
 

Event Coordination & Design
Structure & Precision….
Within Essence helps you stay in alignment….

How each event element is presented will define and determine a successful outcome. Our dedication stems from the fact that 
your vision becomes our own. We take the time to listen with care before reaching the execution process. To this extent, WEP’s 
strong focus on details and structure allows us to provide “a la carte options” and advice depending on where you stand in 
your planning. This option is customized for those who already have a sound idea of their event or wedding but simply need a 
“strategic boost” and consultation.

Our consultations are designed to facilitate the development of your event; this service includes:

An initial Meeting
An assessment of the event or wedding day expectations & plans
Discussion of the planning process involved & timeline
Discuss and plan budget
Theme, Mood & Style Development
Vendor suggestions 
Etiquette advice
Discuss any other interests or concerns….

*Additional items may be added to the services listed above as per the client’s request.

“Step by step, mile by mile” looking to your left, looking to your right, you will not find us behind you, but beside you. The entire 
execution process is in our care as we work by your side to ensure that all angles of your event are covered seamlessly with “a 
minimum amount of waste and a maximum amount of appeal”
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Let everything unfold “With-in Ease”….

Unlimited consultation throughout the planning process of your event (via email or phone)
Continuous hours of support & coordination from beginning to end
Aid in the development and management of the budget
Provide and suggest creative ideas to compliment your vision
Venue and vendor selection (tailored to your budget & theme)
Presence at site visits and vendor consultations (* if required)
Handle follow-ups, questions and concerns with all vendors and venue
Handle any unforeseen or unexpected issues that may arise
Review and negotiate vendor contracts
Prepare and maintain an event timeline and planning schedule
Provide recommendations with regard to site décor, food etc.
Aid in the development of event theme 

*Additional items may be added or adjusted to the services listed above as per the client’s request and depending on your 
event.

We are committed to your “on-site” expectations, by any means necessary! 
Why worry about a thing?  This is where we tell you, to sit back, ease your mind and press “play”. Our duty is to serve you and 
those around you in a positive manner, by allowing every bit of your event to prosper “beyond verbal measures”. 

Reaching the Inside Out…

We will arrange for meetings prior to the event or wedding day, and will handle follow-ups with vendors to ensure that all 
details are confirmed. 

Coordinate pre-event meetings and attend event set-up
Day-of execution from beginning to end
Aid in the creation of your event day itinerary
Over see set-up and décor before the event
Confirm all vendor and venue details 
Assistance with rehearsals (i.e. fashion shows or weddings etc)

*Additional items may be added or adjusted to the services listed above as per the client’s request and depending on your 
event, as this is just a general list of what can be done for the “Day-Of” Management. 

We understand how outlining and perfecting last minute details and concepts can become overwhelming; therefore if you find 
yourself experiencing this “mental clutter” and discouragement, don’t be so quick to drop the towel…this is where our profession-
alism and guidance “jumps in” handy to uplift you and embrace the “month-of” logistics of your event and “fine tune” some 
aspects that require “damage control”!
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THE “INTIMATE” PACKAGE




