Wedding Planner Guide 
We have put the following guide together to assist you in planning your dream wedding at The Woodlands Resort.  Please do not hesitate to contact one of our Woodlands Wedding Consultants for more information or to discuss your own ideas for your Enchanted Woodlands Wedding.
selecting a Location

Before visiting The Woodlands Resort, it is helpful to take into consideration the following to assist your Woodlands Wedding Consultant in helping you to plan and create your Enchanted Woodlands Wedding: 
∙How many guests will be invited to the wedding? 
∙Are you planning on having both your ceremony and reception at The Woodlands Resort? 
∙Do you want indoor or outdoor ceremony and reception? 
∙Visit our website at www.woodlandsresort.com to get more information and to help you compile a list of questions for your site visit.
The following list of questions may help you narrow down your wedding site choices.  Our Woodlands Wedding Consultants are happy to answer any questions you may have and to take you on a detailed tour of property at your convenience.
I.

· What event rooms/locations are available for your wedding date?
· What wedding packages do you have available 
· Is there a fee to rent the room and how many hours are included?

· What additional amenities (golf, spa, guest accommodations, transportation) are available from the site?
II.
· What is the cost to have both ceremony and reception onsite? Can two different locations be used for each event?
· Are there certain days of the week or hours of the day that might offer a discounted rate?
· If an outdoor space is decided, will there be back up space in case of bad weather?  Is there an added cost to reserve back up space?
· Is there on-site security provided or will we need to provide our own?
· What technical equipment is included in room rental/package fees? (i.e. microphone, projectors for slideshows, electrical for DJ/Band, etc.)
· Is there a coat rack available for winter events? Is there an additional cost?

· Is on-site parking available? What is the cost? Is valet available?  What is the cost?
· How early can you set up or how late can you break down?

· How many other similar events will be occurring at the same time as mine?

· Is a dance floor part of the rental fee/package inclusions? 

· Are there restrictions on the type of music that can be played, the length of time it may be played, or the volume? Music played outdoors?

· Are there restrictions on photography or videotaping?

· Are there restrictions on the type of decorations that can be used and how they can be hung or attached? 
· Are candles allowed? What restrictions apply?
III.
· Is there a ceremony or room rental fee for the ceremony?

· What is the deposit and is it refundable? 
· What cancellation charges apply?
· Is a cleaning deposit charged? If so, what services are taken from it? Is it refundable, and if so, how soon after the event will it be returned?
· What is included in the room rental or packages?
· Who does the set-up and clean-up? Is there a set up fee? Cleaning fee?

· Is overtime use allowed, and if so, what is the charge?

· Is there a cake cutting fee?
· What other fees might there be?

IV.
· Is outside catering allowed?
· Can you bring in your own wedding cake? 
· What restrictions on favors are they in regards to food items?

· Can you provide your own alcohol?  
· Is there a corkage fee for wine or champagne? What is the cost per drink?
· What other restrictions or fees do I need to know about in general?

	The Wedding Planning Checklist

	Bride
	Groom
	12 Months Before:

	
	
	Announce your engagement.

	
	
	Arrange for both sets of parents to meet.

	
	
	Select a wedding date and call 281-364-6209 to see if it is available at The Woodlands Resort.

	
	
	Determine what type of wedding you want – formality, time of day, number of guests, indoor, outdoor, destination, etc.

	
	
	Discuss and decide on your budget with everyone contributing to the event.  Use our helpful budget worksheet. (LINK)

	
	
	Start researching ceremony and reception sites.  Use the internet and bridal magazines to help narrow your search. Go to www.woodlandsresort.com for wedding packages.

	
	
	Start thinking about your gown style and do some shopping.

	
	
	Interview wedding planners, if you plan to have one. 

	
	
	Select and book your officiant.

	
	
	Choose your wedding party and ask them to be a part of your wedding.

	
	
	Buy a folder or some organization tool to keep all your wedding planning items in. Include a calendar for important event dates and deadlines.

	
	
	Execute the catering contract and send deposit to your Woodlands Wedding Consultant. 

	
	
	Select Save-the-Date cards to send to out of town guests.

	
	
	Begin work on the guest list to get a rough head count.

	
	
	6 - 9 Months Before

	
	
	Enroll in a bridal-gift-registry.

	
	
	Shop for your wedding gown and order it.

	
	
	Shop for bridesmaid’s dresses and order them.

	
	
	Hire a wedding planner if you plan to use one.

	
	
	Finalize the guest list and request lists from parents and grandparents.  Finalize total count to determine size of wedding.

	
	
	Select a florist and send a deposit to reserve their services.

	
	
	Select ceremony and reception site(s) and send deposits to reserve them.

	
	
	Determine your color scheme. 

	
	
	Begin working on a menu or choose from the package options offered by your reception site.

	
	
	Start laying out an outline of how you want your event to happen.

	
	
	Meet with your officiant to discuss the ceremony structure and any religious or cultural customs you want to include.

	
	
	Interview and get price lists from photographers/videographers.  Sign agreement to reserve their services for your date.

	
	
	Choose a design for your wedding cake and send a deposit to the baker of your choice. 

	
	
	Negotiate a room block rate with your Woodlands Wedding Consultant and contract your rooms.

	
	
	Audition/Interview bands and/or DJ’s and book them.

	
	
	Audition/Interview Ceremony musicians and book one.

	
	
	Pick invitations and start working on wording. 

	
	
	Send Save-the-Date cards.

	
	
	4 - 6 months before:

	
	
	Order wedding invitations, envelopes, thank-you cards, etc.

	
	
	Order your wedding gown.

	
	
	Finalize your cake details with your baker.

	
	
	Finalize menu and service details with your Woodlands Wedding Consultant. 281-364-6209

	
	
	Grooms decide on formal wear and order it.  

	
	
	Compile hotel information and other items and send out to guests who will be taking advantage of your negotiated hotel rate.

	
	
	Discuss and decide on floral arrangements with your Woodlands Wedding Consultant.

	
	
	Finalize your wedding insurance policy if you have one.

	
	
	Book any other wedding events such as bridal luncheons, farewell brunches, golf or spa days.

	
	
	Reserve any extra equipment (tables, chairs, A/V, etc.) that you may need for the ceremony or reception.

	
	
	Plan and book your honeymoon. TIP: Plan to leave for your honeymoon a day after your wedding.  You won’t be so tired and can fully enjoy your wedding and your travel without having to rush from one to the next.

	
	
	Book rehearsal dinner site. Consider the beautiful Glass Menagerie for your rehearsal dinner.

	
	
	Grooms decide on groomsmen attire and have them order them.

	
	
	Arrange your honeymoon suite for night of wedding.  (All Woodlands Resort Wedding Packages include the Bride and Groom’s Room)

	
	
	Send out "save-the-date" cards.

	Bride
	Groom
	2-4 Months Before:

	
	
	Call County Clerk's Office for Marriage License requirements.

	
	
	Get a blood test, if needed for a license.

	
	
	Decide on special decorations for the ceremony such as an religious or cultural customs.

	
	
	Make honeymoon reservations. Compile all the necessary travel documents (passports, visas, etc.) Remember to make your reservations in your maiden name as you will not have any of your new identification in time for your honeymoon.

	
	
	Meet with the caterer or banquet manager to finalize menus, service style, wine lists, etc.

	
	
	Finalize the wedding cake and grooms cake with your Woodlands Wedding Consultant.

	
	
	Select approved ceremony and reception music.

	
	
	Grooms give groomsmen all the details they need to receive their wedding attire

	
	
	Buy thank you gifts for the attendants, parents, grandparents and any other special people in your wedding party.

	
	
	Brides buy accessories (shoes, jewelry, tiara, veil, etc.) to go with your dress.

	
	
	Shop for and purchase wedding rings.

	
	
	Schedule portrait session if you are getting a bridal portrait done.

	
	
	Brides talk to your attendants to see if they have ordered their dresses and confirm arrival date.

	
	
	Brides get all lingerie that is necessary for your dress before first fittings.

	
	
	Brides confirm arrival date of dress and schedule first fitting.

	
	
	Talk to people you would like to do special performances or readings during the ceremony or reception.

	
	
	Talk to your best man and maid/matron of honor about showers and other parties.

	
	
	Grooms get fitted for your tux or other formal wear.

	
	
	Send out invitations at the two month mark.

	
	
	Grooms choose and buy and accessories you will need for your tux such as cuff links, shoes, etc.

	
	
	Brides provide guest list to bridesmaids for shower.

	
	
	Arrange and reserve wedding day transportation for you, your husband and your wedding party and guests if needed.

	
	
	Arrange the rehearsal dinner.

	
	
	Take care of yourself by eating well and exercising so you look and feel great on your wedding day.  Don’t forget to spend one on one time, not doing wedding planning, with your future husband.

	Bride
	Groom
	4-8 Weeks Before:

	
	
	Design and print ceremony programs if you are having one.

	
	
	Begin working on vows if you are writing your own.

	
	
	Write thank you notes for wedding gifts you have already received.

	
	
	Submit your wedding announcement to newspapers if you are doing so.

	
	
	Buy a guest book and pen and any other items you want at your reception/ceremony, such as a unity candle.

	
	
	Send rehearsal dinner invitations.

	
	
	Work on a music list (“must play” and “must not play”) for the DJ/Band.

	
	
	Finalize music selections for the ceremony.

	
	
	Pick up wedding rings. Check inscriptions to see if they are correct.

	
	
	Make sure your homeowners policy covers your rings and gifts.

	
	
	Wrap all gifts for wedding party and write a special note to each one of them.

	
	
	Have a final meeting with the officiant to go over the details of your ceremony.

	
	
	Confirm wedding night accommodations and transportation.

	
	
	Confirm honeymoon reservations and transportation.

	
	
	Start packing for your honeymoon and wedding weekend.  It’s easy to forget things when you pack last minute.  Use our handy Honeymoon Packing Checklist. LINK to list.

	
	
	Pack a wedding day Emergency Kit. LINK to list.

	
	
	Do paperwork for official documents if you are changing your name.

	
	
	Work out wedding day timing and details.  Give lists of assignments to wedding party.

	
	
	Brides make sure you have a garter and “something old, something new, something borrowed, and something blue.”

	
	
	Get final pre-wedding haircuts and color.

	
	
	Call guests who have not RSVP’d so that you can get a final head count.

	
	
	Determine receiving line order if you plan on having one.

	
	
	Break in your wedding day shoes.  Encourage your wedding party to do so as well.

	
	
	Confirm all event details with your Woodlands Wedding Consultant.

	
	
	Brides pick up gown and veil/headpiece.

	
	
	Make sure your wedding party knows all the information regarding rehearsal and the rehearsal dinner and any other wedding events.

	
	
	Do a hair and makeup run-through (with headpiece).  TIP: Book your bridal portrait on the same day.

	
	
	Book your favorite beauty pros for the big day.

	
	
	Make insurance policy changes you'll need post-wedding.

	Bride
	Groom
	1-2 Weeks Before:

	
	
	Finalize Vows.

	
	
	Touch base with your officiant and give them all the wedding day details such as time and location.

	
	
	Purchase travelers checks for honeymoon.

	
	
	Confirm all payment amounts with all vendors.

	
	
	Confirm all wedding day details with photographer/videographer and give them a must shoot list.

	
	
	Prepare any toasts or speeches.

	
	
	Confirm all transportation for bridal party and guests.

	
	
	Distribute wedding day directions, schedule and contact lists to all parents, attendants and vendors.

	
	
	Put together an overnight bag for the night of your wedding and arrange for someone to get it to the hotel.

	
	
	Copy your honeymoon itinerary and leave it with someone in case of an emergency.

	
	
	Put final payments and tips in marked envelopes and give to a designated person to distribute to vendors on wedding day.

	
	
	Confirm all details with ceremony musician and DJ/Band.

	
	
	Designate someone to collect gifts and deliver them to your house that are brought to the wedding.

	
	
	Get your engagement ring cleaned so it will shine next to your new wedding band.

	
	
	Do the seating for the reception and any other events that require seating arrangement.  Buy place cards and print them.

	
	
	Confirm wedding day details and delivery times with cake maker. 

	
	
	Grooms pick up tuxedo and try it on. (Do not wait for day of wedding!)

	Bride
	Groom
	1 Week Before:

	
	
	Give your final headcount and payment to your Woodlands Wedding Consultant.

	
	
	Get marriage license and check to see how long it is valid.

	
	
	Have a date night with your soon to be husband.

	
	
	Get a manicure or pedicure.  The Spa at The Woodlands Resort can accommodate all your needs. 281-364-6386.

	
	
	Appoint a punctual pal to transport the cake knife, toasting glasses or other heirlooms to and from the wedding site.

	
	
	Finish packing for the honeymoon. (Ask someone to bring your luggage to the reception if you're leaving from there).

	
	
	Reconfirm flights and hotel reservation for the honeymoon.

	Bride
	Groom
	The Day Before:

	
	
	Greet your out-of-town guests.

	
	
	Attend your rehearsal and rehearsal dinner. Have fun!

	
	
	Give announcements to your honor attendant or family member to be mailed on your wedding day.

	
	
	Pull together all wedding day items (dress, veil/headpiece, jewelry, hose, shoes, etc.) in one location.

	
	
	Drop off favors, guest book and pen and other items with your Woodlands Wedding Consultant. Confirm any last minute details.

	
	
	Schedule time for beauty - a manicure touch-up or a massage- before the rehearsal dinner.  Call The Spa at The Woodlands Resort at 281-364-6386 to book appointments.

	
	
	Get some sleep! Make sure to set an alarm if you need to and arrange for a back up.

	Bride
	Groom
	Your Wedding Day:

	
	
	Confirm last minute details with wedding party, vendors and your Woodlands Wedding Consultant.

	
	
	Relax and enjoy your special day!

	
	
	Arrange for someone to get your bags and any other items from the ceremony/reception site to your home.

	
	
	Arrange for someone to wrap up and freeze the top layer of your cake to enjoy on your one year anniversary.

	
	
	Arrange for someone to get at least one each of your favors, napkins and any other items you may want to have a memento of.

	Bride
	Groom
	Day After & Beyond:

	
	
	Arrange for someone to pick up your items from the hotel and deliver them to your home.

	
	
	Take gown and veil to be cleaned. Make sure the cleaner is experienced in storing/preserving gowns.

	
	
	Arrange for someone to return Groom’s/Groomsmen’s tux(s).

	
	
	Within two months, write all thank you notes for your wonderful gifts.

	
	
	Find out when you can expect your final wedding video.

	
	
	Find out when you can expect your wedding photos to be ready.  Choose photos for wedding album. If wedding pictures are available to view and purchase online, notify family and friends of site and access information.

	
	
	Take bridal bouquet and other wedding mementos to be preserved.

	
	
	Live happily ever after!


Wedding Emergency Kit

Here is a helpful list of items that can be very useful in case of an emergency on your wedding day.  Pack items a couple of weeks out so that you don’t forget anything or have one of your attendants pack the kit for you.  
 FORMCHECKBOX 
 Sewing Kit
 FORMCHECKBOX 
 Scissors 
 FORMCHECKBOX 
 Clear nail polish 
 FORMCHECKBOX 
 Nail file
 FORMCHECKBOX 
 Nail polish in the bride's shade
 FORMCHECKBOX 
 Makeup 
 FORMCHECKBOX 
 Straws 
 FORMCHECKBOX 
 Extra hosiery
 FORMCHECKBOX 
 Hairspray
 FORMCHECKBOX 
 Brush and comb
 FORMCHECKBOX 
 Bobby-pins and hair elastics
 FORMCHECKBOX 
 Hairdryer
 FORMCHECKBOX 
 Curling Iron
 FORMCHECKBOX 
 Static-cling spray
 FORMCHECKBOX 
 Tissues
 FORMCHECKBOX 
 Camera

 FORMCHECKBOX 
 Cell phone
 FORMCHECKBOX 
 Lint brush
 FORMCHECKBOX 
 Earring backs
 FORMCHECKBOX 
 Iron and or steamer
 FORMCHECKBOX 
 Baby powder 
 FORMCHECKBOX 
 Eye-drops
 FORMCHECKBOX 
 Contact lens solution
 FORMCHECKBOX 
 Antacid
 FORMCHECKBOX 
 Mints
 FORMCHECKBOX 
 Feminine Hygiene Products
 FORMCHECKBOX 
 Headache medicine 
 FORMCHECKBOX 
 Band-Aids

 FORMCHECKBOX 
 Snacks and bottled water

 FORMCHECKBOX 
 Stain remover

 FORMCHECKBOX 
 Extra Pantyhose
 FORMCHECKBOX 
 Shoe Polish

 FORMCHECKBOX 
 This Checklist

 FORMCHECKBOX 
 Vendor Contact Sheet

 FORMCHECKBOX 
 Mirror

 FORMCHECKBOX 
 Wet Wipes or Hand Sanitizer

Honeymoon Packing Checklist

Paperwork: 
 FORMCHECKBOX 
 Airline tickets 
 FORMCHECKBOX 
 Reservation information 
 FORMCHECKBOX 
 Travel itinerary 
 FORMCHECKBOX 
 Passports
 FORMCHECKBOX 
 Driver’s License or other form of personal identification (birth certificate) 
 FORMCHECKBOX 
 Traveler’s checks 
 FORMCHECKBOX 
 Emergency phone numbers 

Carry-On Luggage Essentials: 
 FORMCHECKBOX 
 Medication 
 FORMCHECKBOX 
 Underwear, nightwear, and one change of clothing 
 FORMCHECKBOX 
 Wallet/purse 
 FORMCHECKBOX 
 Medication 
 FORMCHECKBOX 
 Hand wipes 
 FORMCHECKBOX 
 Kleenex 
 FORMCHECKBOX 
 Keys for luggage, car, and house (remember not to lock your luggage in case of inspection)

Clothing: 
 FORMCHECKBOX 
 Underwear
 FORMCHECKBOX 
 Shoes 
 FORMCHECKBOX 
 Socks/nylons 
 FORMCHECKBOX 
 Shirts/blouses 
 FORMCHECKBOX 
 Jeans/pants 
 FORMCHECKBOX 
 Sweaters/sweatshirts 
 FORMCHECKBOX 
 Swimwear 
 FORMCHECKBOX 
 Suits/ties or dresses/scarves 
 FORMCHECKBOX 
 Belts 
 FORMCHECKBOX 
 Jewelry 
 FORMCHECKBOX 
 Raincoat/umbrella 
 FORMCHECKBOX 
 Coat/jacket 
 FORMCHECKBOX 
 Hat(s) 
 FORMCHECKBOX 
 Gloves
 FORMCHECKBOX 
 Evening attire if needed

Toiletries:   
 FORMCHECKBOX 
 Makeup 
 FORMCHECKBOX 
 Shampoo and conditioner 
 FORMCHECKBOX 
 Razors and shaving cream 
 FORMCHECKBOX 
 Lotion 
 FORMCHECKBOX 
 Brush/comb 
 FORMCHECKBOX 
 Toothpaste/toothbrush/floss 
 FORMCHECKBOX 
 Manicure set (nail file, nail clipper) 
 FORMCHECKBOX 
 Soap 
 FORMCHECKBOX 
 Deodorant 
 FORMCHECKBOX 
 Over-the-counter medication 
 FORMCHECKBOX 
 Contacts and contact solution 
 FORMCHECKBOX 
 Sun block 
 FORMCHECKBOX 
 After-sun lotion 
 FORMCHECKBOX 
 Insect repellent 
 FORMCHECKBOX 
 Feminine hygiene products 
 FORMCHECKBOX 
 Hair dryer 
 FORMCHECKBOX 
 Curling iron 
 FORMCHECKBOX 
 Hair products

Miscellaneous: 
 FORMCHECKBOX 
 Camera and film/batteries/charger 
 FORMCHECKBOX 
 Eye glasses/contacts 
 FORMCHECKBOX 
 Sun glasses 
 FORMCHECKBOX 
 Alarm clock/nightlight 
 FORMCHECKBOX 
 Snack food/Bottled Water 
 FORMCHECKBOX 
 Binoculars 
 FORMCHECKBOX 
 First aid kit 
 FORMCHECKBOX 
 Maps and travel guides
 FORMCHECKBOX 
 Magazines/books
 FORMCHECKBOX 
Personal Entertainment Systems (MP3 players, DVD Player, Laptop, etc.)
Vendor Contact Sheet

Keep a list of all vendors and their contact information here for
easy access during the planning stages as well as on the day of your event.

	Vendor Name
	Contact Name
	Phone
	Fax
	Email
	Estimated Time of Arrival
	Notes
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