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How-to Guide 

 

1. Internet Troubleshooting Guide 

a. Resetting the WIFI 

i. Option 1: In the left Jukebox 

1. Flip the power switch off on the ivory power strip which is inside 

on the right.   

2. Wait 10 seconds 

3. Turn the switch back  on  

4. Wait 1 minute for internet to reconnect  

ii. Option 2: In the left jukebox 

1. Turn off wifi modem- this is the black modem box 

2. Wait 10 seconds  

3. Turn wifi modem back on  

4. Wait 1 minute for internet to reconnect  

b. Revel Wifi Not showing up on list of wifi connections available (this will happen 

randomly- especially if the ipad is walked away from the bar area) 

i. Go into iPad setting  

ii. Select wifi  

iii. Select “other”  

iv. Type in “revcommelliniestate” (it is important that this is spelled correctly, 

otherwise it does not pop up) 

v. Search for wifi  

vi. It will say it is not available 

vii. Click cancel 

viii. RevCommelliniEstate should then pop up as an option  

ix. Connect  

2. Chromebook Guide 

a. Turn on Chromebook  

b. How to Login  

i. User: Commellini Estate  

ii. Passwords: Wedding&Events1! 

c. Make sure the Chromebook is set to the following specs 

i. Settings ---> search “battery” and hit enter ---> Change the following 

“When Idle” settings   

1. While Charging: Keep display on  

2. While on battery: Keep display on  

d. How to Login to CANVA  

i. Open the internet 

ii. Type canva.com into the search bar  

iii. Sign in to Canva with the following Information 
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1. Username: desiree.commellini@gmail.com 

2. Password: 1941Marketing?! 

e. How to Present the Menu on Canva 

i. Click the opposing arrows in the bottom right hand corner of the screen  

1. The menu should fill the screen  

3. Square Guide  

a. Creating a New Item for Tavola Calda on Square 

i. Select the three lines in the bottom left hand corner to see menu 

selections 

ii. Select “Items”  

iii. Select “create item” button at the top of the screen  

iv. Name your item  

v. Select category- it will be listed under TC_____ (based on if it is an 

entree, dessert, or app) 

1. This is a VERY important step as our taxes are based on this. 

vi. Unit type should be “per item”  

vii. Add price  

viii. Add modifiers IF necessary  

ix. SAVE 

b. Add new Square item to your main Tavola calda page on iPad 

i. Select the three lines in the bottom left hand corner to see menu 

selections 

ii. Select “checkout”  

iii. Make sure you are on the 1 with a circle page (icon on the bottom)- it 

should show you all the TC menu option buttons  

iv. Press and hold on the item you would like to replace the special for 

(normally the top left corner button is the special button that gets rotated 

in and out)  

v. Clear the current special button  

vi. Tap the + in the button square  

vii. Search your new button name  

viii. Select the item you want  

ix. Click “done editing”  

4. Co2 on the Soda Machine is not working  

a. First check that the outlet where it is plugged in is not tripped (MOST likely 

scenario)- located in the south East corner of the kitchen, behind the soda bibs. 

i. If it is tripped, the button in between the two plugins will be popped out.  

ii. Push in the button that is popped out until it clicks in. 

iii. Wait a minute 

iv. Check that the soda gun is working  

b. Check that the Co2 is not empty- located in the second room of alcohol storage. 

i. The gauge will signify that the tank is empty 

ii. How to replace  

mailto:desiree.commellini@gmail.com
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1. You will need a pair of pliers or a wrench type of tool in order to 

twist the knob (located in tool bag in skullery/dishpit). It needs to 

be tight so you will need it to take the hose off, and then use it 

again to put the hose on.* 

2. There are always two CO2 tanks down in the bar basement, one 

will be plugged in and being used.  

3. The other is a backup for when the one being used runs out. The 

extra tank will be labeled with a metal pin that has empty on one 

side and full on the other side.  

4. Once one is empty, we must immediately label it empty and tell 

Lauri or Robert so that we can order a backup tank. Send a text to 

509-939-3060 or email lauri@commelliniestate.com. 

5. The extra tank also will have a screw on the metal top that will 

need to be removed in order to attach the hose. 

6. Each tank also has a twist top (can twist with hand) to open and 

close the valve for the hose. The tank must always be closed if not 

plugged into a hose. To plug in a hose it needs to be closed. Once 

the hose is attached you will need to open the twist valve in order 

for the tank to work. When taking the hose off an empty tank you 

want to make sure the valve is closed also.  

 

5. Heat Lamps & Fire pit - If the heat lamp is not working, check these situations… 

a. The propane is full (test this by lifting it)  

b. The hose from the lamp is threaded on to the propane tank properly- it is really 

common that the black hose is not threaded to the propane tank the right way 

and the slightest cross thread will shut it off.  

c. You can hear the starter clicking  

6. Thermometer for Main Venue Heating  

a. How to Adjust Temperature  

i. Unlock box (key is on the main key ring)  

ii. Take off lid and set aside 

iii. Open front part of the thermostat cover (it only opens slightly due to the 

covering) 

iv. Click the “set” button: located on the outer left side in the middle  

1. Click until you get to daily schedule (estimated four times)  

v. Once you get to Daily Schedule  

1. Click the far left button on the bottom to rotate through specific 

days 

a. You will always want to change temps on individual days 

and NOT in groups.  

vi. Once you are on your desired day 

1. Click the second button on the bottom- this will select the specific 

time of the day you are changing the temperature for. 

vii. To adjust the “set heat at” click the button directly below to select it 

mailto:lauri@commelliniestate.com
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1. Then use arrows on the right hand side to adjust up or down 

viii. To adjust the “set cool at” click on the button directly below to select it 

1. The use arrows on the right hand side to adjust up or down 

ix. Once you have adjusted all DAYS and TIMES press the done button. 

This can be found on the far right side in the middle. 

x. Then close thermostat door. 

 

7. Sound System Setup  

a. Individual Box setup and what the presets should be 

i. Each Individual box should be labeled in this order (from left jukebox 

down to right jukebox down) with the specific volumes.  

1. Main RM 35 

2. North 35 

3. South 35 

4. Entry 30 

5. Portico 35 

6. Bathroom 30 

7. Bar 30  

8. Deck 35 

ii. ALL speakers should be set to SP A 

1. If a box is off, it will affect all boxes following it. 

2. How to fix: underneath the power button a small round button 

changes the speaker mode- press until on the correct version 

iii. Input selects can get bumped (this changes the “name of the boxes”  

1. For example: it can get switched to FM/AM mode, DVD mode, etc. 

2. If a box is off, it will affect all boxes following it. 

3. To fix this: turn the small round knob on the left hand side until the 

name appears with the appropriate box name (i.e Main RM, 

Bathroom, etc.) 

b. How to Turn ON: 

i. Individually turn on each box in the left jukebox  

ii. The very top box on the right side has a power switch in the top left- turn 

this on and all boxes below will switch on.  

 

8. Hood Fan - When a wedding is happening at creekside you will need to turn the hood 

fans off     

a. These are located in the kitchen 

i. On the north west side of the kitchen wall there are two panels- open the 

right side panel 

ii. Turn off the two switches labeled hood fan & exhaust fan 

iii. Be sure to turn back on once the ceremony concludes, otherwise it will 

overheat the entire venue. 

9. Tape - Printer Tape  
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a. Kitchen printer tape is located on the shelf above the coffee machine in the right 

hand corner 

i. Kitchen tape is thermal and different from bar tape 

b. Bar tape can be found underneath the clock-in counter in bar 

i. This tape differs from kitchen tape 

 

10. Mailchimp- is our marketing platform. We use this in our sales follow-up and to send out 

newsletters. 

a. Campaigns- used to send newsletters, follow up on sales leads, to communicate 

to couples that are booked and clients that are booked.  

i. February sales trial: This is used as a drip campaign for all of our initial 

inquiries, there are eight-ten emails on this campaign. The emails are 

designed to send based on the day the client was added to the list   

ii. 2021 booked weddings: This campaign is used to check in with couples 

every few months to make sure they are on track with their planning and 

payments. The emails are sent based on their wedding date (like a 

countdown) 

b. Audiences- Lists are created based on interest in Commellini estate.  

i. Member list- This is for customers interested in general Commelini 

information 

ii. February Sales Trial- this list is for sales leads 

c. Tags- Tags are used to differentiate specific customers on a certain list.  

11. How to Take a Phone Order 

a. IF you have access to IPAD or Square app  

i. Take the order 

1. Acquire their name and phone number  

ii. Assign ticket name and pickup time  

iii. Change order status at top to “pickup”  

iv. Ask for payment over the phone  

v. Take payment and place order  

b. IF you dont have access to the system 

i. Take the order 

1. Hand write order and put in kitchen until you can place order on 

IPAD 

ii. Ask for Name, Phone Number, and Pickup time 

iii. Acquire Card #, Expiration date, CVV Code, and Zip Code.  

1. Run card once you have access to IPAD 

iv. Once you are able to place order on IPAD, make sure you immediately 

inform the kitchen that the ticket printed was for a previous order already 

accounted for.  
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Initial Inquiry Responses 
 

Inquiries from the website will receive an auto response and emails from all other platforms will 

require a personal email. 

 

Goals:  

1. Respond as quick as possible - no longer than 24 hours 

2. Be friendly and engaging- incorporate any comments they might have included in your 

response 

3. Try to add a low commitment question at the end of every email 

 

Website Auto Response Email: 

 
Subject: <NAME>’s, wedding info request!  

 

Hi <NAME>, 

 

Thank you for considering Commellini Estate as your wedding venue. One of our event coordinators will be in contact 

with you shortly (usually we can respond within one business day). In the meantime, we don't want to delay your 

planning process and therefore have included some helpful information below: 

 

Wedding Pricing 

Wedding Package Amenities 

Catering Menus & Pricing 

 

Looking forward to learning more about your wedding plans! 

 

Warmest Regards, 

 

The Commellini Estate Event Professionals 

14715 N. Dartford Dr. Spokane, WA 99208 

Main Office: 509-466-0667 

info@commelliniestate.com 

Web: www.Commellini.com 

 

WeddingWire Personal Response- the goal is to be more conversational and not so overloaded 

with info- trying this as of 10/15/2020. 

 
Hi Kathy! We are currently booked on 7/17/2021, are you open to other dates? (change based on actual date 

availability).  

 

I've included a link to our engaged magazine for couples, here. (dont forget to link: 

https://www.canva.com/design/DADv4z4w-Bc/9hT6P_qId5c4d6HV8pU6vQ/view?utm_content=DADv4z4w-

Bc&utm_campaign=designshare&utm_medium=link&utm_source=publishsharelink). It has a ton of super helpful 

pricing and amenities information for you to peek at. Let me know if you have any questions! 

 

Savannah and the Commellini Estate Event Professionals 

 

 

http://commellini.com/wedding-pricing/
http://commellini.com/wedding-amenities/
http://commellini.com/catering-menu/
http://www.commellini.com/
https://www.canva.com/design/DADv4z4w-Bc/view?utm_content=DADv4z4w-Bc&utm_campaign=designshare&utm_medium=link&utm_source=publishsharelink
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10/17/2020- Desiree spoke with our WeddingWire rep and she suggested the following changes to our initial email in 

order to get more responses: shorter, more conversational, almost send it is text form(that is how it shows up on their 

app), not as much information as we normally send  

 

Yelp, Eventective, The Knot, or any other platform Personal Response: 

  
Hi Arlene, 

 

Thank you so much for considering Commellini Estate as your wedding venue! 

When designing our wedding packages, we wanted to be as all-inclusive as possible and therefore include many 

non-standard amenities. I have included a full list of our amenities here but our most noteworthy is your event 

coordinator and day-of coordinator. Our planning and coordination services ensure your event represents your 

uniqueness and runs perfectly from start to finish. In addition, we include 10 hours of time, tables, chairs, linens, 30+ 

centerpiece options, setup and teardown, and much more. 

 

We do have 6 onsite venue options and the pricing is dependent on your venue location preference and day of the 

week. Package ranges are below but for location-specific pricing click here. 

 

Saturday packages range from $4,400 to $5,500. 

Friday or Sunday ceremony and reception packages are 10% off. This can be a discount of $440.00 to $550. 

Monday-Thursday ceremony and reception packages are 20% off. This can be a discount of $880.00 to $1,100.00 

 

I thought it might also be helpful to send over our catering menus and pricing for catering, which can be viewed here. 

Our made from scratch Italian cuisine will create a culinary experience uniquely yours and one your guests will never 

forget! 

 

If you have any questions or would like to schedule a private tour of the Estate please do not hesitate to ask. We look 

forward to hearing from you soon! 

  

Warmest Regards, 

 

Savannah 

 

The Commellini Event Professionals 

 

 

 

Steps to take when these emails come into the inbox: 

 

1. Create a pipeline box under that month’s pipeline with their first and last name. 

2. If inquiry comes from a platform that requires a personal email follow these steps: 

a. Respond in platform 

b. Copy phone number and paste it into comment section 
 

 

Touch#2- Personal Text 

 

● ALL Inquiries: send text immediately 

○ Text messages should be sent prior to filling email away into folder. 

http://commellini.com/wedding-pricing/
http://commellini.com/catering-menu
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○ Set reminder task in the pipeline for 3-days from then (this would be for the 

followup text) 

 

 

Steps to take when sending text: 

1. Open google voice under the Info email account 

2. Create new message 

3. Copy and paste phone number into text (make sure to select the phone number after 

pasting into section- it will not register unless you do so). 

4. Paste appropriate message into text box and send 

 

Once text has been sent 

1. Move pipeline status from “automated” to “first text” 

2. File email under the appropriate sales month  

 

Response if date is AVAILABLE: 

 
Hi Savannah! I just wanted to let you know that your wedding date, 6/20/2020, is available! We sent you links to our 

pricing, amenities, and menu to your email (if different platform mention that instead i.e. “weddingwire). Let me know 

if you have any questions. 

-Savannah with Commellini Estate 

 

Response if date is NOT available: 

 
Hi Savannah! I just wanted to let you know that we have already been booked for 6/20/2020. Are you open to other 

dates? 

-Savannah with Commellini Estate 

  

Response if date not indicated: 

  
Hi Savannah! I just wanted to let you know that we sent you links to our pricing, amenities, and menu to your email (if 

different platform mention that instead i.e. “weddingwire). Do you have a date or season in mind?  

-Savannah with Commellini Estate 

  

Touch#3 Personal Text Check In 

(3-days after) 

● If there has been no response, add to Mailchimp campaign 

● Change the stage in their pipeline to added to mailchimp  

 
Hi Savannah! I just wanted to follow up. Do you have any questions about Commellini Estate? Let me know if I can 

help at all. 

-Savannah with Commellini Estate 

  

Touch#4- Auto Mailchimp Campaign Email 1 

(6-days after being added) 

Audience: February 2020 Trial 

Tag: February 2020 Trial 
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Tag: Their wedding month and year (see other tags format when creating a new one) 

 

1. Add into MailChimp under “february 2020 trial” audience 

2. Include: first name, last name, email, wedding date, tag (february 2020 trial), and 

wedding month and year tag.  

a. Tags are applied at the bottom of the form when you are adding someone into 

mailchimp. 

b. In “tags” box click + button, select tag “February 2020 Trial” 

c. ONLY add to mailchimp campaign if: 

i. No Response to either text messages 

ii. Responded with “they will review the information and get back to us” or 

some other version of that. 

iii. If they respond to your text message within those 6-days OR they email 

back immediately pause them in the mailchimp campaign. 

  
SUBJECT: <NAME>, are you wondering why? 

  

Hi Suzi,  

I hope you are having a great day! You might be asking why to choose Commellini Estate for your wedding. Here are 

the top 6 reason our Brides & Grooms shared in their post-wedding survey: 

1. Event Coordinator Included in EVERY package 

2. Six different ceremony and reception locations both indoor and outdoor! 

3. Inclement Weather Options: Rain, Snow or Shine your event will go off without a hitch! 

4. No Cutoff Time: At Commellini Estate there is no specific start and end time. If you want to have a sunrise 

wedding or party till 2:00 AM then, by all means, it is your day after all! 

5. All Inclusive as possible. Check out our amenity list here.  

  

If you have any questions, please do not hesitate to give us a call at 509-466-0667, or feel free to schedule a private 

tour of the Estate here. Have a wonderful weekend! 

Warmest Regards, 

The Commellini Estate Event Professionals 

 

Touch#5- Auto Mailchimp Campaign Email 2 

(3-days) 

 
SUBJECT: Stay stress-free planning your wedding at Commellini Estate 

  

Hi *|FNAME|*,  

 

How are you doing today? In our previous emails, we mentioned a bit about the Commellini Estate amenities and 

what is included in our packages. I thought it might be helpful if we dove a touch deeper.  

 

At Commellini Estate we have designed our wedding packages to be as all-inclusive as possible, including many non-

standard amenities, while still allowing you the freedom and creativity to individualize your wedding. Likely, the most 

noteworthy amenity is your personal Event Coordinator & Day of Coordinator, who are there to guide you throughout 

the planning process (we want your planning to be stress-free for you, your family, & friends!). 

 

In case you didn't get a chance to check out our complete list of amenities, I have included the link below, as well as 

our venue pricing and catering menu links!  

  

http://commellini.com/wedding-amenities/
http://commellini.com/book-a-tour/
http://commellini.com/book-a-tour/
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Wedding Amenities 

Wedding Pricing 

Catering Menu  

  

Please let us know if you would like a custom quote based on your menu and venue preferences. Can't wait to chat 

with you more about your wedding! 

 

Warmest Regards,  

 

 

The Commellini Estate Event Professionals  

 

14715 N. Dartford Dr. Spokane, WA 99208 

Tel: 509-466-0667 Web: www.Commellini.com 

Check out our Wedding Testimonial Video here 

Facebook - Instagram- Youtube - Blog 

  

Touch#6- Auto Mailchimp Campaign Email 2 

(5-days) 

  

SUBJECT: Have you seen our catering packages?   

  

 

 

http://commellini.com/wedding-amenities
http://commellini.com/wedding-pricing
http://commellini.com/catering-menu
http://www.commellini.com/
http://commellini.com/video-gallery-2/
https://www.facebook.com/pages/Commellini-Estate/125782590780532
https://www.instagram.com/commelliniestate/
https://www.youtube.com/user/CommelliniEstate
http://commellini.com/blog
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Touch#7- Auto Mailchimp Campaign Email 3 

(5-days) 

  

SUBJECT: Your Story Builds our History 
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Touch#8- Auto Mailchimp Campaign Email 3 

(5-days) 
 

SUBJECT: <NAME>, are you still interested? 

  

Hi << Test First Name >>,  

  

Hi Suzi,  

I hope you are well! Are you still interested in Commellini Estate as your wedding venue?  

If there is any way we can assist in your planning please do not hesitate to contact us, 509-466-0667.  

 

 

Warmest Regards,  

 

The Commellini Estate Event Professionals  

Commellini Estate 

14715 N. Dartford Dr. Spokane, WA 99208 

Tel: 509-466-0667 Web: www.Commellini.com 

Check out our Wedding Testimonial Video here 

Facebook - twitter - youtube - blog 

 

 

 

Touch #9- Auto Mailchimp Campaign Email 4 

 (12-days) 

 
SUBJECT: Planning a rehearsal dinner?  

 

http://www.commellini.com/
https://www.youtube.com/watch?v=dBCk8nsBAA0
https://www.facebook.com/pages/Commellini-Estate/125782590780532
https://twitter.com/Commellini
https://www.youtube.com/user/CommelliniEstate
http://commellini.com/blog
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<< Test First Name >>, your sole purpose might be wedding planning right now, but don't forget about rehearsal 

dinner planning too…  

 

Just when you think you have every detail of your wedding accounted for, you realize you haven't given too much 

thought to the rehearsal dinner! Don't worry, we've got plenty of rehearsal dinner ideas…  

 

Rehearsal Dinners  
 
6 Onsite Venues 
 
On & Off-Site Catering 
 

If you have any questions about your rehearsal dinner, let us know at 509-466-0667 

 

OR  

 

Schedule a Consultation 

  

 

 

Touch#10- Auto Mailchimp Campaign Email 5 
(30-days) 

 
The perfect date night! 

 
 

 
 
 
 
 
 
 
 
 

http://commellini.com/
http://commellini.com/venues/
http://commellini.com/catering
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Wedding Sales Meeting 
Meeting Mindset:  

1. You are welcoming always. It is as though you are inviting them into your home. They should feel 

warm and comfortable 

2. You are confident and in control 

3. You are soft and open to all suggestions no matter how silly they may sound  

4. The tour is not about you. You may interject very short anecdotes about yourself but the focus is on 

them at all times. Any anecdote should be relevant to them.  

5. You meet them as though you are trying to meet a friend, not that you are trying to make a sale. We 

never want to sound like sales people. You want them to feel that you are on their side and will take 

care of them.  

6. Never push for a sale. You may want a sale desperately to hit your numbers but never come off pushy.  

 
Key Point to Express in Tour:  

1. All-inclusivity is an important point to express because it limits that amount of work and stress 
the couple and family members will go through.  

2. No time limit or noise restrictions- We are one of very few venues in the area that does NOT 
have a time limit or noise restriction which is a huge bonus! 

 
Prior to setting up a meeting:  

1. Qualify Inquiry:  

a. Guest Count-Can we accommodate that size party during that time of the year? 

b. Event Date-  

i. If Available: Express it is “Currently” available so as to instill a sense of urgency 

early on and that it is not saved for them until both a contract & deposit are 

submitted.  

ii. If Not Available: Are they flexible on the date? Has the date already been booked? If 

there are limited Saturdays left, mention Friday and Sunday as an option that also 

have a date discount of 10% off your venue rental.  

c. Budget: Have they seen our pricing?  Always make sure you have emailed the client the 

pricing and information prior to setting up a tour. Sometimes there are same day tours but you 

still need to qualify them and ask for email  

 
Pre Meeting:  

1. Ice Water- It doesn’t matter if it a subzero day always have ice in the water. This makes it look fresh 

and shows that you got it specifically for them. If it is a cold day make sure you have a pot of coffee 

brewed- we spend the first half of the tour outside and sometimes it is nice to walk around with coffee. 

It is important fetching beverages prior to the tour doesn’t take a long time. Only offer if you have 

coffee ready.  

2. Music On- Vitamin String Quartet: this is meant to be background music that is loud enough to hear 

but soft enough that your are not competing with it as you discuss 

3. Topiary Lights On 

4. Unlock Bridal Room door  

5. Unlock La Capanna doors  

6. Photobooks and Catering Book displayed on your meeting table 

7. Wine- Is there wine that has been open in the last 3 days that you can sample them on?  Remember 

this is a sample pouring. Again make them feel welcome.  

8. If there are truffles, cookies, or items in the kitchen the Chef approves to sample, have them on the 

table.  

9. Open the following documents on your computer.  

a. Sample Excel invoice for the type of event (i.e wedding, catering, other event) 
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b. Pre-fill out the top contact information (name, phone, and email) 

c. Pre-fill out the date, guest count, event day as best as you can) 

d. Pre-fill out any additional information based on your previous conversations with the couple (if 

they expressed interest in a specific location, menu, bar preferences, etc.)  

e. All in one wedding planning program  

f. Wedding tour video  

g. Have real wedding photo files handy and familiarize yourself which couples would be a good 

representation of the time of year your couple is interested in.  

 

 
Tour Transcript:  

1. Welcome 

a. Get to know what they are looking for in a venue- Confirm their date, estimated guest count, etc. 

to break the ice.  

b. Go through what the tour is going to look like  

i. Explain that we will go through each location on the property, talk about the facts, check 

out some photos spots, end in the Main Venue where we will have a seat and go through the 

catering menu & create custom quotes.  

ii. Let them know that if they have any questions throughout the property to please ask 

because it is a ton of information!  

 

Example Welcome Script- try to meet them outside the front door, welcoming them as you open the door and 

invite them inside. 

 
Hi! Welcome to Commellini Estate, my name is Savannah- I will be giving your tour today. Before we get started with the tour, 

do you want to tell me a little bit about what your looking for in a venue? (at this point if possible i will try and reference their 

desired date or guest count) 

 

(your response will be tailored to what they mentioned) Perfect!.... How the tour is going to work is… first we will begin in here 

and then we will venture outside to each location as well as check at some photo spots! Once we do that, we will end up back 

here in the venue where we will explore our planning program, menu, and create a custom quote.  

 

If you have any questions at all please do not hesitate to ask, I will be providing quite a bit of information as well walk and I 

know it can be quite overwhelming.  

 

 

2. Main Venue  

a. Seats 110-120 Ceremony & Reception 

b. Indoor- Outdoor Reception Combo- Main Venue includes access to the patio, portico, and venue.  

i. Describe the flow of the three spaces- cocktail hour on the patio, dinner & toasts inside, and 

dancing on the portico.  

ii. Don’t want to separate guests- prop doors open in the summer months; easy flow & 

transitions 

iii. Great plan B option for any inclement weather if they are hoping to have an outdoor 

reception.  

iv. First dances can be done under portico or in the Main Venue  

c. Lighting 

i. High 

ii. Medium 

iii. Low 

 

d. Sound System- take this time to see what their thoughts are on a DJ, band, etc.  
i. Sound system included in the Main Venue that plays on the Patio and Portico as well 

ii. Wireless microphone for toasts and MC’ing  
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Example Main Venue Script: this can be tailored depending on time of year, based on their preferences, etc. for 

example, if they are thinking winter or early spring/fall- be sure to highlight the capability of 

ceremony/reception combo and plan B option even more than normal.  

 
This is our Main Indoor Venue, which has the capacity to seat 120 guests for a ceremony, reception, or combination of the two! 

With the rental of this space, the patio and portico are included which is why I like to call it our 3 in 1 combo. It is one of our 

most popular reception locations because of the ability to have a cocktail hour in the bar and on the patio, dinner/toasts/cake 

cutting in the main venue, and dancing and partying the night away on the portico. If you have a guest count over 120 it is also 

very popular to have overflow seating on the Portico and have an indoor/outdoor reception combo. Each side is set with 6 tables, 

the head table is centered off this back wall, and the center of the venue can be left open as a dancefloor, additional room for 

mingling, or a table can be centered here.  

 

The lighting in this space is adjustable and can be dimmed or brightened depending on your preference.  

 

We also have a sound system in this location, that plays in the venue, on the portico, and on the patio. This is a great option as it 

doesn come with a wireless microphone which is great for toasts, and MC’ing. If you would like a DJ or live band you can 

absolutely have them come in! We love having them.  

 

Included in your venue rental cost are tables, chairs, linen, and dishware for up to 120 guests. We provided white linen and 

napkins but if you would like a different color we can definitely coordinate those rentals.  

 

3. Bar 

Tips on Talking about the Bar:  

● Dont try to over explain each possible situation 

● Stick to the main points: beverage service fee, licensed facility, no time limits, no noise restrictions, 

no host/partially hosted/fully hosted options.  

● Use their answers to your initial question (have you thought about what you want in a bar or if you 

would like to host?) to guide how you explain the bar.  

● Put emphasis on their thoughts and ideas.  

● Tie in the no timelimit and the amount of time included in their package. 

Sample of Basic Overview 

 
We are a Washington State Liquor licensed facility which means we can serve beer, wine, and liquor. We do have a fully hosted 

bar which does require a beverage service fee of $175 dollars. This covers up to three bartenders, the dishware, and setup at one 

location. From here you can choose to have a no-host bar where your guests buy their own drinks, a partially hosted bar, or a 

fully hosted bar.  

 

Partially hosted bars are most popular and these can be set in many different ways; by dollar amount, quantity, or time limit. For 

example, if you want to host beer and wine only you can prepay for a specific amount of wine bottles, and a keg or two.  

 

Included in your package are 10 hours, one is used for a rehearsal the day or two before, and the other 9 are on the day of. The 

way we break those down is; the first two are setup hours/first access to the estate, 6 are for the ceremony and reception, and 1 is 

for teardown. We have everything set and ready to go upon your arrival and the “setup” time can be sued however you would 

like depending on if you would like to bring decor or not.  
a. Start by asking what they are thinking in terms of a bar- would they like to host, no host, or 

partially host. 

b. Washington State liquor licensed facility 

c. We serve Beer, Wine & Liquor 

d. Beverage service fee is $175 

i. up to 3 bartenders included  

ii. glassware  

iii. setup  

e. Mention that it is illegal to bring in off site alcohol- DON’T MENTION FINE IN FIRST 

MEETING 

f. Custom menus 

i. Host it all- start a tab and pay at the end of the event/ prepay amount and add additional $$ 

to be paid at the end of event 



 

19          Date Edited 10/29/2020 

ii. Host a little- prepay amount with option to add more 

iii. Host nothing- cash bar 

g. No time limit or noise restrictions 

i. go over the included hours in their package  

ii. bar closes at 2 am  

4. Patio 

a. Seats 30 people at Deck Tables 

b. Seats 50 at Circular tables 

c. railing and tree lights create a perfect ambiance in the evening and are great for photos  

d. Describe how a transition to a Creekside ceremony would feel- gift and guest book tables at the 

top of the railing, citrus water station options for the summer, and how guests would enter.  

5. Creekside 

a. 185 seated creekside with ability to accommodate 200 with bridal party standing. 

Sample Creekside 

 
As you enter creekside from the stairs you will head straight to the white trellis, which we have many decorations for! Green and 

white garlands, fabrics, lanterns, which are all included in your venue rental cost and our staff will provide all setup and tear 

down. You are also more than welcome to have a florist come in and decorate or decorate it yourself!  

 

IF the hood fan or AC is running- We do turn off the hood fan and air conditioning during ceremonies so that would not be on 

during your wedding! 

 

If you don't use this space for your ceremony- you can always set it up with yard games and incorporate it in your cocktail hour!  

 

Included in your package is an event coordinator and a day-of coordinator. The event coordinator is someone you will meet with 

3 times prior to the wedding to create your timeline, table layout, food & bar service, decor/setup and teardown. The day of 

coordinator will run your rehearsal  

 

b. Explain event coordinator and day of coordinator 

i. Seeing each other beforehand?  

ii. First look?  

iii. Unity items?  

c. Explain how processional works and where coordinators stand  

i. Mention one hour rehearsal  

6. 300 acres of property-Ask if they are up for walking beyond the bridge?  

a. Use this time to get to know the couple 

i. How’d you meet? 

ii. Engagement story?  

b. Property purchased in 1939, restaurant in 1941- chicken coops for Leda’s chicken cacciatore  

i. 1977 Leda has a stroke 

ii. Leased as a restaurant, still in family, turned into event venue in 2006 

c. Photo opportunities/notable locations 

i. Garage 

ii. Jeremiah’s house 

iii. Wine Barrel- Bootlegged (tunnels) 

iv. Prairie- sunset photos 

d. 80 parking spots- across the street 

e. 5 in front of the deck to reserve  

f. Over flow across the bridge or up Commellini Dr.  

g. Parking signs and attendants will be there to help guide guests.  

7. Portico-used for ceremony, reception, dancing, buffet, bands, etc 

a. 120 ceremony, 200 reception seating  

b. Describe the ceremony layout and possible reception layouts- HT between the columns, 

dancefloor under the covered area, tables off to the side- explain how the north side tables branch 

out onto the gravel.  
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c. The Portico is included in the MV rental so describe how this can be the dancefloor for your MV 

reception space or how it can be overflow seating for guest counts larger than 120 

d. If it seems fitting, point out how tent rentals can be placed on each side of the portico in case of 

inclement weather. 

8. Pond Side 

a. As you walk down describe the processional start points (breezeway and bridal suite)  

b. Let them know that the path we are taking now will be the one to the alter 

c. 300 guests for ceremony and reception- we can do one or the other or both!  

d. Describe the ceremony first-  

i. Iron archway centered with fountain 

ii. Chair setup can be customized (straight, curved, c’d rows) 

iii. 2 tiered seating  

e. Describe the reception setup  

i. where the head table would go  

ii. the additional cost for a dancefloor rental and that we can take of that for them  

iii. fountain lights up at night and bistro lighting makes for a very romantic ambiance.  

iv. for the reception we bring the buffet table and bar to this area however the bar is beer and 

wine only- go over two bar option  

f. Describe a ceremony & reception combination  

i. how the transition will look  

ii. estimated time based on their guest count  

g. Photo taking spots-grass, old truck 

9. La capanna-grooms room. Depending on estimated guest count i will focus my sell of this space 

differently 

a. If guest count is small enough, describe the space as a ceremony and reception location  

i. 60 ceremony  

ii. 30 reception  

iii. heating 

iv. no air conditioning  

b. If the guest count is clearly too large for a ceremony and reception talk about it as a 

groomsroom.   

i. 70 inch TV 

ii. describe the typical setup: table with citrus water, pipe racks for suits, full length mirror 

iii. go into more depth on the DOC- how they can have beverage service while they are getting 

ready.  

c. underground tunnel 

10. Storage room-do not physically tour during 1st tour but allude once again to how many centerpieces 

and décor options we have  

11. Bridal room 

a. Marriage license and a great room to take a breather in  

b. Air conditioning an heating  

c. citrus water and beverage service while you get ready  

d. Mimosas  

e. Lighting for photos 

12. Back in Main Venue 

a. Grand entrance after ceremony 

b. discuss plan B options for inclement weather 

13. Sit down, offer water, show wedding video, ask to if more photos would be helpful, wedding planning 

program, then menus, and quote. 

a. Tour wedding video 

b. Wedding photos on google drive 

c. Wedding planning program- walk through the whole program but spend a little extra time on 

these items... 
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i. Discounted vendor list (meant to be an asset not a limitation) 

ii. Thinking of a point person- off doing photos, unbothered by stress in venue 

iii. Budget  

iv. To do list  

v. Decor catalog 

1. Dimensions, quantity  

2. DON’T HAVE TO BUY 

vi. Timeline 

1. Ceremony & Reception Packages  

 

14. Any more questions, if no, say “usually there are more questions when you get into the car and can 

talk more freely. Please do not hesitate to call or email me if you have any questions or would like to 

see a different version of the quote.” 

 
Post Meeting:  

1. Write notes in notebook or off to the side of their quote on the excel sheet-Notes can also be made 

throughout the meeting. Notes should include: 

i. What they looked like 

ii. What their wedding theme, vision, colors, etc are 

iii.Contact info if you didn’t already have it: phone, email,  

iv.Indoor Outdoor preferences 

v.Any quirky or unique things that will help you remember who they are down the road 

2. Send email immediately after meeting:  

Subject Title: “Meeting Notes: Day (formatted as 10/26/16) @ time (formatted as 12:00 PM) 

“ 
Body:  

Hi Camille,  
 
It was so wonderful meeting you and Mitch today. As promised attached please find 

the two quotes we put together in our meeting. If you have any questions or would 

like to make any changes please do not hesitate to contact me.  
 
Warmest Regards, 
Desiree Seghetti Vice President of Operations  

3. Schedule a reminder to follow up with them 14-days from initial meeting.  

Subject Title: Checking In  
 
Body:  

Hi Camille,  
 
I hope you are having such a lovely afternoon.  I just wanted to check in and see if 

you had any questions on the quotes I sent over after our meeting. Please don’t 

hesitate to let me know if you have any questions.  
 
Warmest Regards, 

4. Feel free to add personal antidotes discovered in meeting to make emails a bit more personal to 

each client.  

5. Clean up Meeting Space 

a. Put water goblets in bar dishwasher 

b. Re-fill pitcher for your next meeting 
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c. Restack photo books and menu 

d. Sanitize Table  

 

Closing Inquiry File:  
1. If they choose to Book: Follow the process of booking event steps.  

2. Not Booked Event, follow these steps:  

 

Not booked email: 

 
Hi [your-name], 

Thank you so very much for letting me know. Is there anything that we could have done different here at 

Commellini's to better accommodate your party? We are always so grateful for any feedback, so that we can 

better assist you and other future events.   

I hope you have a lovely weekend. 

1. Move them into correct Mailchimp Campaign 

a. If they said they went a different direction add them to the Members List 

b. If you haven't heard from them, add them to the February sales trial campaign.  

i. This is used to continue to try to get them interested. If they expressed 

explicitly they are not interested that is when you move them to the Member 

List.  
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The Process of Booking an Event 
 

1. Email “ready to book” canned response with link to contract (see email below). 

a. Wonderful! In order to officially reserve the date both a completed contract and non-

refundable deposit must be submitted. I will send over an invoice for deposit, immediately 

following this email. You can access and complete the contract here. If you have any 

questions please do not hesitate to contact me and I would be happy to assist! 

2. Create invoice for deposit through square. 

a. Log into square 

b. Select “Invoices” icon 

c. Make sure “Commellini Culinary” is selected above the Overview header. 

d. Select “Invoices” once again on the left hand side. 

e. Create Square Invoice 

i. Input email, first name, and last name to create your customer 

ii. Invoice Title Format (couples name, event type, and date of event): Sarah 

and Joe Dimagio’s Wedding & Reception 7/21/2021 

iii. Confirm that the message matches the follow excerpt 

1. If you would prefer you can make a payment by calling in a card number, 

setting up a time to come in to meet with your event coordinator, or by 

mailing in a check. If mailing a check please mail to: Commellini Estate, 

14715 N. Dartford Dr. Spokane, WA 99208. If you have any questions 

please contact your event coordinator directly. 509-466-0667. Please 

note the reservation is not official until both the contract and non-

refundable deposit have been submitted. 

iv. Frequency: One-time 

v. Send Immediately 

vi. Due Upon Receipt 

vii. Add Item: Event Deposit 

1. The total amount should be $500 

a. Deselect tax if needed (this will sometimes auto populate 

and should NOT be included on a deposit) 

viii. Make sure your reminders are set. 

1. 1 and 3 days after due date 

3. Other accepted forms of payment. 

a. Cash 

b. Check- make out to Commellini Estate 

c. Card over the phone. 

i. Process through square 

1. You can either create an invoice for yourself and pay via email or 

you can use the ipad to create an event payment. It is easier for 

you to track in the future if you create an invoice for yourself and 

pay online. 

ii. Details that need to be acquired over the phone: 

1. Card Number 

https://docs.google.com/forms/d/e/1FAIpQLSeyjrV-zEQ1kCZyU9NLFOFvD9LVGQPgtgu7bLg7A_T_3cGdFA/viewform?usp=sf_link
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2. Expiration Date 

3. CVV Code 

4. Zip Code 

4. Move clients box into the appropriate pipeline and advance stages as completed. 

a. Stages: Contract Completed, Deposit Received, and Officially Booked email 

sent. 

5. Add Couple to Google Calendar with Payment Dates 

For a Wedding 

a. Select date on Google Calendar 

b. Add Title: First and Last Name of couple, and type of event. 

i. Example: Sarah Smith and Joe Dimagio Wedding & Reception 

ii. Change calendar to “Commellini Estate” -color should be tangerine 

iii. “all day” should be selected for the time 

c. Count back 45-days and Create a 45-day Payment 

i. Add Title: 45-day Payment, First and Last Name of couple. 

1. 45-day Payment Sarah Smith and Joe Dimagio 

ii. “all day” should be selected 

iii. Change calendar to “Commellini Estate” -change color to grape 

d. Count back 6-months and Create a 6-month Payment 

i. Add Title: 6-month payment, First and Last Name of couple 

1. Example: 6-month Payment Sarah Smith and Joe Dimagio 

ii. “all day” should be selected 

iii. Change calendar to “Commellini Estate” -change color to grape 

For an Event 

e. Select date on Google Calendar 

f. Add Title: First and Last Name of couple, and type of event, and timeframe 

booked 

i. Example: Sarah Smith Birthday Party (12-4 PM) 

ii. Change calendar to “Commellini Estate” -color should be tangerine 

iii. “all day” should be selected for the time HOWEVER you will include 

rented timeframe in the title in hopes to be able to book another party 

around that timeframe (estimate 2-3 hours to flip the venue for another 

event) 

g. Count back 30-days and Create a 30-day Payment 

i. Add Title: 30-day Payment, First and Last Name of host 

ii. Example: 30-day Payment Sarah Smith  

iii. “all day” should be selected 

iv. Change calendar to “Commellini Estate” -change color to grape 

h. Count back 60-days and Create a 60-day Payment 

i. Add Title: 60 day payment, First and Last Name of host 

ii. Example: 60-day Payment Sarah Smith  

iii. “all day” should be selected 

iv. Change calendar to “Commellini Estate” -change color to grape 

6. Create a physical file 
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a. Take a manila folder and label it in the following format: Event date, Client Name, 

and Event Type 

i. Example: 7/21/2021 Sarah and Joe Dimagio Wedding and Reception 

b. File in order of event date 

c. Add contract once completed 

d. Add Invoice once deposit is submitted 

e. If there are any notes about the couple of event- include a written blurb on the 

inside of the folder. 

7. Create a Digital File 

a. Add folder to the correct event file (based on type of event, and year the event is 

taking place). 

b. Title the folder: Event date, Client Names- make sure to include first and last 

names of both, and Event Type 

i. Example: 7/21/2021 Sarah Smith and Joe Dimagio Wedding and 

Reception 

c. Include a picture of the couple 

i. Often times couples will not provide a photo- use your stalking skills and 

find a FB photo is possible. This is helpful as we can sometimes not see 

these couples for a full year before meeting to plan and is a good 

reference. 

d. Save a copy of the excel invoice 

e. Save a copy of the PDF invoice 

i. Title PDF invoices: Invoice 7212021-1 

1. You will save a new version of the invoice each time an edit is 

made and updated the number after the “dash” 

f. Save a copy of the completed contract 

i. Title Contract: Contract 7212021 

g. Save a PDF copy of the square invoice that was paid 

i. Title: Square #034 (use the last three numbers on the invoice #) 

8. Send out “Officially Booked!” Email 

a. Canned response is in email, see example below. 
Hi Kimberly,  

I hope you both are having such a lovely day. We have officially received both the $500 non-refundable deposit and the completed and 

signed contract. Therefore Friday, May 29th, 2020, is officially booked!  

Up until 3-months before the wedding, we take it at your pace. At 3-months we will begin contacting you to make sure we are on top of all 

details.  

I have attached a few items for you to take a peek at:  

1.   Invoice. Attached is the invoice, showing the payment made on 11/3/2019. 

2.   CE Wedding Planner: This is the Commellini Wedding planning program. It is in its Beta version so if you see any 

glitches let me know and I will fix it asap. There are a lot of tips and tricks in this including our vendor recommendations. New 

vendor discounts are being added all of the time. If you want me to walk you through the vendor recommendations I would be 

more than happy to. If you have an idea of what you are looking for style and cost I can help guide you to the right vendors.   

Here are a couple of other things of note: 
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1.       Please follow the Commellini Estate Pinterest page so we can follow you back and I can have a better idea of what 

your envisioning is for the wedding. https://www.pinterest.com/commelliniestat/ 

2.       I have added your email to our newsletter list. You will be receiving your first newsletter within the next few weeks. This 

is where we announce our open houses, cooking classes, and events happening at the Estate.  

3.       Follow us on Facebook as we are always posting creative wedding ideas, upcoming wedding events, and contests. 

https://www.facebook.com/CommelliniEstate 

4.       If you wouldn’t mind to please email me one of your favorite couple photos both for my file and for our social media. We 

are working diligently on becoming more active on Social Media and would love to include an image of you and your fiancé 

when we announce your wedding the week of! This is by no means required but most couples are excited to have it announced 

on our page. 

Okay, I think that is all I have on my side for now. Let me know if you need anything. Have a lovely day!  

 

b. Make sure to attached a copy of the following: 

i. Invoice: 

1. Make sure to show receipt of payment. 

a.  Dont forget to change from “Quote” to Invoice.  

b. Remember to remove “Quote Valid for 10 days”  

c. Double check spelling and prices 

2. Add Customer and Invoice Number  

a. This is the date the are booking 

b. For example, June 21, 2021 would be... 

i. 06212021 

3. Invoice Number 

a. You will change the - # each time you make an edit to the 

invoice and save a new PDF 

i. For Example, 06212021-1 is edited and saved as a 

new pdf with Invoice # 06212021-2 

ii. Completed Contract 

iii. All-in-one Wedding Planning Program  

9. Add couple into Mailchimp 

a. Events should be added into the respective campaigns. 

i. For example: Weddings in 2021 have their own campaign titled: 2021 

Wedding Clients. 

ii. All other type of events will get added to the Members List  

10. Create their 6-month (or next payment) in Square and set it to send 2-weeks 

before the due date.  

a. Create Invoice just like the deposit except for the following information:  

i. Send: 2-weeks before due date  

ii. Due: Select date the payment is due  

iii. Add item “wedding payment”  

1. Enter 50% of the remaining balance on the invoice  

2. Make sure that tax is NOT included  

iv. Make sure payment reminders are set- 7 day before its due, day of, 1 and 

3 days after  

 

https://www.pinterest.com/commelliniestat/
https://www.facebook.com/CommelliniEstate
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Recording Payments 
1. Cash 

a. Record payment on clients invoice- see example below. 

b. Include Date & Payment type 

 
c. Add cash to an envelope and include the following information on the front of the 

envelope. 

i. Invoice number  

ii. Date of payment  

iii. Total amount  

iv. Sign the bottom of the envelope so you can be asked any questions if 

necessary.  

v. Make two copies of the envelope 

1. Staple one to an updated invoice and put into their physical file 

2. Staple the other to an updated invoice and put into the months 

money received file.  

vi. Put the envelope into a till bag.  

1. If it is a large amount- Let lauri and Kathy know, that way the 

payment can be taken to the bank ASAP.  

2. Check  

a. Record Payment on Invoice - see example below 

b. Include Date & Payment type & Last 4 of the check # 

c.  

 
d. Make two copies of the check. 

i. Staple one to an updated invoice and put into their physical file 

ii. Staple the other to an updated invoice and put into the months money 

received file.  

e. Scan a copy of their check to your email and include in their digital file.  

f. Add the check to an envelope and include the following information on the front 

of the envelope.  

i. Invoice number  

ii. Date of payment  

iii. Check #  

iv. Total  
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v. Sign the bottom of the envelope so you can be asked any questions if 

necessary  

1. Put into a till bag- it doesn hurt to let Kathy and Lauri know that 

there is a check in there.  

3. Card 

a. Record Payment on Invoice- see example below  

b. Include Date & Payment type & Last three of Square Invoice # OR last four of the 

card # 

 

OR  

 

c. Print two copies of the square invoice  

i. Staple one to an updated invoice and put into their physical file 

ii. Staple the other to an updated invoice and put into the months money 

received file.  

d. Save a PDF version of the square invoice in their digital file  
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The Process of Planning a Wedding 
 

1. Add couple to Mailchimp Audience List “2021 Wedding Client” - this campaign sends 

check-ins to each couple based on their wedding date to help keep them on track 

a. 6.5 months prior their 6-month wedding payment reminder is sent 

b. 5 months prior a timeline guide and sample email is sent to them to get the 

timeline juices flowing. These examples are all Commellini based 

c. 3.5 months prior a check in to schedule their first planning meeting is sent (there 

will be handful of couples you have probably already start this with) 

d. 2 months prior a 45-day payment reminders is sent  

e. 21-days prior a all details due in 7-day notice is sent  

f. 3 days post wedding a follow up is sent  

g. 1 year post wedding a happy anniversary email is sent  

2. Stay up to date on current wedding information - don't hesitate to reach out to couples 

personally if you feel they would benefit from information you've learned.  

3. 3-4 months prior to wedding date  

a. Make sure you are checking in with couples who have not scheduled a planning 

meeting.  

b. Often times it will take you reaching out to get them to sit down and make a 

planning meeting plan 

c. Once a couple has scheduled a planning meeting, make sure you send them the 

planning forms to fill out (see sample email below).  

Hi Ashley, 

 In preparation for your upcoming detail planning meeting, please fill out the planning forms below. These forms 

breakdown several aspect of the planning process. This will allow us to spend more time during our meeting to 

confirm your vision for your event. Please fill out and submit each form, prior to our meeting. Once again this 

will help us have the most productive meeting and help organize where we need to spend the most time 

planning. 

 

Forms: 

Vendor Contact Info 

Ceremony Processional & Recessional Order* 

Ceremony Decor & Details 

Reception Decor & Details 

 

Form Tips: It is best to sit down together and fill them out. Note you may edit the forms after they have been 

submitted only if you save the URL after submitting. We will go through your submissions together in our 

meeting. If you do not know an answer or simply input TBD. 

 

Please let me know if you have any questions.  

 

 

4. Prior to the First Planning Meeting  

a. Save a client process excel document to their file titled (client process, customer 

ID): Ex: Client Process 07172021 

https://docs.google.com/forms/d/1NAaEW2n2iZ3ZkbvwebhquKqaAy3xRqMhvOgK_PW5FRE/viewform
https://docs.google.com/forms/d/1fRLIk3JFzhrw9ih9aMa6x2rEhuLwUqQwFKRlZpFDp0U/viewform
https://docs.google.com/forms/d/1i3QAWlB6HPQI0A1hPpHPjkuvRiEcNQFdW9JLOBBZkQM/viewform
https://docs.google.com/forms/d/1FdzNpi6LorIy5lWZowId5VduTavpYT6W_F0DN3Biz2M/viewform
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b. Copy over their Invoice on to the appropriate sheet 

i. Make sure all information is transferred correctly on each sheet in the 

document. 

c. Copy and Paste their answers from the forms they submitted into the appropriate 

part of the document.  

i. Familiarize yourself with their answers, design, & information 

d. Pre-fill in any information you might already know (for example- if their menu has 

already been discussed, fill in that information as best you can prior to the 

meeting) 

5. First Planning Meeting Tips  

a. I usually start this meeting by asking the couple how planning has been going 

and if there is anything in particular that they want to discuss today  

i. At this point, I will base what items we tackle on their response.  

ii. Most couples will have a few questions but dont really have a preference 

where you start.  

b. Find what you think takes you the longest and is the most details in your opinion 

and start there 

i. For example, the timeline is where i like to start because… 

1. It typically takes the longest 

2. It tackles a lot of questions and answers some of the other 

information you need and in more detail.  

3. Couples probably haven't given to much thought to all the 

nuances and details in creating a timeline- so starting this as early 

in the process can be helpful for you and the couple giving them 

extra time to think about things and get the thoughts going. 

c. Don't try to do it all at the first meeting- it can be overwhelming. Take your time 

and recognize when the couple seems done.  
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Post Wedding 
 

1. Begin the process of closing out File  

a. Following business day- confirm whether or not a refund is required.  

i. If not all prepaid alcohol was consumed, a refund will be due- check with 

Desiree 

b. If necessary, make adjustments to Invoice and send to Desiree for approval 

c. Once approved begin the refund process 

i. Refunds should be processed via the last payment type  

1. It is best to refund via check or square  

d. After the refund has been submitted, update the invoice to reflect the refund.  

e. Send email to client 
Hi Evadine,  

 

I hope you, Steven, and your families had so much fun this weekend! Attached is an updated invoice with your final bar tab and guest count. 

I've submitted a refund via square #046 for the amount of $118.46. It typically takes 3-5 business days to reflect on your account so if you 

don't see it by the middle of next week please let me know.  

Have a great rest of your visit and safe travels home! 

f. Update client status in pipeline to Closed  

g. Desiree will move the client file into completion.  

 

2. Request Review (set reminder on calendar for this) 

a. Between 1.5-2 weeks post wedding - request a review on weddingwire! 
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Ceremony Rehearsal Checklist 

Before the Rehearsal Day 

1. Print out the following documents. You will use these documents to take note of changes and as a 

reference guide.   

a. Table Layout 

b. BEO  

c. Vendor List  

d. Timeline  

e. Invoice 

Rehearsal Day 

1. Arrive 30 minutes before guests 

2. Set out a pitcher of ice water and cups on the bar or in location that is appropriate for 

rehearsal location prior to guests’ arrival  

3. Have first two rows of ceremony chairs set up -minimum to help guide the rehearal 

4. If you are comfortable in the bar possibly have bar open for rehearsal. This should be 

done while guests are waiting for it to start. We do not want to encourage this too much 

after the rehearsal is over to make sure we stay within the 60 min timeframe.  

5. Check for last minute changes in the BEO or unanswered questions 

o If there has been any make note and list of items to reconfirm with the client upon 

their arrival.  

Rehearsal Time 

6. Guests are often really early for the rehearsal. Invite them to sit in an area away from the 

setup crew and where they will not mess up the decoration (deck, patio or bar often work 

well). Offer them water and may need to show them where the restrooms are as some 

have driven a ways to be here today. 

Welcome Everyone 

o Gather the guests in the area where you will start the processional (i.e for 

Creekside, gather in bar- Pondside gather near bridal room door/portico, etc)  

o Introduce yourself 

▪ Ex: “Hi my name is Desiree and I am the Day of Coordinator here at the 

estate. I will be your guide today and tomorrow. Please do not hesitate to 

ask me or any of the Commellini team any questions today or tomorrow.” 

▪ Your goal is to be welcoming, build rapport, but also establish control 

from the beginning.   

o Introduce the Officiant or other Vendors:  

▪ Sometimes it is nice to introduce the officiant.  

▪ Ex: “I would also like to introduce Ralph & Karen Fishburn who will be 

doing the officiating today and of course tomorrow!” 

o Explain how the Rehearsal is going to work:  

▪ Ex: “Today we are going to run the ceremony twice. The first time it is 

going to be a bit ugly. The second time we will work out all of the kinks.  

7. Beginning:  
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o Get Everyone in the correct order:  

▪ Ex: “I am going to call everyone name out in the order in which they will 

walk down the aisle. If you could please come forward and get in line we 

will get started. (Start the line where it suppose to actually start).  

o Then turn to those who are not in line and invite them to take a seat in the 

ceremony chairs and to be our audience for the rehearsal  

▪ Goal is to get them out of your way so you can more easily manage the 

crowd. 

8. Perfect the order:  

o Females should stand on the left and men should be on the right 

o The woman’s right arm should link behind the man’s left arm. The woman should 

be holding their bouquet in their left arm. The man’s right arm should be relaxed 

at his side.  

o Remind men to rest their left hand on their stomachs…no funky claw hands or 

spread fingers (this helps ensure photos look lovely)  

o SMILE 

9. Explain how to walk:  

o When to pause & how long (Example: “Pause for a two Mississippi count) 

o What signal you will use to let them know when to move (a distinct nod where 

chin is to chest) 

10. Demonstrate the Walk,  

o When Pausing verbally count your two Mississipi’s 

11. The Processional  

o Pace out the people once the music begins. The next group should go to the next 

point once the group in front of them leaves.  

12. The Line Up: Once everyone is down the aisle, line them up correctly 

o Explain how close they should be  

o where there hips should be facing  

o Where there shoulders and heads should be facing 

o Tell the bridal party to not lock their knees when standing so they don’t pass out  

13. Run through the ceremony: 

o You should know the order of how a normal/standard ceremony will go. Often the 

officiant will not show up and you will need to play this role. Having  a cheat 

sheet is not a bad thing.  

o Key things to emphasize:  

▪ Examples of how to give away the bride. Dad normally first hugs his 

daughter, then shakes the grooms hand, then physically brings their hands 

together. 

▪ Maid of Honor Grabs bouquet and fluffs dress 

▪ Ring Exchange: Having them embrace left hands & then turning (never 

letting go of left hands)  

▪ Help Demonstrate how to unity item (practicing is helpful) 

▪ Officiant gets out of the way for first kiss  
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▪ Make sure officiant has announcement about to please join the reception 

or  

▪ Make sure readers or musicians know where to stand. 

14. Practice to recessional  

o Traditionally bride and groom leave the space, best to a wait until the bride and 

groom are fully gone (example for creek, are at the deck stairs) before sending the 

next group down the aisle. This allows them to have their whole moment.  

o Then have them pair up on the way back. They only have to wait till the group in 

front of them reaches the first set of stairs before coming together to walk away.  

15. Ask if there were any questions. Present any tweaks. Highlight any areas of 

improvements 

16. Then run through again!  

Final Meeting: At the end of the second round. Ask Everyone to come together for the final 

meeting. 

o Ask once more if anyone has any questions 

o Emphasize our alcohol policy!! The family and bridal party are usually the #1 

offenders. NO FLASKS. NO OFF-SITE ALCOHOL IN PARKING LOT. 

ABSOLUTELY NO OFF-SITE ALCOHOL ON PREMISIS AT ALL. Make sure 

they understand that it is a $1000 fine for EACH alcohol offense. The reason this 

is such a big deal is because our liquor license will be taken away if any 

authorities see off-site alcohol on the premises.  

o Ask if they know when they are suppose to arrive and/or Remind the guests of the 

earliest time that they can be onsite.  

o Explain and show them where they can park. 

o Don’t forget to drink water and eat  

o Reassure everyone that it will be a wonderful time, and everything will run 

smoothly and transition to run-through.   

Reminders and extra notes:  

● Start asking if DJ would like to be a part of rehearsal 

● Ask if flower girl/ring bearer are apart of bridal party when walking-this should be known 

beforehand 

● MOB is cue for standing when music starts for bride. 

● MOB & FOB sit on left hand side and MOG & FOG sit on the right-hand side of aisle (when 

facing the trellis) 
 


