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GUEST RELATIONS COORDINATION 
 Overview 

 
 

We help you care for your guests with some simple, yet thoughtful services that will make their travel 

easier, and will express your gratitude to them in practical ways. 

1. Welcome Swag Bags: 

 

Nothing says “thank you” quite like a guest receiving an unexpected and attractive welcome gift 
from you when they check into their hotel.  Welcome Swag Bags can include such items as: 
water, juice, wine, chocolate, nuts, chips, fruit, cheese & crackers, tourist information, local 
map, transportation options, wedding/event information, and a welcome letter from you.   
 

Leave the Details to Me offers 3 selections of pre-packaged Swag Bags that you can choose 

from, or you may choose to customize and personalize the Swag Bags.   Pre-packaged Welcome 
Swag Bags are white gift bags that are accented with tissue & ribbon in your wedding or event 
colours.  We will design and fill the bags for you and deliver them to the hotel for your guests’ 
arrival.  (see next page for Swag Bag details) 

 
RATES:  Depends on the Swag Bag Selected  

 
 

2. Hotel Blocks: 
 
Before mailing out your invitations, I will confer with you about how many rooms you may need 
and then secure a block of rooms on your behalf at a couple of local hotels.  I will then provide 
you with the necessary details to include with your invitations.     

RATE:  $100 flat fee 
 

 
3. Transportation: 

 
If you have out-of-town guests who will need transportation assistance to and from your 
wedding/event celebrations, we will discuss how you wish to address those needs.  Then I will 
make the necessary arrangements and communicate those arrangements to you &/or your 
guests. (The number of guests requiring transportation and the degree of complication of 
arranging these services will be determining factors in the rate) 

  RATE:  starting at $100  
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Choose from 3 options of Pre-packaged Swag Bags   OR   Create your own Customized Swag Bags.  

Pre-packaged  Swag Bags:    

 

 

 

 

 

 

Customized Swag Bags 

You can select the items you want to be included in each Bag.  We’ll purchase, organize and pack 

the bags for you.   Bags can be personalized for individuals, couples, children or families.  

(note:  cost of Customized Swag Bags will be determined by the items included in the bag                       

plus $1 service fee per item, per bag)      COST: to be determined 

Suggested items for the bags: 

  Beverages:   bottled water, Perrier water, Vitamin water, juice, wine, champagne 
  Snacks:    chips, nuts, chocolates, candies, gum, fresh fruit, cheese, crackers, 
cookies  Personal Items:   emery board, hand sanitizer, eye mask, ear plugs, mouthwash 
  Gift Items:    notebook, pen, mug, air freshener, candles & lighter, playing cards 
  Tourist Information:   map, shopping, restaurants, theatres, museums, transportation 
  Wedding/Event Information:  welcome letter, itinerary of events, contact numbers 
 
 

Kids Goodie Bags :  Let us fill gift bags with candies, games, colouring, crayons, small toys etc,  - all custom 

packaged for the children attending this occasion. 

 

NOTE: 

Pre-set or Customized Swag Bags include a standard white paper gift bag, coloured tissue (in your chosen colours) & basic gift tag.  We 

encourage you to provide a welcome letter & information for the bags.  We will also include a local map and tourist information.   

Delivery of Swag Bags to you or to your guest hotel is available at an extra cost depending on location of delivery. 

Option #1: $5.00/bag 
500 ml Water bottle 
Standard size chocolate bar 
Pretzels or Potato Chips 
Apple 
Gum 
Mentos 
 

Option #2:       $10.00/bag 
1 litre Water bottle 
500 ml Juice bottle 
Large chocolate bar 
Cookies 
Apple 
Gum 
Mentos 
 

Option #3:        $15.00/bag 
500 ml Perrier sparkling water bottle 
1 litre regular water 
Starbuck’s Frappucino 
Large specialty chocolate bar 
Nuts 
Apple 
Gum 
Mentos 
 


