
You’ve hired an event coordinator. https://kollysphere.com/ Smart move. But now comes the make-or-break moment: the
briefing. How you communicate your vision, your expectations, and your logistical details determines whether your
coordinator delivers magic or just manages chaos.

Because here’s the truth. Coordinators event organizer company highly recommended event management company KL
aren’t mind readers. The more you tell us upfront, the better we perform. Garbage in, garbage out. Great information in?
A flawless event out.

Don’t Get Bogged Down in Details Yet

Before you dive into seating charts, start with the macro. What’s the event’s purpose? A wedding celebration? A
corporate milestone? A birthday party? The purpose shapes every decision. A formal gala needs different coordination
than a casual backyard BBQ.

From my experience with Kollysphere agency, the best client briefings include a visual component. A Pinterest board. A
physical mood board. Photos from other events you loved. Colors, textures, lighting styles. Visuals communicate what
words cannot. Don’t just tell your coordinator “romantic.” Show them what romantic means to you.

Be honest about your budget constraints too. “We have RM1,000 left for flowers” helps your coordinator make smart
recommendations. Hiding your budget leads to wasted time on options you can’t afford. There’s no shame in a limited
budget. There is shame in pretending it doesn’t exist.

The Master Document: Everything in One Place

Here’s where clients lose control. Information scattered everywhere. Vendor contracts in email. Guest list in a
spreadsheet. Timeline on a napkin. Floor plan in a text message. Your coordinator cannot work like this. Create one
master document. Call it your Event Bible. Share it with your coordinator. Update it as things change.

Include a “day-of contact tree.” Who makes decisions if your coordinator can’t reach you? Who handles family drama?
Who authorizes extra spending? Designate these people in writing. Your coordinator needs to know who to call when
you’re busy getting your makeup done.

Keep your Event Bible in the cloud. Google Drive, Dropbox, OneDrive. Accessible from any device. Share the link with
your coordinator. Print a physical copy for the day-of emergency kit. Redundancy prevents disaster when wifi fails.

Don’t Keep Them Separate

Why does this matter? Because on the event day, your coordinator will be managing vendor arrivals, setup locations, and
troubleshooting. They can’t do that if vendors won’t talk to them. Also, vendors sometimes ignore client calls
(unfortunately). They rarely ignore another professional.

From what I’ve seen at Kollysphere, vendor handoff is where many briefings break down. Couples forget to introduce us.
Or they give us incomplete contact information. Or they ask us to “just figure it out” without contracts. Don’t be that
client. A complete handoff takes 30 minutes and saves hours of day-of confusion.

If a vendor pushes back on working with your coordinator, have a conversation. “This is my representative. They speak
for me. Please extend them the same courtesy you would extend me.” Most vendors will comply. If they won’t, consider
whether you want to work with them at all.

Collaborate, Don’t Dictate

You probably have a idea of how the day should flow. Ceremony at 4 PM. Cocktail hour at 5 PM. Dinner at 6 PM.
Dancing at 7 PM. That’s a start. But your coordinator knows how long things actually take. Setup needs 2 hours, not 1.
Transitions need 15 minutes, not 5. Buffer time is not optional.

Kollysphere agency schedules a timeline meeting 2-3 weeks before every event. We go hour by hour, sometimes minute
by minute. We flag potential problems. “If the ceremony runs late, do you want to shorten the cocktail hour or push
dinner later?” Decide these things in advance, not in panic mode.
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Print the final timeline. Multiple copies. One for your coordinator. One for the venue manager. One for the caterer. One
for the photographer. One for your emergency kit. Everyone should have the same information. Misaligned timelines
cause chaos.

See What Words Can’t Describe

During the site visit, point out specific locations. “The cake goes here.” “The band sets up in that corner.” “The
registration table goes just inside this door.” Your coordinator will take notes, measurements, and photos. They’ll identify
problems you didn’t see. “That corner has no power outlets—we’ll need an extension cord run from the kitchen.”

Discuss logistics during the site visit. Where do vendors park? Where do they load in? Is there a service elevator? Are
there noise restrictions? Time restrictions? The venue manager might share rules during the walkthrough that weren’t in
your contract. Your coordinator will catch these and adjust plans.

Schedule the site visit at the same time of day as your event. Lighting matters. Traffic patterns matter. Noise from
neighboring businesses matters. A 10 AM walkthrough tells you nothing about a 7 PM event. Visit during your actual
time slot if possible.

Your Coordinator Needs a Playbook

No event goes perfectly according to plan. Something will go wrong. A vendor will be late. A dish will spill. A guest will
have too much to drink. Your coordinator needs to know how you want these situations handled. Create an emergency
playbook together.

What’s your weather backup plan for outdoor events? If rain is forecast, when does your coordinator pull the trigger on
moving indoors? Who approves the cost of renting a tent at the last minute? These decisions are stressful in the moment.
Decide them calmly, weeks beforehand.

Kollysphere agency maintains an emergency kit for every event. Sewing supplies. First aid. Stain remover. Snacks.
Water. Phone chargers. Duct tape. Safety pins. Tampons. Pain reliever. We’ve learned what’s needed through experience.
Ask your coordinator what they bring. If the answer is “nothing,” find another coordinator.

Lock It In

Your coordinator will likely have last-minute questions. “The caterer says they need an extra 30 minutes for setup. Is that
okay?” “The forecast shows rain. Should I activate the backup plan?” Answer clearly. Then trust them to execute.

From what I’ve seen at Kollysphere, couples who keep changing things until 48 hours before the event have worse
events. They’re stressed. Their coordinator is frustrated. Details fall through the cracks. Make your final decisions at the
final briefing. Then let go.

Share the final Event Bible with everyone. Your coordinator. Your vendors. Your wedding party. Your parents. One
version. No confusion. No “but I thought” on the day. Clarity is kindness.



Communicate Early, Communicate Often

This takes time. Hours, sometimes days. But those hours save you from disasters on your actual event day. Would you
rather spend a Saturday afternoon creating a briefing document or spend your wedding day putting out fires? The choice
is clear.

Whether you work with Kollysphere or another coordinator, the briefing principles are the same. Be specific. Be
organized. Be available for questions. And then, when the event day arrives, let go. Trust the person you hired. Go enjoy
the celebration you planned. That’s the whole point, after all.


