
W e d d i n g  C h e c k l i s t

Date of function:Basic Info

Arrival Time

Ceremony

Hospitality

BRIDE/GROOM ARRIVALam/pm

am/pm

am/pm

am/pm

am/pm

am/pm

am/pm

Guest Count: 

Client's designated financial contact: Party Planner (if applicable):

FLORAL DESIGNER ARRIVAL

BAND/D.J. ARRIVAL

PHOTOGRAPHER ARRIVAL

GUEST ARRIVAL - invitation time

NAME:

NAME:

NAME:

PHONE #:

PHONE #:

PHONE #:

Beverage: Champagne Sparkling Water
Style: Passed Stationary

White Wine All

Receiving table for place cards? yes no

Musicians: yes no

yes no

Location: Lobby Upstairs

Location:

location:

Dancefloor Photo studio (additional rental fee)

Bridal suite: Downstairs Photo studio (additional rental fee)

Bride and groom's name:

Client's contact at Tribeca:

KATUBAH CEREMONY

CEREMONY START

How long is ceremony?

Location: size:

Table for Yarmulkes: Yes No
Passed StationaryIf yes,

If yes, location:

Procession to enter from hallway:
How many songs for processional:

** Please note: Vendor Insurance Certificates must be provided**

If the ceremony is at the Tribeca Rooftop, please give us your procession line up, as well as, who is standing or sitting and on which
side of the chuppah they will be on. (left or right) :    

1.

2.

3.

4.

5.

6.

7.

8.

9.

Do not have KATUBAH CEREMONY

b r o u g h t  t o  y o u  b y  T r i b e c a  R o o f t o p

please complete and return no later than 14 days pr ior  to your event.
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t r i b e c . c o m



Ceremony Provide light bulb wrapped in napkin?
Provide table for Rabbi during ceremony?
Choice of wine:

Special instructions:

special instructions:

special dietary request:

other dietary restrictions that we might be able to accomodate (please explain):

- total number of meals we will be supplying for band at 1/2 the per guest price. 
  D.J.        , photographers        , videographers        .

Reception am/pm

am/pm

Kosher Meal(s) guest name/table

Children's Meal(s) guest name/table

Vegetarian Meal(s) guest name/table

COCKTAIL HOUR START

SIT-DOWN DINNER/BUFFET START - BALLROOM

Special request liquors/beers

Is smoking permitted?

Favors: 

Yes No

Yes No

Color of linens for cocktail tables:

**Please note: Seating cards must be alphabetized**
**Please note: Final Guest List with table # assignments must be submitted with Floor Plan**

Grey Underlays Grey Overlays

Use of couches: Yes No
Location: Cocktail area By river bar
Use of ottomans: Yes No

White Underlays White Overlays

Is smoking permitted? Yes No

Musicians? Yes No

Yes No
Yes No

White Red
Receiving line: Yes No

Kosher wine none

Yes No
Yes No

If yes, what kind?

If yes, please indicate location:

If yes, location:

If yes, please indicate location:

Would you like us to supply 3 votive candles for each cocktail table?
Receiving table for place cards?

How many cocktail tables?
Location: Size:

Sit-Down�
Dinner/Buffet 

Yes No
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Sit Down�
Dinner/Buffet

Will you be using our house linens? Yes No

Yes No

White tuxedo underlays White overlays White tuxedo napkins White seat cushions
Grey seat cushions Grey underlays Grey overlays Grey napkins

IF yes, when?

name of guest(s) giving the toast:
During 1st course Before dessert

cake displayed throughout dinner? Yes No

If not, who is supplier?

Phone number: Delivery scheduled for:

CHALLAH CUTTING and/or BLESSING CEREMONY name:

song:

am/pm

FIRST DANCEam/pm

CHAMPAGNE TOASTam/pm

PARENT DANCESam/pm

HORAam/pm

special instructions:

TIME LINE:
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Introductions into the ballroon: 

Please list:



Wedding Cake

Parking

Freight

Additional
Notes:

Cake: Yellow cake Chocolate cake

Lemon PineappleFillings:

Style:

Frosting:

Chocolate Mousse Cherry

Butter cream Whipped cream (in cold weather only)

Plum CannoliVanilla Mousse Raspberry

Apricot FudgeVanilla Pudding Blueberry

Apple Other

Yes No
Yes No

Chocolate Pudding Strawberry

noyes

Traditional floral and ribbon design trim on each layer?
(Trim will be white unless a preferred color is indicated/applicable to Basket Weave Cake only.)

Basket Weave Cake (Plain white with basket weave design, no colors.)

Choose your options.

Rolled Fondant Cake (Plain white with smooth finish, no colors.)

Do you require valet parking?

NoYesWill you require weekend and/or after-hour freight elevator access?

Approximate # of cars for valet:

You and your vendors may have access to the building freight elevator free of charge from Monday through Friday between 8 am and 
5 pm. Please let us know if weekend and/or after-hour freight elevator access is required by you or your vendors.

N.B. Please note that the building charge for weekend and after-hour freight elevator use is $75.00 per hour with a 4-hour 
minimum for deliveries and a 4-hour minimum for removal activities, and such amount will be back charged to you.

Tribeca Rooftop, 2 Desbrosses Street, New York, NY 10013. phone 212 625 2600, facsimile 212 625 2606
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Cake to be decorated with flowers by your florist?


