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A .  M a r i e  E v e n t s  &  D e s i g n  h a s  t o  o f f e r .
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Swee t 16 
Month-Of Managemen t

 
Prep Time

6 weeks  +
2 In  Person

Consultat ions
Hours

Unlimited

Ini t ia l  consul tat ion  meet ing  to  rev iew event  deta i l s
2  One  on One  Planning  Meet ings  (up to  2  hours)
Fina l  wrap-up meet ing  2  weeks  pr ior  to  the  rehearsa l
Et iquette  Tips
Your  Events  Comprehens ive  Sweet  16  Checkl i s t  
Day  of  event  t imel ine
Venue  s i te  v i s i t  to  coordinate  f loor  p lan
Ful l  access  to  our  onl ine  24/7  p lanning  porta l  to  update  your  event  task  to  do  l i s t ,
event  webs i te ,  a t tendee  l i s t  and f loor  p lan  modules  and other  resources
Fol low up with  contracted  vendors  and communicat ion  /  d i s t r ibut ion of  day  of
i t inerary  a t  l eas t  1  week  pr ior  to  the  event  date
Floor  p lan  render ings
Set  up  of  personal  i tems  ( i . e .  guest  book,  cake  server ,  programs,  favors ,  e tc . )  –  Does
not  inc lude  col lect ion  of  (c l i ents  br ing  to  venue)
Gather  of  a l l  personal s ,  g i f t s ,  and  i tems  at  the  end of  the  event  and turn  over  to
des ignated  party
Oversee  vendor  se t -up and c lean  up at  event  s i te  ( fu l l  vendor  coordinat ion)
Work  with  DJ  on the  coordinat ion  of  intros ,  toast ,  d inner ,  cake  cutt ing ,  e tc .
 Up to  8  hours  of  serv ice  each  based  on guest  count  and personal  se tup /  breakdown
requirements)
Distr ibute  t ips  and f ina l  payments  to  event  vendors  ( i f  necessary)

Turning  16  i s  exc i t ing  t ime  for  a  young lady ,  and most ly  a l l  of  them want  to  ce lebrate  i t
in  a  b ig  way.  A.  Mar ie  Events  & Des ign  has  3  packages  that  can  as s i s t  you in  making  your
daughters  or  sons  16th  b i r thday  fun,  memorable  and exc i t ing  without  a l l  of  the  s t res sors
that  come a long  with  p lanning  such  an  event

Ser v i c e s  i n c lud e :

Financial Commitment
Starting at $1200 +



Swee t 16 
Full Se r v i c e  Managemen t

 
Prep Time

6-9  months  +
4  In  Person

Consultat ions
Hours

Unl imited

I n i t i a l  c o n s u l t a t i o n  m e e t i n g  to  d e t e r m i n e  t h e m e
C o n t a c t  t h r o u g h  p h o n e  a n d  e m a i l  d u r i n g  b u s i n e s s  h o u r s
P e r s o n a l i z e d  S w e e t  1 6  W e b s i te  t o  sh a r e  w i t h  y o u r  f a m i l y  a n d  f r i e n d s  w ith  o n l i n e  R S V P
2  O n e  o n  O n e  P l a n n i n g  M e e t i n g s  ( u p  t o  2  h o u r s ) ,  p lu s  u p  to  3  w e b  b a se d  p l a n n in g  m e et i ng s  du r in g  th e  p lan n in g  per io d
E v e n t  D e s i g n
A t t e n d  v e n d o r  m e e t i n g s
C a k e  S e l e c t i o n  A s s i s t a n c e  
V e n u e  m e e t i n g s  t o  d e t e r m in e  d a y  o f  lo g i s t i c s  
F i n a l  w r a p - u p  m e e t i n g  2  w e e k s  p r i o r  t o  t h e  r e h e a r s a l
E t i q u e t t e  T i p s
Y o u r  E v e n t s  C o m p r e h e n s i v e  S w e e t  1 6  C h e c k l i s t  
V e n d o r  a n d  v e n u e  r e f e r r a l s  ( w i l l  s e n d  r e q u e sts  f o r  p r o p o sa l s  a n d  s c h e d u l e  m e e t i n g s  f o r  u p  t o  3  v e n d o r s  f o r  up  to  th re e
s e l e c t e d  c a t e g o r i e s ) .
F u l l  a c c e s s  t o  o u r  o n l i n e  2 4 / 7  p l a n n i n g  p o r t a l  t o  u p d a t e  y o u r  e v e n t  t a sk  to  d o  l i s t ,  e v en t  w e b s i te ,  a t t e n d e e  l i s t  an d  f loo r
p l a n  m o d u l e s  a n d  o t h e r  r e s o u r c e s
 D a y  o f  t i m e l i n e / i t i n e r a r y  
C o n f i r m a t i o n  o f  v e n u e  a n d  v e n d o r s  t o  i n c l u d e  c o n f i r m a t i o n  o f  a l l  o r d e r s  a n d  se t  u p  a n d  d e l iv e r y  t im e s  f o r  re nta l  I te m s
( l i n e n s ,  p l a c e  s e t t i n g s ,  p r o p s ,  f u r n i t u r e ,  e t c . ) .  
V e n d o r  C o o r d i n a t i o n  
S e t  u p  o f  p e r s o n a l  i t e m s  ( i . e .  g u e s t  b o o k ,  c a k e  se r v e r ,  p r o g r a m s ,  fa v o r s ,  e tc . )  
G a t h e r  o f  a l l  p e r s o n a l s ,  g i f t s ,  a n d  i t e m s  a t  t h e  e n d  o f  t h e  e v e n t  a n d  tu r n  o v e r  t o  d e s i g n a t e d  p a r t y
W o r k  w i t h  D J  o n  t h e  c o o r d i n a t i o n  o f  i n t r o s ,  t o a st s ,  b l e s s in g s ,  d i n n e r ,  c a k e  c u t t i n g ,  e tc .
U p  t o  1 0  h o u r s  o f  s e r v i c e  w i t h  a s s i s t a n t
D i s b u r s e  f i n a l  p a y m e n t s  a n d  g r a tu i t ie s  t o  v e n d o r s  ( i f  n e c e s sa r y )

Ser v i c e s  i n c lud e :

Financial Commitment
Starting at $2,195 +



I n i t i a l  c o n s u l t a t i o n  m e e t i n g  to  d e t e r m i n e  t h e m e

C o n t a c t  t h r o u g h  p h o n e  a n d  e m a i l  d u r i n g  b u s i n e s s  h o u r s

P e r s o n a l i z e d  S w e e t  1 6  W e b s i te  t o  sh a r e  w i t h  y o u r  fa m i ly  a n d  f r i e n d s  w ith

o n l i n e  R S V P

6  O n e  o n  O n e  P l a n n i n g  M e e t i n g s  ( u p  t o  2  h o u r s ) ,  p lu s  u p  to  5  w e b  b a se d

p l a n n i n g  m e e t i n g s  d u r i n g  t h e  p l a n n i n g  p e r i o d

E v e n t  d e s i g n

A t t e n d  v e n d o r  m e e t i n g s  ( i f  a v a i l a b le )

B u d g e t  m e e t i n g  a n d  v e n d o r  p a y m e n t  t r a c k i n g  th r o u g h o u t  th e  p la n n in g  p e r io d

C a k e  S e l e c t i o n  A s s i s t a n c e  

V e n u e  m e e t i n g s  t o  d e t e r m in e  d a y  o f  lo g i s t i c s  

F i n a l  w a l k - t h r o u g h  o f  v e n u e  o n e  m o n t h  p r i o r  t o  e v e n t

A c c e s s  t o  o u r  o n l i n e  2 4 / 7  p l a n n i n g  p o r t a l  t o  u p d a te  y o u r  e v e n t  ta s k  t o  d o  l i s t ,

e v e n t  w e b s i t e ,  a t t e n d e e  l i s t  a n d  f l o o r  p l a n  m o d u le s  a n d  o th e r  r e s o u r c e s

V e n d o r  a n d  v e n u e  r e f e r r a l s  ( w i l l  s e n d  r e q u e sts  f o r  p r o p o sa l s  a n d  s c h e d u l e

m e e t i n g s  f o r  u p  t o  3  v e n d o r s  f o r  u p  t o  th r e e  se l e c t e d  c a t e g o r ie s ) .

A s s i s t  w i t h  d e s i g n  o f  s t a t i o n e r y  d e s i g n  f o r  s a v e - t h e - d a te s ,  in v i ta t io n s  a n d

p r o g r a m s  

F i n a l  w r a p - u p  m e e t i n g  2  w e e k s  p r i o r  t o  t h e  r e h e a r s a l

E t i q u e t t e  T i p s

C o m p r e h e n s i v e  S w e e t  1 6  C h e c k l i s t  

C o n f i r m a t i o n  o f  v e n u e  a n d  v e n d o r s  t o  i n c l u d e  c o n f i r m a t i o n  o f  a l l  o r d e r s  a n d

s e t  u p  a n d  d e l i v e r y  t i m e s  f o r  r e n ta l  I t e m s .

C r e a t i o n  a n d  E x e c u t i o n  o f  F u l l  E v e n t  D a y  T i m e l i n e  a n d  V e n d o r  S e t - U p

S c h e d u l e  f o r  a l l  a p p l i c a b le  v e n d o r s ,  i n c l u d i n g  f l o o r  p la n  p r e p a r a t i o n .

C o o r d i n a t e  a n d  o v e r s e e  v e n d o r  s e t - u p  a n d  c l e a n  u p  a t  e v e n t  s i te  

C o l l e c t  p e r s o n a l  e v e n t  i t e m s  t o  b e  b r o u g h t  a n d  s e t  u p  th e  d a y  o f  ( p l a c e  c a r d s ,

g u e s t  b o o k ,  c a k e  s e r v e r ,  p r o g r a m s ,  f a v o r s ,  e t c . )

G a t h e r  o f  a l l  p e r s o n a l s ,  g i f t s ,  a n d  i t e m s  a t  t h e  e n d  o f  t h e  e v e n t  a n d  tu r n  o v e r

t o  d e s i g n a t e d  p a r t y

C o o r d i n a t e  w i t h  D J  o n  t h e  c o o r d i n a t io n  o f  i n tr o s ,  to a st s ,  d i n n e r ,  c a k e

c u t t i n g ,  e t c .

E v e n t  D a y  E m e r g e n c y  K i t  

U p  t o  1 2  h o u r s  o f  s e r v i c e  e a c h  b a s e d  o n  g u e s t  c o u n t  a n d  p e r s o n a l  se t u p  /

b r e a k d o w n  r e q u i r e m e n t s )

D i s b u r s e  f i n a l  p a y m e n t s  a n d  g r a tu i t ie s  t o  v e n d o r s

Ser v i c e s  i n c lud e :

Swee t 16 
All-Inclu s i v e  Managemen t

Prep Time
12 months  +

Monthly  In-Person
Consultat ions

Hours
Unlimited

Financial Commitment
Starting at $2,995 +


