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PREMIERE INSTITUTE OF WEDDING AND EVENT PLANNING CURRICULUM OUTLINE

Part I - The World of Event Planning

WEEK 1
C Welcome to the World of Event Planning
Wedding and Event planners provide valuable services. Learn exactly what each kind of planner

does and what salaries wedding and event planners may expect.

¢ The Wedding and Event Planner
Learn how wedding planners help their clients realize wedding dreams by shooting for the stars and
keeping both feet on the ground. Explore what wedding planners do in a typical day and how
important the wedding planner is in making weddings successful.
In addition, you’ll learn about the person behind the scenes of special events such as a benefits,
community celebrations, and conventions. Learn how the event planner spends a typical day and what

role she plays in making each event memorable.

WEEK 2
c Planning Is Only The Half Of It
Learn how to sell yourself as a planner. Planning is only half of what you do as a planner. You must,
must learn how to build that report with a bride and make them believe YOU are the one to allow

them to hold that day in your hands.

c SalesIs A Skill
Learn the tools of the Sales trade. You must find a way to keep working on this part of your

personality. Networking, taking the call and making a cold call need to be a part of your set of skills.

WEEK 3
¢ Kick-Off Your Event Planning
Review the important role of the event planner in fulfilling the client’s vision. Learn the important

questions to ask in an initial client interview and how to explain your services.

¢ Cut the Cake—Managing Your Clients’ Resources
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This lesson shows you what items to consider as you help your client draw up a budget and how to

cut costs. You'll also learn who traditionally pays for which wedding elements.

WEEK 4
¢ Event Details - Locations & Catering
Learn how to make decisions about location & catering. Explore what specifics to consider for
corporate events, parties, banquets, benefits, fund-raisers, community events, conventions, conferences

and trade shows.

¢ Event Details — Decorations & Atmosphere
Learn how to make decisions about decorations and atmosphere. Explore what specifics to consider
for corporate events, parties, banquets, benefits, fund-raisers, community events, conventions,

conferences and trade shows.

Part II — Events Are My Life

WEEK 5
Cc Gratuities, Courtesies, Codes and Laws
Discover about the legal matters that will help you be a more effective event planner, such as
hospitality law, labor unions, city permits and ordinances, insurances, tips, liability and Health

D ep artment regulatio 1s.

WEEK 6
¢ Break out the Champagne—Engagement Parties
Learn about different styles of engagement announcements and when and where they should be
placed. Learn how to help your clients organize engagement parties and what advice to give them about

rings.

WEEK 7
C Wedding Bells are Ringing—Plan a Wedding
This lesson takes you through the early stages of planning a wedding, from conducting the initial

client interview and explaining your services to establishing the who, what, when and where of the big
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day. You’ll familiarize yourself with the questions a good wedding planner asks to help a client make the
important decisions. In addition, you’ll learn about each stage of planning a hotel wedding and then put

what you’ve learned into practice by planning a similar wedding yourself.

Part II — Success Is In the Details

WEEK 8
¢ Picture Perfect Details. . .
Discover how to handle the many details that make each wedding special, including invitations and

other printed matter, clothing, flowers, music, photography and food.

¢ Here Comes the Bride—Plan the Wedding Ceremony
Familiarize yourself with various types of wedding ceremonies, from different religious ceremonies
to weddings with a special theme. Learn about the meaning and history of traditional elements of

ceremonies and how to help your bride and groom customize their ceremony.

WEEK 9
¢ Eat, Drink and Be Merry—Plan the Reception
Learn how to choose a site for the reception, work with site managers and coordinate details such as

decorations, music, seating, liquor and the wedding cake.

¢ Formal Religious and Cultural Ceremonies
Learn about each stage of planning a formal religious or culture-specific ceremony and then put

what you’ve learned into practice by planning a similar wedding yourself.

WEEK 10
c Get Me to the Church on Time—Coordinate the Wedding and Reception
This lesson explains the role the planner plays on the day of the wedding. Learn how to work with
other wedding professionals and coordinate their services. Discover how to handle the different parts of
the ceremony, how to work with photographers, what to do during the reception and what to do when

problems arise.

Part III — Make It Work
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WEEK 11
¢ Market Your Wedding and Event Planning Business

Learn the best ways to get your business into the public eye.

¢ Bookkeeping, Recordkeeping and Legal Issues
Learn how to take care of the nitty-gritty details of bookkeeping, record keeping, taxes, permits

and insurance in order to make sure your business runs smoothly.
WEEK 12

¢ Practice What You Preach

Coordinate a mock event from beginning to end. Evaluation from Training Director.

¢ The Premiere Resources—_
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