programs, pictures, etc.) 
•	Direct Ushers with programs and seating distribution (optional).
•	Line up and cue wedding party & musicians for ceremony
•	Give marriage license to officiant & wedding rings are present 
•	Collect all personal wedding items and gifts and deliver to reception site or designated person.

Cocktail Hour & Reception

•	Set up all the reception décor not handled by a specific vendor (i.e., favors, menus, candles, 
	 cake knife, toasting flutes, escort and place cards, gifts, table design, etc.) 
•	Manage vendor set-up of reception and makes sure all commitments are fulfilled 
•	Bustle wedding gown 
•	Line up and cue Bride, Groom and wedding party for Grand Entrance 
•	Assist band or DJ in cueing important events (i.e., grand entrance, parents dances, cake cutting, 
	 bouquet toss, etc.) 
•	Cue Bride & Groom for all important events 
•	Maintain & coordinate timeline for all events during reception
•	Stay in communication with banquet staff to ensure things are going smoothly. 
•	Gather all of clients ceremony and reception décor (one assigned person will need to stay behind to 
	 load into vehicle).

NOT   E S
Additional assista nce will be re   quired  for larger weddi  ngs, speci fic properties , larger 

locations,transportation, etc . In t his i nstance, additio nal c harge  for additio nal  Runway 

Staff will apply. If event is over 60 miles from Runway Events business location, an additional 

travel fee will apply.



PA RTI   A L  P L A NNIN    G  PA C K A G E  |  ON  E

PARTIAL PLANNING
PAC K AG E  ON  E  -  MINIM     A L  P L A NNIN    G

ADDITIONAL PRE/POST A LA CARTE MAY INCLUDE

engagement party arrangements, bridal shower party 
plans... ididunt ut labore et dolore magna aliqua. Ut 
enim ad minim veniam, quis nostrud exercitation ullamco 
laboris nisi ut 

Pre- Wedding Day 

•	Four (4) Client / Planner Meetings
•	Five (5) Vendor meetings for the wedding planner to attend in the categories of your choice: DJ; 
	 Florist; Caterer, etc.
•	Unlimited contact via email
•	Monthly e-mail “check-ins” to ensure the planning is running smoothly and on track 
•	Receive a general planning checklist
•	Production of a detailed Wedding Day Itinerary 
•	Review vendor contracts
•	Confirm arrangements;  check delivery date, arrival times, quantities of rentals, etc. with all of your vendors 
•	Detailed timeline will be sent one week prior to your wedding date to all vendors for review 
•	Confirmation of all wedding vendors 
•	Etiquette advisement, as requested
•	Assistance with wording of all stationary 
•	Review of current budget and help make any necessary changes, adjustments, or 
	 cost cutting suggestions 
•	Event Design, theme and décor assistance 



ADDITIONAL PRE/POST A LA CARTE MAY INCLUDE

engagement party arrangements, bridal shower party 
plans... ididunt ut labore et dolore magna aliqua. Ut 
enim ad minim veniam, quis nostrud exercitation ullamco 
laboris nisi ut 
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Wedding Rehearsal 
•	Coordinate ceremony rehearsal (1 hour) 
•	Distribute extremely detailed wedding day itinerary to wedding party, family and attendants 
•	Collect/Coordinate final payments for specific vendors 
•	Collect wedding day items such as marriage license, guest signing item, cake knife, cake topper, toasting 
flutes, favors, candles, programs, place cards, etc (prior to wedding or day of rehearsal) 

Wedding Day (all day coverage)

•	One assistant coordinator 
•	Manage the flow and timing of the ceremony and reception. 
•	Act as liaison between wedding party, family members and vendors. 
•	Use of extensive Bridal Emergency Kit. We’ll be ready and available to solve any unexpected 
	 situations or emergencies. 
 
Ceremony 
•	Distribute bouquets and pin flowers on attendants and family members. 
•	Direct photographer, videographer, musicians, rentals, florist, etc. where to set up.
•	Oversee set- up of the ceremony to make sure all commitments are fulfilled. 
•	Distribute final payments and gratuities as needed. 
•	Set up all ceremony décor not handled by a specific vendor (i.e, guest signing item, 
	 unity candles, programs, pictures, etc.) 
•	Direct Ushers with programs and seating distribution (optional).
•	Line up and cue wedding party & musicians for ceremony
•	Give marriage license to officiant & wedding rings are present 
•	Collect all personal wedding items and gifts and deliver to reception site or designated person.

Cocktail Hour & Reception

•	Set up all the reception décor not handled by a specific vendor (i.e., favors, menus, candles, 
	 cake knife, toasting flutes, escort and place cards, gifts, table design, etc.) 
•	Manage vendor set-up of reception and makes sure all commitments are fulfilled 
•	Bustle wedding gown 
•	Line up and cue Bride, Groom and wedding party for Grand Entrance 
•	Assist band or DJ in cueing important events (i.e., grand entrance, parents dances, cake cutting, 
	 bouquet toss, etc.) 
•	Cue Bride & Groom for all important events 
•	Maintain & coordinate timeline for all events during reception
•	Stay in communication with banquet staff to ensure things are going smoothly. 
•	Gather all of clients ceremony and reception décor (one assigned person will need to stay behind to 
	 load into vehicle).



PA RTI   A L  P L A NNIN    G  - PA C K A G E  |  TWO 

PARTIAL PLANNING
PAC K AG E  TWO   -  MO  D E R AT E  P L A NNIN    G

ADDITIONAL PRE/POST A LA CARTE MAY INCLUDE

engagement party arrangements, bridal shower party 
plans... ididunt ut labore et dolore magna aliqua. Ut 
enim ad minim veniam, quis nostrud exercitation ullamco 
laboris nisi ut 

Pre- Wedding Day 

•	Five  (5) Client / Planner Meetings
•	Seven (7) Vendor meetings for the wedding planner to attend in the categories of your choice: 
	 DJ; Florist; Caterer, etc. 
•	Unlimited contact via email
•	Monthly e-mail “check-ins” to ensure the planning is running smoothly and on track 
•	Receive a general planning checklist
•	Production of a detailed Wedding Day Itinerary 
•	Review vendor contracts
•	Confirm arrangements;  check delivery date, arrival times, quantities of rentals, etc. with all of your vendors 
•	Detailed timeline will be sent one week prior to your wedding date to all vendors for review 
•	Confirmation of all wedding vendors 
•	Etiquette advisement, as requested
•	Assistance with wording of all stationary 
•	Review of current budget and help make any necessary changes, adjustments, or cost cutting suggestions 
•	Event Design, theme and décor assistance 
•	Tracking RSVP’s 
•	Food and Beverage Assistance 
•	Budget Management (tracking of all payments and due dates) 



ADDITIONAL PRE/POST A LA CARTE MAY INCLUDE

engagement party arrangements, bridal shower party 
plans... ididunt ut labore et dolore magna aliqua. Ut 
enim ad minim veniam, quis nostrud exercitation ullamco 
laboris nisi ut 
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Wedding Rehearsal 
•	Coordinate ceremony rehearsal (1 hour) 
•	Distribute extremely detailed wedding day itinerary to wedding party, family and attendants 
•	Collect/Coordinate final payments for specific vendors 
•	Collect wedding day items such as marriage license, guest signing item, cake knife, cake topper, 
	 toasting flutes, favors, candles, programs, place cards, etc (prior to wedding or day of rehearsal) 

Wedding Day (all day coverage)

•	One assistant coordinator 
•	Manage the flow and timing of the ceremony and reception. 
•	Act as liaison between wedding party, family members and vendors. 
•	Use of extensive Bridal Emergency Kit. We’ll be ready and available to solve any unexpected 
	 situations or emergencies. 

Ceremony 
•	Distribute bouquets and pin flowers on attendants and family members. 
•	Direct photographer, videographer, musicians, rentals, florist, etc. where to set up.
•	Oversee set- up of the ceremony to make sure all commitments are fulfilled. 
•	Distribute final payments and gratuities as needed. 
•	Set up all ceremony décor not handled by a specific vendor (i.e, guest signing item, unity candles,
	 programs, pictures, etc.) 
•	Direct Ushers with programs and seating distribution (optional).
•	Line up and cue wedding party & musicians for ceremony
•	Give marriage license to officiant & wedding rings are present 
•	Collect all personal wedding items and gifts and deliver to reception site or designated person.

Cocktail Hour & Reception

•	Set up all the reception décor not handled by a specific vendor (i.e., favors, menus, candles, 
	 cake knife, toasting flutes, escort and place cards, gifts, table design, etc.) 
•	Manage vendor set-up of reception and makes sure all commitments are fulfilled 
•	Bustle wedding gown 
•	Line up and cue Bride, Groom and wedding party for Grand Entrance 
•	Assist band or DJ in cueing important events (i.e., grand entrance, parents dances, cake cutting, 
	 bouquet toss, etc.) 
•	Cue Bride & Groom for all important events 
•	Maintain & coordinate timeline for all events during reception
•	Stay in communication with banquet staff to ensure things are going smoothly. 
•	Gather all of clients ceremony and reception décor (one assigned person will need to stay behind to
	 load into vehicle).



f u l l  se  r v i ce   P L A NNIN    G

ADDITIONAL PRE/POST A LA CARTE MAY INCLUDE

engagement party arrangements, bridal shower party 
plans... ididunt ut labore et dolore magna aliqua. Ut 
enim ad minim veniam, quis nostrud exercitation ullamco 
laboris nisi ut 

FULL SERVICE
P L A NNIN    G

Pre- Wedding Day 

•	Unlimited Client / Planner Meetings
•	Unlimited Vendor Meetings
•	Unlimited contact via email
•	Monthly e-mail “check-ins” to ensure the planning is running smoothly and on track 
•	Receive a general planning checklist
•	Production of a detailed Wedding Day Itinerary 
•	Review vendor contracts
•	Confirm arrangements;  check delivery date, arrival times, quantities of rentals, etc. with all of your vendors 
•	Detailed timeline will be sent one week prior to your wedding date to all vendors for review 
•	Confirmation of all wedding vendors 
•	Etiquette advisement, as requested
•	Assistance with wording of all stationary 
•	Review of current budget and help make any necessary changes, adjustments, or cost cutting suggestions 
•	Event Design, theme and décor assistance 
•	Tracking RSVP’s 
•	Food and Beverage Assistance 
•	Budget Management (tracking of all payments and due dates) 
•	Budget Construction and Analysis 



ADDITIONAL PRE/POST A LA CARTE MAY INCLUDE

engagement party arrangements, bridal shower party 
plans... ididunt ut labore et dolore magna aliqua. Ut 
enim ad minim veniam, quis nostrud exercitation ullamco 
laboris nisi ut 

•	Venue research and selection after understanding your vision, style and budget. Runway will schedule 
	 site visits. Runway will assist with securing and finalizing the details once you’ve chosen your perfect
	 wedding location.
•	Full event design, theme and concept development. We will ensure your wedding design has a 
	 cohesive feeling from beginning to end. This includes, but is not limited to, invitations, floral design 
	 and décor, menus, programs, lighting, favors, table design, linens, specialty rentals, save the dates, etc. 
•	Assistance in scheduling alteration sessions with wedding planner attendance at all final fittings. 
•	Negotiate special hotel rate sand room blocks for out of town guests. 
•	Assistance in arranging all transportation needs, favor assembly (not including cost of supplies)
•	Assemble and deliver welcome baskets/gift bags (not including cost of supplies)
•	Research activities and special events for out of town guests. 
•	Rehearsal dinner location research, selection and coordination. 
 
Wedding Rehearsal 
•	Coordinate ceremony rehearsal (1 hour) 
•	Distribute extremely detailed wedding day itinerary to wedding party, family and attendants 
•	Collect/Coordinate final payments for specific vendors 
•	Collect wedding day items such as marriage license, guest signing item, cake knife, cake topper, toasting flutes,
	 favors, candles, programs, place cards, etc (prior to wedding or day of rehearsal) 

Wedding Day (all day coverage)

•	One assistant coordinator 
•	Manage the flow and timing of the ceremony and reception. 
•	Act as liaison between wedding party, family members and vendors. 
•	Use of extensive Bridal Emergency Kit. We’ll be ready and available to solve any unexpected 
	 situations or emergencies. 

Ceremony 

•	Distribute bouquets and pin flowers on attendants and family members. 
•	Direct photographer, videographer, musicians, rentals, florist, etc. where to set up.
•	Oversee set- up of the ceremony to make sure all commitments are fulfilled. 
•	Distribute final payments and gratuities as needed. 
•	Set up all ceremony décor not handled by a specific vendor (i.e, guest signing item, unity candles, 
	 programs, pictures, etc.) 
•	Direct Ushers with programs and seating distribution (optional).
•	Line up and cue wedding party & musicians for ceremony
•	Give marriage license to officiant & wedding rings are present 
•	Collect all personal wedding items and gifts and deliver to reception site or designated person.

Cocktail Hour & Reception

•	Set up all the reception décor not handled by a specific vendor (i.e., favors, menus, candles, cake knife,
	 toasting flutes, escort and place cards, gifts, table design, etc.) 
•	Manage vendor set-up of reception and makes sure all commitments are fulfilled 
•	Bustle wedding gown 
•	Line up and cue Bride, Groom and wedding party for Grand Entrance 
•	Assist band or DJ in cueing important events (i.e., grand entrance, parents dances, cake cutting, 
	 bouquet toss, etc.) 
•	Cue Bride & Groom for all important events 
•	Maintain & coordinate timeline for all events during reception
•	Stay in communication with banquet staff to ensure things are going smoothly. 
•	Gather all of clients ceremony and reception décor (one assigned person will need to stay behind to 
	 load into vehicle).



P r e  &  P o s t  A  La   C a r t e  S e r v i ces    Ma y  I n c l u de   :
Engagement Party Arrangements, Bridal Shower Party Plans, Bachelor/Bachelorette

Party Coordination, Rehearsal Dinner Arrangements, Honeymoon Arrangements or 

Day After Brunch Arrangements

ADDITIONAL
S E RVI   C E S
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EVENT DESIGN

We can design and create 
everything from your 

ceremony site decor to
centerpieces! Event Design 

can be added on to the 
planning package of your

choice!

Destination Weddings

Custom Packages Created 
Especially for you! Please 

contact us for more details.

Other Event Services

All other event services are 
done completely A La Carte. 

We also specialize in:
Concerts

Holiday Parties
Corporate Events

Anniversaries/ Vow Renewals


