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Master of Ceremonies « Master of Magic

YOUR WEDDING EVENT RUN SHEET, AND HOW TO USE IT...

This is easy to use but I'll talk you through it anyway...

The first section is for you to fill in any contact information for both the Bridal party and
your suppliers.

Next you can enter an overview of your timings i.e. 1800-1830 Speeches for example
Enter in your guest numbers and remember to detail how many children you have
Below all this is the running order, here you can add all of the details such as set up,
decorations, specific instructions etc. Just delete any sections that are not relevant

to you.

| have put a few prompters but don’t be afraid to add as much detail as possible. Itis
better to have too much detail than not enough.

Hopefully that all makes sense but feel free to contact me if you have any problems or
need help.

f/m@add

Phone: +44 (0) 7810 396797
Email: chris@chrisdoddmagic.com
www.chrisdoddmagic.com
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Couple’s Names

Wedding Date

Wedding Ceremony Location
Address

Wedding Venue

Address
Day Numbers Evening Numbers
Adults Adults
Children Children
Supplier Contact PERSON Email Contact NUMBER  Arrival

(on the Day) (on the Day) Time
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Supplier Contact PERSON  Email Contact NUMBER  Arrival
(on the Day) (on the Day) Time
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Event, i.e. (Ceremony, Reception Drinks, Wedding Breakfast, Speeches, Cake Cutting, etc)
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SET UP — CEREMONY

Time (from) Time (to) Room/Area

Room set up (i.e. layout of tables, chairs, other furniture etc)

Decorations

Who's responsible for which parts of the set up

Notes

SET UP — DRINKS RECEPTION

Time (from) Time (to) Room/Area

Room set up

Tables and seating layout
Table plan display and location
Decorations

Who's responsible for which parts of the set up

Notes
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SET UP — WEDDING BREAKFAST

Time (from) Time (to) Room/Area

Room set up

Number of tables

Shape of tables

Number of people per table
Cake table location

Present table location

Table plan display and location

Cake stand and knife supplied by
Thank you gifts (put out on seats or stored ready for speeches)
Decorations

Who's responsible for which parts of the set up

Notes
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GETTING READY - BRIDE AND BRIDESMAIDS ETC

Time (from) Time (to) Location

Equipment for hairdressers/make-up artists (i.e. chairs, table, extension lead for power)

Food & drink for everyone whilst getting ready (i.e. breakfast, snacks, bubbles etc)

How and when the bouquets will arrive (along with any button holes for the Bride’s side of
the family)

Notes

GETTING READY PHOTOS - BRIDE

Time (from) Time (to) Location

Photos to be taken
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GETTING READY PHOTOS - GROOM

Time (from) Time (to) Location

Photos to be taken

ARRIVAL - GROOM

Time (from) Time (to) Location

Travelling from How (i.e. car)

Who travelling

ARRIVAL - BRIDE

Time (from) Time (to) Location

Travelling from How (i.e. car)

Who travelling

B[] @chrisdoddmagic Phone: +44 (0)7810 396797 Email: chris@chrisdoddmagic.com




+

é/m@Md EVENT RUN SHEET

o
+

LUXURY MAGICIAN

Master of Ceremonies « Master of Magic

CIVIL CEREMONY - REGISTRARS TO SPEAK TO THE GROOM

Time (from) Time (to) Location

CIVIL CEREMONY — REGISTRARS TO SPEAK TO THE BRIDE

Time (from) Time (to) Location
CEREMONY
Time (from) Time (to) Location

Seating to be reserved

Any items to be handed out (i.e. confetti, order of services)

Music

How is this being played

Who is playing the music

Song for walking down the aisle
Song(s) for signing the register

Song for walking back down the aisle

Readings (and who by)

Witnesses
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Photos to be taken
Before

During

After

Notes

TRAVEL TO THE VENUE FROM THE CEREMONY

Time (from) Time (to) Journey Time

Drinks for the journey How (i.e. car)

DRINKS RECEPTION

Time (from) Time (to) Location

Drinks (type, quantity, non-alcoholic option and how being served i.e. tray service, drinks
station)

Will the bar be open if people want alternative drinks?
Canapes

Music

How is this being played

Who is responsible for putting the music on

B[] @chrisdoddmagic Phone: +44 (0)7810 396797 Email: chris@chrisdoddmagic.com




‘ zl'n@odd | EVENT RUN

o

LUXURY MAGICIAN

Master of Ceremonies « Master of Magic

Playlist/CD
Photos to be taken

Person to assist the photographer in rounding people up for photos

Notes

SIT DOWN

Time (from) Time (to) Location

Chris to announce guests to go through to take their seats Yes No
Chris to arrange participants in the receiving line (if applicable) Yes No
Chris to announce the Wedding Party into the Room Yes No
Chris to announce the Bride and Groom into the Room Yes No
Notes

WEDDING BREAKFAST

Time (from) Time (to) Location
Menu: Starter
Menu: Main Course

Menu: Dessert
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Tea and Coffee (is this being served and if so at the tables or on a tea/coffee station)
Dietary Requirements

Alternative Menu being served for Dietary Requirements

Drinks with the meal

Including water Yes | No | Is this bottled or tap? Yes No

Will the bar be open if people want alternative drinks? Yes No E

Music
How is this being played
Who is playing the music

Notes

SPEECHES

Time (from) Time (to) Location
Toasting Drink

Order of the Speeches

Chris to intro the Speeches

Thank you gifts

Notes
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TURNAROUND TO EVENING RECEPTION (if applicable)

Time (from) Time (to) Location
Room set up

Changes to be made

Who's responsible for which parts of the set up

Notes

EVENING RECEPTION

Time (from) Time (to) Location
Cake Cutting

Time

Who to announce

What to be cut up

When to be served

Notes

Garter/Bouquet Toss Time
Time
Who to announce

Notes
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First Dance Time
Time

Who to announce
Song

Who playing

Notes

Music/Entertainment

Band/DJ

Set times

Music for between sets (if band)
Evening Food

Time

Menu

Where and how being served

Notes
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Master of Ceremonies « Master of Magic

EVENT FINISH

Time (from) Time (to) Location

Clearing Up

Anything to be cleared that night

Who to be responsible for clearing

Notes

CLEARING THE NEXT DAY

Things to clear

Who to be responsible for clearing

Notes

CLEARING THE NEXT DAY

Notes

B[] @chrisdoddmagic Phone: +44 (0)7810 396797 Email: chris@chrisdoddmagic.com




	Text Field 5: 
	Text Field 6: 
	Text Field 7: 
	Text Field 8: 
	Text Field 9: 
	Text Field 10: 
	Text Field 11: 
	Text Field 12: 
	Text Field 13: 
	Text Field 14: 
	Text Field 15: 
	Text Field 17: 
	Text Field 18: 
	Text Field 20: 
	Text Field 21: 
	Text Field 22: 
	Text Field 23: 
	Text Field 24: 
	Text Field 25: 
	Text Field 26: 
	Text Field 27: 
	Text Field 28: 
	Text Field 29: 
	Text Field 30: 
	Text Field 31: 
	Text Field 32: 
	Text Field 33: 
	Text Field 34: 
	Text Field 35: 
	Text Field 36: 
	Text Field 37: 
	Text Field 38: 
	Text Field 39: 
	Text Field 40: 
	Text Field 41: 
	Text Field 42: 
	Text Field 43: 
	Text Field 44: 
	Text Field 45: 
	Text Field 46: 
	Text Field 47: 
	Text Field 48: 
	Text Field 49: 
	Text Field 50: 
	Text Field 51: 
	Text Field 52: 
	Text Field 53: 
	Text Field 410: 
	Text Field 59: 
	Text Field 60: 
	Text Field 61: 
	Text Field 62: 
	Text Field 63: 
	Text Field 64: 
	Text Field 65: 
	Text Field 66: 
	Text Field 67: 
	Text Field 68: 
	Text Field 69: 
	Text Field 70: 
	Text Field 71: 
	Text Field 72: 
	Text Field 73: 
	Text Field 74: 
	Text Field 75: 
	Text Field 76: 
	Text Field 77: 
	Text Field 78: 
	Text Field 79: 
	Text Field 80: 
	Text Field 81: 
	Text Field 82: 
	Text Field 83: 
	Text Field 84: 
	Text Field 85: 
	Text Field 86: 
	Text Field 87: 
	Text Field 88: 
	Text Field 89: 
	Text Field 90: 
	Text Field 91: 
	Text Field 92: 
	Text Field 93: 
	Text Field 94: 
	Text Field 95: 
	Text Field 96: 
	Text Field 97: 
	Text Field 98: 
	Text Field 99: 
	Text Field 100: 
	Text Field 101: 
	Text Field 102: 
	Text Field 103: 
	Text Field 104: 
	Text Field 105: 
	Text Field 106: 
	Text Field 107: 
	Text Field 108: 
	Text Field 109: 
	Text Field 110: 
	Text Field 111: 
	Text Field 112: 
	Text Field 113: 
	Text Field 114: 
	Text Field 115: 
	Text Field 116: 
	Text Field 117: 
	Text Field 118: 
	Text Field 119: 
	Text Field 120: 
	Text Field 121: 
	Text Field 122: 
	Text Field 123: 
	Text Field 124: 
	Text Field 125: 
	Text Field 126: 
	Text Field 127: 
	Text Field 128: 
	Text Field 129: 
	Text Field 130: 
	Text Field 131: 
	Text Field 132: 
	Text Field 133: 
	Text Field 134: 
	Text Field 135: 
	Text Field 136: 
	Text Field 137: 
	Text Field 138: 
	Text Field 139: 
	Text Field 140: 
	Text Field 141: 
	Text Field 142: 
	Text Field 143: 
	Text Field 144: 
	Text Field 145: 
	Text Field 146: 
	Text Field 147: 
	Text Field 148: 
	Text Field 149: 
	Text Field 150: 
	Text Field 151: 
	Text Field 152: 
	Text Field 153: 
	Text Field 154: 
	Text Field 155: 
	Text Field 159: 
	Text Field 160: 
	Text Field 164: 
	Text Field 165: 
	Text Field 169: 
	Text Field 170: 
	Text Field 174: 
	Text Field 175: 
	Text Field 179: 
	Text Field 180: 
	Text Field 184: 
	Text Field 185: 
	Text Field 189: 
	Text Field 190: 
	Text Field 194: 
	Text Field 195: 
	Text Field 196: 
	Text Field 197: 
	Text Field 198: 
	Text Field 199: 
	Text Field 200: 
	Text Field 201: 
	Text Field 202: 
	Text Field 203: 
	Text Field 204: 
	Text Field 205: 
	Text Field 206: 
	Text Field 207: 
	Text Field 208: 
	Text Field 209: 
	Text Field 2010: 
	Text Field 2011: 
	Text Field 2012: 
	Text Field 2013: 
	Text Field 2014: 
	Text Field 2015: 
	Text Field 210: 
	Text Field 211: 
	Text Field 212: 
	Text Field 213: 
	Text Field 214: 
	Text Field 215: 
	Text Field 216: 
	Text Field 217: 
	Text Field 218: 
	Text Field 219: 
	Text Field 220: 
	Text Field 221: 
	Text Field 222: 
	Text Field 223: 
	Text Field 224: 
	Text Field 225: 
	Text Field 226: 
	Text Field 227: 
	Text Field 228: 
	Text Field 229: 
	Text Field 230: 
	Text Field 231: 
	Text Field 232: 
	Text Field 233: 
	Text Field 234: 
	Text Field 235: 
	Text Field 236: 
	Text Field 237: 
	Text Field 238: 
	Text Field 239: 
	Text Field 240: 
	Text Field 241: 
	Text Field 242: 
	Text Field 243: 
	Text Field 244: 
	Text Field 245: 
	Text Field 246: 
	Text Field 247: 
	Text Field 248: 
	Text Field 249: 
	Text Field 250: 
	Text Field 251: 
	Text Field 252: 
	Text Field 253: 
	Text Field 254: 
	Text Field 255: 
	Text Field 256: 
	Text Field 257: 
	Text Field 258: 
	Text Field 259: 
	Text Field 260: 
	Text Field 261: 
	Text Field 262: 
	Text Field 263: 
	Text Field 264: 
	Text Field 265: 
	Text Field 266: 
	Text Field 267: 
	Text Field 268: 
	Text Field 269: 
	Text Field 270: 
	Text Field 271: 
	Text Field 272: 
	Text Field 273: 
	Text Field 274: 
	Text Field 275: 
	Text Field 276: 
	Text Field 277: 
	Text Field 278: 
	Text Field 279: 
	Text Field 280: 
	Text Field 281: 
	Text Field 282: 
	Text Field 283: 
	Text Field 284: 
	Text Field 285: 
	Text Field 286: 
	Text Field 287: 
	Text Field 288: 
	Text Field 289: 
	Text Field 290: 
	Text Field 291: 
	Text Field 292: 
	Text Field 293: 
	Text Field 294: 
	Text Field 295: 
	Text Field 296: 
	Text Field 297: 
	Text Field 298: 
	Text Field 299: 
	Text Field 300: 
	Text Field 301: 
	Text Field 302: 
	Text Field 303: 
	Text Field 304: 
	Text Field 305: 
	Text Field 306: 
	Text Field 307: 
	Text Field 308: 
	Text Field 309: 
	Text Field 3010: 
	Text Field 3011: 
	Text Field 3012: 
	Text Field 3013: 
	Text Field 310: 
	Text Field 311: 
	Text Field 312: 
	Text Field 313: 
	Text Field 314: 
	Text Field 315: 
	Text Field 316: 
	Text Field 317: 
	Text Field 318: 
	Text Field 319: 
	Text Field 320: 
	Text Field 321: 
	Text Field 322: 
	Text Field 323: 
	Text Field 324: 
	Text Field 325: 
	Text Field 326: 
	Text Field 327: 
	Text Field 328: 
	Text Field 329: 
	Text Field 330: 
	Text Field 331: 
	Text Field 332: 
	Text Field 333: 
	Text Field 334: 
	Text Field 335: 
	Text Field 336: 
	Text Field 337: 
	Text Field 338: 
	Text Field 339: 
	Text Field 340: 
	Text Field 341: 
	Text Field 342: 
	Text Field 343: 
	Text Field 344: 
	Text Field 345: 
	Radio Button 2: 
	Radio Button 3: 
	Radio Button 4: 
	Radio Button 5: 
	Text Field 346: 
	Text Field 347: 
	Text Field 348: 
	Text Field 349: 
	Text Field 350: 
	Text Field 351: 
	Text Field 352: 
	Text Field 353: 
	Text Field 354: 
	Text Field 355: 
	Text Field 356: 
	Text Field 357: 
	Text Field 358: 
	Text Field 359: 
	Text Field 360: 
	Text Field 361: 
	Text Field 362: 
	Text Field 363: 
	Radio Button 6: 
	Radio Button 7: 
	Radio Button 1: 
	Text Field 364: 
	Text Field 365: 
	Text Field 366: 
	Text Field 367: 
	Text Field 368: 
	Text Field 369: 
	Text Field 370: 
	Text Field 371: 
	Text Field 372: 
	Text Field 373: 
	Text Field 374: 
	Text Field 375: 
	Text Field 376: 
	Text Field 377: 
	Text Field 378: 
	Text Field 379: 
	Text Field 380: 
	Text Field 381: 
	Text Field 382: 
	Text Field 383: 
	Text Field 384: 
	Text Field 385: 
	Text Field 386: 
	Text Field 387: 
	Text Field 388: 
	Text Field 389: 
	Text Field 390: 
	Text Field 391: 
	Text Field 392: 
	Text Field 393: 
	Text Field 394: 
	Text Field 395: 
	Text Field 396: 
	Text Field 397: 
	Text Field 398: 
	Text Field 399: 
	Text Field 400: 
	Text Field 401: 
	Text Field 402: 
	Text Field 403: 
	Text Field 404: 
	Text Field 405: 
	Text Field 406: 
	Text Field 407: 
	Text Field 408: 
	Text Field 409: 
	Text Field 4010: 
	Text Field 4011: 
	Text Field 4012: 
	Text Field 4013: 
	Text Field 4014: 
	Text Field 4015: 
	Text Field 4016: 
	Text Field 4017: 
	Text Field 4018: 
	Text Field 4019: 
	Text Field 4020: 


