
EVENT COORDINATION SERVICES
Bella Festa’s role may be as extensive or as limited, as needed. The custom designed programs are professionally and 
thoroughly managed. 

Pre-event Planning
While working with the client, Bella Festa will help to create 
a preliminary budget and prepare a working timeline for the 
weeks and months leading up to the event. They will also 
assist in venue selection including negotiations of hotel, site, 
and vendor contracts.

Budget
Bella Festa will prepare an initial budget estimate, revising 
and updating as changes occur throughout the event 
planning process.

Hotel/ Lodging 
Finding the best lodging for your conference or event is 
imperative and with Bella Festa’s working relationships with 
hotels, your expectations will be exceeded. Excellent rates will 
be extended to the client and the lay out of the event will be 
placed in appropriate hotel function space.

Food and Beverage 
Bella Festa will develop menus and food styles according to 
the theme of the event while negotiating prices and providing 
all guarantees. They will also design a fl oor plan and seating 
arrangements that coincide with client’s needs.

Décor and Entertainment 
The décor, which may include, but is not limited to, lighting, 
linens, and fl vorals will be expertly planned to create an 
appropriate ambiance. The entertainment will set the mood 
for a fun-fi lled night of dancing or beautiful background music 
for your elegant dinner.

Gifts 
Everyone loves walking away with a gift at the end of an event. 
Let Bella Festa generate new ideas for your gift giving needs. 
From special amenities to custom gifts, Bella Festa will awe 
you with their creative, yet practical ideas.

Activities 
Give your guests all the joys of home by creating a fun fi lled 
experience while they are away. Bella Festa specializes in 
activity coordination. Whether it is at the hotel spa or just a 
tour bus ride away, no guest will leave unfulfi lled.

Speaker Search and Facilitation
Bella Festa will fi nd the perfect speaker or educator for your 
event. They will work with speakers to coordinate any travel, 
personal, or audio visual needs.

On Site Management
This is where all the hard work pays off and Bella Festa will 
be there to see you through all the ins and outs of your event. 
They will work with the hotel or venue daily to assure your 
event is a huge success.

Transportation
Any airport transfers of guests will be coordinated effi ciently. 
Arrival and departure manifests will be created to assure that 
your guests will always be on time. Transportation to special 
or off-site events will also be coordinated.

Post Event 
Bella Festa will review bills and hold a post event conference 
or event debriefi ng to generate ideas to help make next year’s 
event even better.

FEE STRUCTURE
We recognize that every client has a unique situation, with diverse needs, ideas, goals and budgets. What works for one 
may not work for another; with this in mind, our role and fee structure are varied. Please call for a consultation and proposal 
of services.




