EVENT PLANNING AGREEMENT
This Agreement is made on [date] between [Planner name or company], with address at [address] (the "Planner"), and [Client name], with address at [address] (the "Client").
1. Event
[Event type] on [event date], for about [number] guests, at [venue or "to be selected"]. Total event budget: [amount], excluding the Planner's fee.
2. Services
The Planner will provide [full planning / partial planning / day-of coordination], including: [venue search, vendor recommendations, budget tracking, timeline, design, rehearsal, on-site coordination for [number] hours].
3. Meetings
The fee includes [number] planning meetings and replies to messages within [number] business days.
4. Fee
The Planner's fee is [flat amount or percentage of the budget]. The Client pays [percentage] on signing, [percentage] on [date] and the balance [number] days before the event.
5. Vendors
Vendors contract directly with the Client and are paid by the Client. The Planner may recommend vendors and will disclose any commission it receives from them.
6. Approvals
The Planner will not sign contracts or spend money on the Client's behalf without the Client's written approval.
7. Day of the event
The Planner and [number] assistants will be on site from [time] to [time], manage the timeline and be the contact for vendors.
8. Expenses
Travel beyond [distance], parking and any purchases made for the Client are reimbursed at cost, with receipts.
9. Cancellation and changes
If the Client cancels, payments made are non-refundable and amounts due before the cancellation date remain due. If the date changes, the Planner will try to serve the new date, subject to availability.
10. Limits
The Planner is not responsible for the performance of vendors, weather or the venue. The Planner's liability is limited to the fee paid.
11. Photos
The Planner may use event photos in its portfolio, subject to the photographer's permission and the Client's opt-out here: [ ].
12. Governing law and signature
This Agreement is governed by the laws of [state]. The parties agree to sign it electronically, with the same effect as a handwritten signature.
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Name: ______________
Date: ______________
	Client
Name: ______________
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