CEREMONY & MINI-RECEPTION
PLANNING GUIDE

Bride/Groom

&

Bride/Groom

/ /

Wedding Date




Congratulations on booking your wedding day at Braeside!

Please fill out and return your planning guide to your Braeside wedding
coordinator no later than one month prior to your wedding date. By filling this in
with as much detail as possible, it will allow us to know every detail about your
wedding day... This means that on the day you can kick back, relax and take it all
in, with Braeside staff, and other vendors, keeping out of your way as much as
possible.

We suggest chipping away at filling this out throughout the entire planning
process, rather than leaving it all to the last minute. By doing things early, eg.
booking in your other vendors, you are a) more like to get who you want, b) not
forget anything, and c) not become a super-stressed bride- or groom-to-be.

If you need any assistance filling out your planning guide, please contact your
Braeside wedding coordinator, or alternatively seek the FAQs section in the back
for our most commonly asked questions.

INCIDENTAL SECURITY HOLD

Credit/debit card details & required to cover any outstanding amounts accrued and/or any damage or loss.

Bookings will notgo aheadwithout card details provided.

If you prefer not to provide credit card details, a $500 bond is payable prior to your wedding.

Card Number

Card Typ

Carchol der’

S Expiry / Ccwv




CHAPECEREMONY

Details

Wedding Day & Date

Guest Arrival Time

Ceremony
Commencement Time

Partner IName

Contact Number

Partner 2 Name

Contact Number

Number of Guests
Including Bridal Party

Number in Bridal Party

Including Bridal Couple

Flower Girls

Page Boys

Pets Attending
Ceremony

Pet Chaffeur
Responsible

Alternate Contact

Relation

Contact Number

Officiant Name

Contact Number

Bridal Transport

Bridal Car Gar Colour
Make & Model

Driver Name Contact Number
Number of

Bridesmaid Cars

Music

How is Music Being
Played

Please circle

Live A

Please outline

Who

What are they
playing

Where to be set up

Additional
comments

Who is responsible

Venue Coordinator

Digitall . ) 550
CD/pghoneXaﬁiop for playing music oth
Please circle er
Please list name here

Entrance
Processional

. Signing L

Song Selections

2x songs 2
Exit
Recessional

Rehearsal

Complimentary with all bookings — 1hr allocation during office hours (Tuesday to Saturday 9am — 5pm). CONFIRM WITH VENUE FIRST FOR AVAILABILITY.

Rehearsal Date

Time




Styling& SetUp

Aisle Qarpet None Beige Red
Please circle
None Ivory Pew Bpws .
Every second row — supplied by Braeside
. What
Pew Decorations
Please circle Other A Whois
Please outline setting up
When is set
up
Seasonal Flower No
Arrangement Yes
Please remove
Please circle
Yes
Easel for Welcome S No Providing our own
Choose from included items page OPTION
Reserved Signs Bride’s family # required Groom'’s family # required
1x per pew
Back Pews Removec
For groups over 90 guests Yes No
Please circle
Optional Extras
Please tick your selections
Early Access 250 per hour . White
y ? P Confetti Cannon
Venue Coordinator to Control Single use
$50 Multiple colours — please $30ea Red

Ceremony Music

Additional Flower Arrangement: $140

indicate number of cannons
required

Multi-coloured

Addi ti onal

Not es,

Comment s,

Speci al

nst




GARDEN CEREMONY

Details

Wedding Date & Day
Guest Arrival Time Ceremony .

Commencement Time
Ceremony Location Circle Tree Other _
Please circle Please outline
Bride’' s Na Contact Number
Groom’s Na Contact Number
Number of Guests Number inBridal Party
Including Bridal Party Including Bride & Groom
Flower Girls Page Boys
Pets Attending Pet Chaffeur
Ceremony Responsible

Relationship
Alternate Contact

Contact Number
Officiant Name Contact Number

Bridal Transport
Bridal Car
Make & Model Car Colour
Driver Name Contact Number
Number of
Bridesmaid Cars
Music
Who
What are they
Live A playing

How is Music Being
Played

Please circle

Please outline

Where to be set up

Additional
comments

Who is responsible

Venue Coordinator

Digitally A ) . +550
CD/phone/laptop for playlng music Other
Please circle .
Please list name here
Is Power Required Yes No
Song Selections Entrance
Processional
Signing 1
2x songs 2.
Exit

Recessional




Rehearsal

Complimentary with all bookings — 1hr allocation during office hours (Tuesday to Saturday 9am — 5pm). CONFIRM WITH VENUE FIRST FOR AVAILABILITY.

Rehearsal Date

Time

Styling & SetUp

White

Timber

48 Americana Chairs
Please circle

Stylist Supplied A

Please outline

Supplier

Contact Number

Yes

With flower arrangement

Yes
Without flower arrangement

No

Timber Arbour
Please circle

Stylist Supplied A

Please outline

Supplier

Contact Number

Arbour Location

Easel for Welcome Sig
Choose from included items
page

Yes
OPTION

No

Providing Our Own

Optional Extras

Please tick your selections

Early Access

$250 per hour

Venue Coordinator to Control

Ceremony Music 350
Additional Chair Hire
Timber chairs only S3ea

Please indicate additional number

Confetti Cannons
Single use

Multiple colours — please
indicate number of cannons
required

S30ea

White

Red

Multi-coloured

Addi t

onal

Not es,

Comment s,

Speci al

Req




MINI-RECEPTION

Details
Number of Adult Number of Child Guests
Guests
Location Lawn Bar
Please circle Chapel Lawn Shed Bar +$300

Catering

Catering Option

1hr Chef’s Selection Canapes

Grazing Board

Woodfired Pizza

Please circle +$20pp
Cake Knife . . . . . .
Please circle Braeside Supplying Styling Supplying Client Supplying

Wedding Cake Cutting

Please circle

Self-Service Platters
+$50

Cut & Served Ourselves

Dietary Requirements

Guest Name

Allergy

Beverages

Beverage Package
Please circle

Standard Package Inclusions

Upgrade My Beverage Package
Upgrade to include premium beer & wine

+5$20pp
Drink Dispenser
S;Lectlon Non-Alcoholic Punch Virgin Mojito Virgin Sangria Iced Tea
+$70ea
Please circle — OPTIONAL
Bridal Couple Groom’s Drink of Choice Bride’s Drink of Choice
Beverages
Hardy’s Riddle wines Beer Soft drink & juice selection

Sauvignon Blanc Hahn Light

Chardonnay XXXX Gold
StandardPackage Moscato Great Northern Original

NV Brut Reserve
Cabernet Merlot
Shiraz Cabernet

Great Northern Super Crisp

Premium Package
Includes the above standard
package beverages, plus the
additionals listed

Yalumba Y Series wines
Sauvignon Blanc
Unwooded Chardonnay
Merlot
Shiraz

Angas Brut Premium Cuvee

Beer & cider
Asahi Superdry
Corona
One Fifty Lashes

Somersby Apple

Burleigh Big Head

Cider

Somersby Pear Cider

Soft drink & juice selection




Music & Entertainment

How is Music Being
Played

Who

What are they
Live A playing

Please outline Where to set
up

Additional
comments

Who is responsible for
playing music
Please circle

Digitally A
CD/phone/laptop

Venue Coordinator
+$10

Other

Please list name here

Is Power Required

Yes

No

Additional Notes, Comments, Special

Req




OPTIONAL EXTRAS

Please indtate your OPTIONAL extrasd the number requiredhat you would like to include with your booking.
Some of these are outsourced but can be arranged by us.

See page for pictures

Furniture Lighting
. . . Festoon light
Timber festoon lit LOVE sign $100 $500
Chapel Lawn canopy
Extra high bars/wine barrels S10ea Festoon lighting POA
Camphor Laurel tree
Timber long high bars $100 Festoon lighting POA
Marquee canopy
Braeside tree slab table $100 Fairy light $500
Chapel Lawn canopy
Additional chairs $3ea Coloured uplights around POA
(garden ceremony) marquee or gardens
Extras Beverages
fotti
Con. etti cannon $30ea Premium beverage package $20pp/ph
White
Confetti cannon s .
Multicoloured $30ea Non-alcoholic drink dispensers S70ea
fotti
Confetti cannon $30ea Food
Red
Seasonal green & white floral $140 Dessert grazing table POA
arrangement
Lolly/dessert table set-up $30 Gelato bar POA
Kids Donut wall (bare) $30
Kids corn.er in Chapel with TV $200 Donut wall (with Krispy Kreme $130
and cushions donuts)
Coadination Wedding cake plated per person | $2.50pp
Coordinator to control Wedding cake served on
. S50 $50
ceremony music — chapel platters
Coordinator to control
ceremony music — garden $100
Includes PA set-up & hire




VENDORS

These detailsvill be usedto contact your vendors in the lead up to your wedding day.

Name

Contact Number

Bump in
Office use only

Caterer

In Season Catering

0451951351

Stylist

Entertainment
Ceremony

Entertainment
Mini-Reception

Florist

Celebrant

Photographer

Videographer

Pet Chaffeur

Transport/Cars

Wedding Cake

Other




CONTACTS

So we know who to approach on the day, so you can relax

Name

Contact Number

Relation

Alternate Contact on
the Day

2d Alternate Contact

MC

Person Collecting
Items Next Day

Other

YOUR LOVED ONES

So we can refer to your family and friends like the VIP guests they are!

Mother of Bride

Mother of Groom

Father of Bride

Father of Groom

Step Paent(s) of Bride

Step Parent(s) of Groom

Maid of Honour Best Man
Bridesmaids Groomsmen
Flower Girls Ring Bearers

Other Special Guests




SUGGESTED RUN SHEET

Mini-reception bookings are held around esting bookings and have no set timings other than your 3.5 hours exclusive use of t
venue.
Additional time is available upon request for $250 per hour.
Please confirm your agreed booking time on your booking form or with venue.

Below are some samples die most common timings for minreception bookings-your agreed timings may be different.
Time Iltem Notes
G t i it
2.00pm uests arrl\{e on S.I € Chilled water available for guests
Grooms arrives with groomsman
2.20pm Guests move to ceremony area Officiant begins housekeeping
2.25pm Bride arrives
2.30pm Ceremony commences Most ceremonies go for around 20-30 minutes
3.00pm Ceremony concludes Confetti shower — if applicable
Guests congratulate couple
Nl h
3-10pm Group photo Step ladder provided for photographer
3.15pm Guests move to mini-reception area Bridal party photos commencg
Beverage package & food service commences
5.00pm Bridal party (bride & groom) join guests
5.15pm Speeches Beverage package concludes, bar tab commences or guests
to pay for own beverages
6.00pm Venue hire concludes
6.30pm All guests to have departed property Bridal party to vacate property




INCLUDED ITEMS

The following items are available for use, included in your venue hire

Easels

T 90cm width

I 80cm ground to horizontal
bar

9 180cm ground to top

9 Non-adjustable

1 2x (matching pair)
available

Wooden with white paint finish

1
1
f

T

63cm width

175cm ground to top
Adjustable horizontal bar to
suit size of sign/seating frame
Best for larger size items

Metal black paint (gloss) finish

f
f
il

1

54cm width

122cm ground to top
Adjustable horizonal bar to
suit most smaller signs.

Best suited outside chapel for
welcome sign

Wooden finish

Frames

INTERNAL measurements
530mm x 730mm

Carpet background, stick your sign on with velco ¢

INTERNAL measurements

410mm x 580mm
2x available — matching pair

INTERNAL Measurements

590mm x 890mm




Outdoors

Timber Arbour

2 post timber arbour

Green & white silk flowers OR chiffon
draping included

Can be decorated by your florist/stylist —
screws and hooks in place for florist paddles

Garden Ceremony Chairs

Choice of plastic white Americana style
or timber folding chairs including 48
chairs within your venue hire
Additional timber chairs available at $3
per chair

Garden Ceremony Signing Table
White wrought iron table with 2 chairs

Fairy Lights in Signature Tree
Warm lights to create romantic night time
photography

Lawn Games
Giant Chess/Checkers, giant Connect 4,
giant Jenga, Croquet

Umbrellas
Large (permanent) umbrellas available for
use — weather permitting

Seating/Furniture

Lawn bar — a selection of high bars & wine
barrels with bar stools, cane lounges &
timber benches with cushions, coffee tables,
rugs & ottomans

Shed bar — wine barrels, bar stools, timber
benches & handmade timber high bar (long)

Chapel lawn — wine barrels, high bars &
stools, timber benches with cushions

Swing Garland
Complimentary with all bookings

Please advise if you prefer to not have it
on the swing

Indoors

Aisle Carpet- Chapel Only
Choice of red, beige or no aisle carpet

Ivory Pew Bows
Tied on every second row, ivory only
available

Flower Arrangement

Seasonal green and white flower
arrangement is provided for all Chapel
bookings

Optional with venue hire

Can be used in Marquee if required

Linen
All white linen is supplied as part of your
venue hire including table cloths & napkins

Glassware
All standard wine, water and champagne
glassware is included in your venue hire

Crockery
In Season Cateringrovide white crockery to
compliment most styling set ups

Cutlery Cake Knife Wishing Well

Silver cutlery to compliment catering Cake knife available for use included in White & glass terrarium style wishing well
provided your venue hire with twinkle lights

Cake Table Gift Table

Choice of wine barrel or white round table
for cake

Gift table white oval shaped, with linen
available




OPTIONAL ITEMS

The following items are available for you to use, additional to your venue hire

Handmade timber bridal table Hand made timber sign with warm glow
with bentwood chairs festoon lights

$250

$100

Tree slab signing
table/cake/gift/dessert buffet table
$100

Confetti Cannons — multi-coloured or

Wrought iron arch — greenery white, other colours available upon
additional request
$30 each

Fire pit — with unlimited fire wood
$100

Seasonal flower arrangement —
replica of provided for chapel
$140

Kids’ corner in chapel
$200

Non-alcoholic drink dispensers
$70 each




FAQs

Ceremony

Ceremony
Rehearsal

All bookings include a 1 hour ceremony rehearsal complimentary.

Who: Anyone who plays a part in your wedding ceremony, bridal party, flower girls/page boys, officiant, celebrant,
parents etc. Please do not bring any people additional to this.

Why: It is important for everyone that they all know their roles on the day, so they can enjoy the moment with you.
When:Ideally as close to your wedding day as possible. Preferably the day before in the afternoon — subject to venue
and coordinator availability.

How: Your wedding coordinator will go through your whole ceremony with (or without) your officiant. Who stands
where, who is responsible for what, how fast you walk, how to hold your flowers etc. Depending on how many
guestions you have and how well everyone listens will depend on how effective the rehearsal will be.

Pets Attending
Weddings

We are happy for your fur-baby to be involved in your wedding day celebrations however please be aware for the
safety and comfort of your pet that they MUSTbe in the care of a professional pet sitter. Family/friends etc will not be
accepted as a pet sitter on the day. Failure to make suitable arrangements will result in your pet being asked to be
taken home.

Who: We work very closely First Class Pet Wedding Assistamtiso are very familiar with our venue are trained to
handle stressed, overwhelmed animals, and will ensure they are happy, safe and comfortable in a strange environment
with heaps of people all wanting to pat them.

Why: It is important to us that your pets are suitably looked after while they are onsite at all times, as we have a duty
of care for them too. We would hate for your fur-baby to run off, eat something it shouldn’t from a guest’s hand or be
hurt/tripped over by a guest — accidents happen. This is for the safety, wellbeing and comfort of your pet.

Start Time &
Early Access

Early access is available for most bookings, subject to venue availability for an additional $250 per hour. This allows
you to start your venue hire earlier. This is useful during those shorter months where the sun sets earlier in the
afternoon. If you would like to have your ceremony start earlier than your agreed timing on your booking form, please
contact us and check for availability first as some dates we have another wedding booked in prior to a ceremony and
reception.

On your invitations pleaseask your guests to arrive 30min prior to your ceremony commencing.

Guest Arrival We will have chilled water available for them and car parking attendants on duty to assist with parking.
Time Guests who require easy access to the chapel, advise they can be dropped off next to the marquee. The car will then
need to park in the lower car park.
If it happens to be a rainy day for your wedding, please don’t worry!
1. Your photos will look amazing — cloud cover is a photographer’s best friend.
2. Some cultures believe rain on your wedding day is meant to bring good luck.
3. We have our wet weather contingency plans down pat! No matter how many guests you have or where on the
grounds you’re getting married/your pre-reception is taking place.
If you are having a garden ceremony, we leave the call as last minute as possible to ensure you still have a good chance
of getting your preferred location. We continually scan the radar and have the chapel ready to go — just in case. If it’s
raining as you (the bride) arrives, it is then up to you whether you want to continue with the outdoor ceremony or
Wet Weather move to the Chapel. We will dry the seats and do our best to keep you all as dry as possible.
IFthe weather is severe (extremely, windy, rainy, hot etc) and not looking to pass quickly, we will make the call the
move the ceremony to the chapel, communicating this with you as you and your guest’s safety and comfort is our
number 1 priority.
Say it has been raining constantly for a few days in the lead up to your wedding, we will assess the grounds for
suitability (bogginess), we don’t want you or your guests slipping/tripping in very wet grass if we can help it.
Again, this will be communicated by you and the final decision will be made on the day at least 2 hours prior at the
earliest.
We have some umbrellas for guests to borrow while on site as required.
If you are considering having live music in the chapel this is acceptable, however please consider the space and how
. . many guests you are having attend your wedding.
Live Music- ) . .
Chapel We are able to remove the back—rlght hén.d pew (closest to Fhe PA system) to give them space to set up. However, if
Ceremony you have a large group of guests, this will impact guest seating.

If you don’t mind them being in your photos and your bridal party is less than 6 (including you and your officiant) we
could set them up the front with you, depending on the ensemble of course.




Our chapel has a full PA system including wireless microphone for your use.

Music inputs include: CD and auxiliary 3.5mm connection (headphone plug in). You can play your music off your
laptop, tablet, or phone. If you are using a device that has a cellular connection (i.e. phone), make sure you have
downloaded your music (not streaming from Spotify for example) and switch the device to aeroplane mode. This way
you won’t have any disruptions during your entrance or service.

glr?;ts(lalMUSIC_ Allocate someone from your group you can trust to control the music for you on the day. This person should be
Ceremony confident what they are doing and able to think on their feet quickly should any little technical issue arise. Its best you
don’t get someone close to you to do this, as they will be up the back of the chapel for the entire service probably not
enjoying it as much as they would be up the front.
Alternatively, your wedding coordinator can control your music for you and sit in on the service for $50. Most of our
couples use this as a safe guard knowing that they are in good hands. There is nothing worse than walking down the
aisle and your music cuts out % way through or the wrong song is played as you're exiting!
Live Music- If you are considering having live music in the garden this is acceptable, please note this on your check list so we know
Garden to run power to the area. Noise levels will be monitored to ensure our friendly relationship with our neighbours is
Ceremony maintained.
Digital Music— Your officiant will need to supply a PA system for garden weddings, and most will control the music for you.
Garden In the instance that your officiant cannot control the music for you, Braeside can provide a PA system in the garden for
Ceremony an additional $100, where your wedding coordinator will control the music for you.
Coordinate with your celebrant to assist you with this if required.
. No material of any kind is to be thrown in the chapdihis includes flower petals (fake and artificial by flower girls).
Confetti/ i .
Bubbles Only biodegradable material is acceptable to shower the newlyweds OUTSIDE the chapel. Bubbles are acceptable
Etc ' outside the chapel. Confetti etc are acceptable to shower the bride and groom as they exit the setting, so long as the
' material is organic or biodegradable. Failure to comply with this simple request will result in a $500 cleaning fee.
Mini-Reception
One of our senior bar staff will look after you from the end of your ceremony through to the end of the night. They will
Bridal Party check in with you periodically for drink orders or if there’s anything else you need. No need to come to the bar unless

Drinks Service

you want to say hello! If you have your wedding coordinator stay on all night, she will personally look after you to give
you the extra VIP treatment you deserve — after all it’s your special day!

Guest s

Your included beverage package begins at your reception, however for an additional $20 per person per hour, you may
extend your beverage package to include your pre-reception.
Alternatively, your guests may purchase their own beverages, with both cash and EFTPOS available.

Entertainment

All mini-reception areas have speakers for your use, Shed bar, Lawn Bar and Chapel Lawn use and auxiliary connection
(3.5mm).

You’re welcome to supply your own speaker/playlist if you wish.

Nominate a guest to look after this for you or we can do so for $10.

Live music is acceptable, however noise will be monitored and controlled. A single musician and guitar or key board is
sufficient in any of the 3 spaces.

Power and a stool can be provided for live musicians as required.

Styling

As a general guide, styling is not necessarily essential for your mini-reception area UNLESS you have a specific look you
are trying to achieve. Your guests are only here for a short amount of time and really don’t even notice these little
touches you’ve spent money and time on that could have been better used elsewhere.




Entertainment

DJs, Bands &
Music

We have a couple of trusted, reliable and fantastic DJ companies we work with on a regular basis who we highly
recommend you look into when considering your entertainment. We do this for your best interest. We have seen way
too many DJ’s not turn up, turn up without their basic equipment such as a laptop or speakers, we’ve had DJ’s let
songs play out with nothing following because they’re outside having a smoke, DJ’s start the set then leave 5 way
through and have a “up and comer” sit in for the remaining of the booking who has no training or experience. I’'m not
telling you all this to scare you, but to make you aware. Your wedding music will set the tone and atmosphere for the
best party you'll ever throw. The person you put to run this for you needs to be reliable, professional and actually
care about you and what they’re doing. This is why we recommend the people we do, to protect your day from being
ruined. Our DJs can MC professional, confidently and competently to make your wedding reception truly memorable
for the right reasons!

Similar to DJ's we’ve seen our fair share of poor bands/live musicians. When choosing your wedding music, keep in
mind the atmosphere you want to create. Many couples ask if they can use a Spotify playlist, | get it, weddings are
expensive but cutting corners here is not the way to try and keep your costs down. By having a professional
controlling, the music and atmosphere on the night can really set the scene and keep guests entertained and lively.
They can read the crowd and play a mix of music that all guests will enjoy. The people we recommend will NOT play
music they want to play, but the music you allow them to play.

A professional MC can really work a crowd and make it entertaining —it’s what they do sometimes 4- 5 times a week
remember, it’s their profession! They know the ins and outs of the venue, how to get the run sheet back on time if we
fall behind and can quickly come up with games, or ideas to entertain your guests if your best man’s speech went a
little awkward and no one really knows how to move on...

Noise

We have a great relationship with our only neighbours Hillview House Aged Care, in the 7 years Braeside has been
running we have never had a complaint and plan to keep it that way. That being said, if we ask your DJ/Musician to
turn it down a little, it’s not to kill the mood but to keep us open so other couples and families can enjoy the venue.
We have noise limitations around the whole venue, this will be monitored and handled discreetly as required on the
day/night.

Credit Card
Details

Credit card details are required now with all bookings for any incidentals. Including bar tabs, damages, excessive
cleaning
Bookings will not proceed without valid credit card details OR a $500 bond, refundable when not used

Preferred
Suppliers

This document has our complete list of preferred suppliers as of November 2019. This list may change from time to
time as new suppliers enter our preferences, or as existing suppliers move on. When searching for your suppliers,
please start with this list, it’s made for your benefit not ours. Some suppliers you may click with straight away and
others may not, and that’s okay. Keep a list of who you have spoken to and try not to bulk enquiry everyone at the
same time. By the time most get around to replying, especially if you’re enquiring over the weekend, you would have
forgotten who % of them are and what they do. Keep it to 5 or so at a time or use a spreadsheet to take note of
points you are looking for in your suppliers.




PREFERRED VENDORS

Contacted/Booked

Contacted/Booked

Catering

Styling & Flowers

In Season Catering

BOOKED

Style onQ

Cakes & Sweets

Hillview Fresh Flowers

Two Little Bakers

Photography & Videography

Little Cocoa Confectionary

Leigh Warner Photography

Celebrants

Follett Photography

Helen Murray

Mario Colli Photography

Sarah May Alexander

Leisure Lane Photography

Liz Jesse

Unveil Films & Photography

Robert Simmons

Casey Jane Photography

William Moran

Rachel Wilson Photography

Married by Jake

Love Days Cinema

Shane Vincent

Alexei Maiko Films

Entertainment

Transport

We R DJs

One Big White Limo

Bassline Studios (band)

Gold Coast Helitours

Naomi Terashima (harp)

Gold Coast Luxury Car Hire

Adiamus String Quartet

Kool Kombi & Bug

Photo Booth

Cinderella Carriages

In The Booth

Hair & Beauty

Fireworks

Poise & Pluche

Mr Fireworks International

Hair | Come

Accommodation

Pet Chaffeur

Mercure Gold Coast Resort

First Class Pet Wedding Assistant

Stationery

Xue Calligraphy




