
The Bungalow 

Check list 

 
Congratulations on your upcoming event, and thank you for choosing The 

Bungalow! 

 

We at The Bungalow want your event to be a complete success.  Please help 

us by filling out this form.  Once the form is completely filled out, it’s time to 

schedule your design session appointment. To give our clients the best service 

possible, we must limit your design appointment to 1 hour.  You may book an 

additional design session at $25.00 per hour. Design appointments are scheduled 

Monday-Wednesday (event pending).  We are always happy to answer any of your 

questions through email at info@bungalowwedding.com.  It is your responsibility to 

schedule your appointment as well as pay your balance in full 30 days prior to your 

event.  We look forward to meeting with you! 

 

Guest Count:  

Ceremony:________ 

Reception:________ 

 

Formula:  Take the number of invitations you are sending out and double it 

and then divide that number by 1/3.  (500 invitations doubled is 1000 and then 

divided by 1/3 is 333 guests give or take). 

 

*How many invitations will you be sending out?______________ 

*How many will go out of State?___________ 

*Of the out of State invitations, how many will travel to Utah?___________ 

This formula will help you in figuring how many guests will attend but is not 

always exact.  

The best way to figure count is to go through each invitation you are sending 

out and make a list of who you think will attend from that invitation.  If it is sent to 

a family of 6, will all 6 attend?  Or do you think just 2 will attend?  Keep in mind, 

most families bring all of their children to receptions in Utah whether you write just 

the parents name or not on the invitation.  

It is important to have an idea of what the count will be in advance so that 

you can choose your reception times accordingly.  If you anticipate 350 or more 

guests, you will want to run the reception for 2.5-3 hours.  If it is under 350 guests, 

2 hours is standard.  

If you have a small guest count, 100-150, reception times should not extend 

longer than 2 hours.  We often find that the longer you run a reception with a small 

guest count, those guests (being mostly close family) tend to stay the entire time 

and eat more than once.  

mailto:info@bungalowwedding.com


Time Schedule: 

Refer to our website www.bungalowwedding.com for ceremony and reception 

time options under the "Services" page.   Please let us know before printing 

invitations what times you are thinking.  We can help you in deciding what will work 

best.  

Arrival Time:______________ 

Ceremony Time:______________ 

Luncheon/Dinner:__________ 

Reception Time:___________ 

Departure Time:______________ 

Tip:  If you are not wanting to have a formal line, word your invitation to say 

"Open House" or "Celebration" rather than "Reception".  You can also split the time 

and  say "Receiving line" from this time to this time and then "mingling" "dancing" 

etc. from this time to this time.  This way, the guests that want to be received by 

you in a formal line will come during the "Receiving line" time listed.  

 

Ceremony Information: 
Indoor ceremony seats 50 guests in Parlor with chair set up, or 75 if guests 

stay at tables. Outdoor ceremony seats 75 guests. 

 

Flowergirl:___________________Ring Bearer:_______________________ 

1st Bridesmaid:_______________________1st Groomsman_____________ 

2nd Bridesmaid:_______________________2nd Groomsman____________ 

3rd Bridesmaid:_______________________3rd Groomsman_____________ 

4th Bridesmaid:_______________________4th Groomsman_____________ 

5th Bridesmaid:_______________________5th Groomsman_____________ 

6th Bridesmaid:_______________________6th Groomsman_____________ 

Maid of Honor:________________________Best Man:__________________ 

Please make a list of bridesmaids, groomsmen, ring bearers/ flower girls, and 

the order you want them. 

 

Program: 
Will you be having any type of dancing, cake cutting, bouquet toss, garter 

toss, or microphone needed?  It's nice to have a tentative schedule for listed items 

so our staff is aware. 

*Will you have a DJ?______ 

*Will you be using our sound system?_____ 

If our sound system, please label playlists and put in order to be played. 

Example:  Prelude music, ceremony, postlude, reception music, first dance, 

father/daughter dance, mother/son dance, dancing, ect. You are responsible for 

getting your music on a device (phone, tablet, ipod) and giving it to us upon arrival.  

 

 



Cake Cutting Time:__________________ 

Will our staff serve the cake?_____________ 

Dancing Time:___________ 

First Dance:_________ 

Father/Daughter________ 

Mother/Son_________ 

(First dance, Parents dance etc.) 

Order:________________________________________________________

__________________________________________________________________

_ 

 

 

Menu: 
The menu brochure is located on our website under the services page.  Our 

package includes a $7.00 per person food allotment for 100 guests.  You may 

choose to stay within this price or build a menu to your liking and budget ($7.00 

minimum per guest). We prepare food count based on the number of guests you 

request. Food is prepared in increments of 25 only.  

Menu 

choices:___________________________________________________________ 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

____ 

 

Another great addition is to add a Luncheon/Dinner gathering.  Often if we do 

the ceremony, we will have a luncheon/dinner gathering for the close family that 

attends the ceremony.  This can be a heartier menu that you may choose off of our 

brochure.  The great thing is, you already have the private venue to  yourself at 

this time, so you are only paying for food for your guests.  We would then switch to 

a lighter refreshment menu for your reception guests.  We also provide this option 

if the marriage is off site (temple, other location).  The family that attends the 

marriage can come and have a luncheon/dinner gathering before the reception 

starts.  This eliminates family having to travel to multiple locations ($7.00 per 

person minimum, 50 guest minimum and has to stay within allotted time schedule)  

Luncheon/Dinner 

choices:____________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

___ 

 



 

 

 

Cake: 

We offer two in house cakes. The English Torte Cake and The Naked Brownie 

Cake.  If you need cake maker recommendations our preferred vendors are listed 

on our website www.bungalowwedding.com.  You may also choose to have another 

PROFESSIONAL cake maker of your choosing.   if you would like us to cut and serve 

this cake to your guests, there is a $75.00 cake cutting fee.  You are also welcome 

to have a friend or family member cut your cake.  If you do so, you’ll need to bring 

plates, napkins, and utensils. We include this service if an in house cake is 

purchased.  

Cake:_________________________________________________________ 

 

Decorations: 

Ivory linens and centerpieces for all tables are included in your wedding 

package.  If you would like extra decor, you may choose a Decor Package.  Pricing 

and information is available on our website under the services page. Any decor 

brought in, must be set up and taken down within your allotted time schedule.  

Centerpieces ours/yours:  

Wedding Colors:_________________________________ 

Theme:________________________________ 

Ideas:________________________________________________________

__________________________________________________________________

__________________________________________________________________

__ 

 

Flowers: We highly recommend our preferred florist Milli Garrett.  Her phone 

number is 801-717-8478. Often we can arrange to have her at our design 

consultation if you choose to use her as your florist. You may also choose to provide 

you own florist. 

 

Set up - After many years of experience, we know what works best for the 

wedding/reception set up including  but not limited to, dining tables, food buffet, 

sign in table, cake table, gift table and display tables.  Any requests for the moving 

of furniture must be approved by management and will be assessed a $50 

minimum based on items moved.  Items may only be moved by our staff only.  

 

As always, if you have questions please email us at 

infobungalowwedding@gmail.com. This is the best way to contact us and provides 

us with details in writing to refer to. Final choices will need to be complete 30 

days prior to your event.  Any changes made after 30 days will be charged at a 

minimum of $50.00.  






