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Vendor Communication Checklist

1. Establish Clear Communication Channels

e Designate a Primary Point of Contact:

D Choose a single person (e.g., you, your partner, a planner) fo manage all communication with
vendors.

D Ensure all vendors know who the primary contact is and how to reach them.

e Set Up Communication Preferences:

D Confirm each vendor’s preferred method of commmunication (e.g., email, phone, messaging
apps).

D Agree on response times and availability for both you and your vendors.

e Create a Communication Schedule:
D Set regular check-in dates with each vendor leading up fo the event.
D Schedule more frequent check-ins as the event date approaches.

2. Outline Expectations Early On

e Provide Detailed Instructions:
D Send clear, written instructions fo each vendor outlining their responsibilities and tasks.

D Include specifics about setup, timing, and any special requests.

e Share Your Vision and Priorities:
D Discuss your overall vision for the event and highlight your top priorities with each vendor.

D Use visual aids (e.g., mood boards, sample images) to help convey your ideas.

e  Confirm Understanding:
D Ask vendors to confirm their understanding of your instructions and expectations.

D Follow up with a written summary of any verbal agreements or discussions.
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3. Manage Multiple Vendors

e Coordinate Between Vendors:

D Facilitate infroductions and communication between vendors who need to collaborate (e.g.,
caterer and florist).

D Ensure they have each other’s contact information for direct coordination.

e Create a Vendor Contact Sheet:

D Compile a contact sheet with names, roles, phone numbers, and email addresses for all
vendors.

D Distribute copies to your designated point of contact and key feam members.

e Organize a Pre-Event Meeting:

D Schedule a walk-through or meeting with all vendors at the venue at least a week before the
event.

D Review the event timeline, setup logistics, and any last-minute details.

4. Address Issues and Changes

e Communicate Changes Promptly:
D Notify vendors of any changes to the schedule, setup, or services as soon as possible.

D Provide written confirmation of any significant changes to avoid misunderstandings.

e Maintain Open Dialogue:
D Keep communication lines open with vendors throughout the planning process.

D Regularly check in with vendors to address any concerns and ensure everything is on frack.

e Document All Agreements:

D Record any changes or new agreements in writing, either through email or an updated
contract.

D Keep all documentation organized and easily accessible.

5. Coordinate on the Day of the Event

¢ Delegate Day-Of Communication:
D Assign a trusted person to handle vendor communication on the day of the event.

D Brief them on the event timeline and any potential issues that may arise.
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o Keep the Vendor Contact Sheet Handy:
D Ensure the vendor contact sheet is easily accessible for quick communication.

D Provide copies to your designated point of contact and key team members.

e  Monitor the Timeline:
D Review the event timeline with your point of contact before the event begins.

D Check in periodically to ensure that everything is running on schedule.

6. Post-Event Communication

e Provide Feedback:

D Offer constructive feedback to each vendor after the event, highlighting what went well and
any areas for improvement.

D Complete any post-event surveys vendors may provide.

e Send Thank You Notes:

D Send personalized thank you notes or small tokens of appreciation to vendors who provided
exceptional service.

e Leave Reviews:
D Write online reviews for your vendors to help future clients and support their businesses.

D Be specific in your feedback, mentioning what you appreciated most about their services.

Final Steps

e Review Checklist Regularly:

D Keep this checklist handy throughout the planning process and review it regularly to ensure
nothing is missed.

e Make Adjustments as Needed:

D Update the checklist as your plans evolve and as new communication needs arise.

This checklist is designed to help you manage your vendor communication effectively, ensuring a smooth and
stress-free event. Print it out, check off each task as you complete it, and keep it handy throughout your
planning journey.
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