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Ceremony Plan       
Day & Date _______________________________	Ceremony Time___________________
Venue____________________________________					Staff           	
Room or Hall_____________________Venue Contact_____________________________
Party 1 Name_______________________	Party 2 Name_________________________    
Contact No / Email____________________ Contact No / Email_______________________

Number in the main party (e.g. couple, two witnesses, etc)_______ 		Staff           	
Total No. of Guests (Incl above)_______ 						Staff           	

Entrance information (e.g. bride/partner escorted by father, entering room together etc?) ___________________________________________________________      Staff           	

Arrangements for music?(e.g. CD, IPOD, Live, who will operate the music)
___________________________________________________________________________
Song 1(entrance)_____________________________________________________________
Song 2(signing)   _____________________________________________________________
Song 3(exit)	       _____________________________________________________________
Song 4 onwards- (background Music)							Staff           	

Are you exchanging rings or gifts on the day Yes/No? Any other information i.e. any special wording to be included at this stage? 
___________________________________________________________________________

Photographs Yes/No Video? Yes/No Who is taking them?_______________________
												Staff           	

Are there any special access requirements, (eg wheelchairs)? _____________________________________________________________  Staff           	
Enhancements to be included in your ceremony? (Eg oathing stone, handfasting, sand) ceremony)   Yes/No            
Who will be assisting? (e.g. tying the ribbon for handfasting)?       _____________________                                             Any other information (e.g. wording to be used)? 					Staff           	
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
Personal vows to be included in addition to the Registrar’s vows Yes/No?         (email a copy of wording to mar&cpr@glasgow.gov.uk) Any Additional info below.  	Staff           	
___________________________________________________________________________
___________________________________________________________________________
Readings or poems to be included Yes/No? If known, include Title and who is saying them when below (email a copy of wording to mar&cpr@glasgow.gov.uk) Any Additional info below. 											Staff           	
___________________________________________________________________________
___________________________________________________________________________
Any other information?
_________________________________________________________________________
_________________________________________________________________________
______________________________________________________________  Staff           	
Please remember to check for any large events happening in the city, adverse weather warnings etc. which may impact on the day						  Staff           	

[bookmark: _GoBack]Please remember that we normally require notice of any readings, poems, enhancements etc. at least two weeks before the date of the ceremony				  Staff           	
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