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FREE PLANNING WORKBOOK

Wedding Seating &
Reception Layout
Workbook
Design a reception that works beautifully for guests, vendors, service, accessibility, and real social
connections - before assigning the final seats.

MAP  ·  TEST  ·  SEAT  ·  FINALIZE
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E V O R É START HERE

Build the Room Before You Assign the Guests
Use this workbook for reception strategy: room structure, table choices, guest grouping, accessibility, conflicts, and final
layout review. Keep live guest assignments in your master seating file.

EVORÉ  ·  THEEVORE.COM 02

1 SOLVE THE ROOM

Confirm usable dimensions,
entrances, fixed features, service
routes, and actual inventory.

2 SOLVE THE TABLES

Choose shapes, capacities, couple
seating, and zones that fit the real
room.

3 SOLVE THE PEOPLE

Group guests by relationships, then
place VIPs, families, friends, and
special needs.

CORE PRINCIPLE

Capacity is the hard edge of the seating plan. Relationships are the flexible layer inside it.

WORKBOOK GOAL

Venue: __________________________________________ Guest count: __________________

Reception room / area: __________________________ Layout version: _______________



E V O R É 01 ROOM BASELINE

Reception Room Baseline
Use the venue's usable reception area, not total square footage. Record only details confirmed by the venue, planner, caterer,
or rental team.
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Item Confirmed detail Source / owner Still to verify?

Usable room dimensions

Guest entrance

Emergency exits

Restrooms

Kitchen / service doors

Permanent bar

Stage / built-in AV

Columns / alcoves / ramps

Other fixed feature

BASELINE CHECK

Venue floor plan: [ ] Yes [ ] No Table sizes confirmed: [ ] Yes [ ] No



E V O R É 02 FIXED FEATURES

Mark What the Room Cannot Negotiate Around
Before placing movable furniture, identify fixed features and every area that must remain clear.
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Feature / zone Fixed? Keep clear for Risk if blocked Notes

Main entrance

Emergency exit

Service / kitchen door

Restroom route

Column / architectural feature

Stage / AV

Ramp / accessible route

Permanent bar / counter

NO-BLOCK RULE

Keep all safety, accessibility, guest-entry, restroom, and service routes visible in every layout version.



E V O R É 03 RECEPTION ZONES

Plan the Reception as Interacting Zones
Every zone needs enough room to function without stealing circulation from another.
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Zone Required? Approx. footprint Keep near Keep away from Congestion risk

Guest tables

Dance floor

DJ / band

Bar

Buffet / food stations

Cake

Welcome / escort area

Lounge / other



E V O R É 04 GUEST & SERVICE FLOW

Walk the Room Before You Approve It
A plan that looks balanced can still fail when routes cross, queues form, or service becomes difficult. Test it from several
perspectives.
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Route / perspective Clear Tight Blocked What needs to change?

Entrance to seat

Seat to restroom

Seat to bar

Seat to buffet

Seat to dance floor

Server to guest tables

Vendor delivery to setup

Mobility-aid route

FLOW RESULT

[ ] Guest flow passes [ ] Service flow passes [ ] Accessibility flow passes [ ] Revise layout



E V O R É 05 TABLE SHAPE

Choose Table Shape by Room Function
No shape wins every category. Compare complete room configurations, not seats per table in isolation.
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Shape Conversation Room fit Service Sightlines Flexibility Our score

Round

Rectangular

Farm / long

Mixed

ROOM TEST

Does the shape fit the room direction?

Can guests enter and leave without trapping inner
seats?

Can staff serve comfortably?

Do key sightlines work?

Final approach: ______________________________



E V O R É 06 TABLE INVENTORY

Use Confirmed Capacity, Not Theoretical Capacity
Capacity must reflect the exact table, chair width, place settings, service style, centerpiece plan, and venue clearance.
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Table / type Shape Dimensions Confirmed capacity Preferred capacity Zone

CAPACITY SUMMARY

Total confirmed seats: __________ Preferred operating seats: __________ Buffer seats: __________
Tables intentionally kept one seat under capacity: __________________________________________



E V O R É 07 COUPLE TABLE

Choose the Couple Table by Social Fit and Footprint
Decide who you genuinely want beside you at dinner, then test how the choice affects space, partner seating, sightlines, and
the room.
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Setup Who sits there? Partner fit Footprint Sightlines Main tradeoff Choice

Sweetheart

Head table

King's table

Family table

DECISION CHECK

Who do we want beside us during dinner?

Should attendants sit with their partners?

Does the footprint fit the real room?

Does this simplify the seating map?



E V O R É 08 LEVEL OF CONTROL

Assigned Tables or Assigned Seats?
Most weddings only need assigned tables. Add seat-level control only when it solves a real operational need.
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Question Yes No What it changes

Formal service needs exact seat data

Meal indicators must remain at the seat

Accessibility requires exact chair placement

Family dynamics require precise buffers

Protocol or formality requires exact placement

Place cards add useful information

OUR SYSTEM

[ ] Assigned tables only [ ] Assigned individual seats
Reason: __________________________________________________________________________



E V O R É 09 GUEST GROUPING

Group Guests Before Assigning Table Numbers
Start with genuine social connections and household context. Assign table numbers only after natural groups are clear.
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Group Approx. size Strongest connections Can split? Preferred zone Notes

Immediate family

Extended family

Wedding party

College friends

Work friends

Family friends

Families with children

Other



E V O R É 10 VIP PLACEMENT

Seat VIPs With Purpose
Priority guests do not automatically need the closest table. Match proximity, visibility, sound, accessibility, and social fit to
each person.
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Guest / group Priority Near couple? Sightline Sound / comfort Accessibility Best zone

VIP RULE

Place people according to the experience they need - not only according to hierarchy.



E V O R É 11 FAMILIES & CHILDREN

Keep Families Comfortable Without Forcing
Every Household Together
Households are a useful starting point, but adults, older children, wedding-party children, and extended relatives may fit
better in different social groups.
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Household / child Keep together? Can split? Child setup Meal / chair need Best table group Notes

CHILD SEATING CHECK

With parents / household

Separate kids table

Family table

Wedding-party child exception



E V O R É 12 FRIENDS & SINGLES

Seat People by Connection, Not Category Labels
Avoid creating a 'singles table' simply because guests are single. Use who they know, their comfort level, and the group that
offers a natural social entry point.
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Guest / mini-group Who they know Strongest connection Social comfort Best table Avoid

CONNECTION CHECK

Guest who knows almost nobody: ______________________________________________
Potential social bridge: _____________________________________________________



E V O R É 13 ACCESSIBILITY & COMFORT

Build Accessibility Into the Layout From the Start
Record only the placement needs that matter for comfort, movement, access, visibility, or sound - before tables are locked.
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Guest / need Mobility route Restroom / exit Sightline Sound Aisle / maneuvering Placement

ACCESSIBILITY WALK-THROUGH

Entrance to table is clear

Table to exit is clear

Table to restroom is clear

Chair or mobility aid has usable space



E V O R É 14 CONFLICTS & BUFFERING

Solve Conflict With Distance and Buffering
Use the smallest spatial intervention that prevents discomfort while keeping the overall room balanced.
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Guest A Guest B Same table? Nearby okay? Opposite zone? Buffer group Final solution

BUFFER RULE

A different table may be enough. Reserve opposite sides of the room for situations that truly require that distance.



E V O R É 15 TABLE REVIEW

Review Every Table as a Complete Unit
A strong table works socially and operationally at the same time.
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Table Capacity Assigned Primary group Access / sightline Conflict? Status

STATUS KEY

Draft = still moving guests · Review = socially sound; check room · Final = approved in master file



E V O R É 16 ROOM BALANCE

Balance the Room, Not Just Individual Tables
After each table works on its own, step back and test whether the entire reception still functions as one room.
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Are all tables reasonably full without crowding?

Is any table visually or socially isolated?

Is the VIP area overloaded or too far from focal points?

Does any table block circulation or service?

Are quieter or sound-sensitive guests away from speakers?

Do important guests have workable sightlines?

Are family and wedding-party placements creating unnecessary complexity?

Would the room still work if one table gained or lost a guest?

BALANCE ADJUSTMENTS



E V O R É 17 FINAL LAYOUT TEST

Run Four Final Perspectives Before Approval
Approve the room only after it works for guests, the service team, accessibility needs, and vendor movement.
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Perspective Pass Adjust What failed? Owner

Guest

Server / catering

Accessibility

Vendor / equipment

FINAL APPROVAL

Venue / planner review: ______________________________ Date: ______________

Caterer / service review: ____________________________ Date: ______________

Final status: [ ] Approved [ ] Approved with notes [ ] Needs revision



E V O R É 18 FINAL SUMMARY

Final Seating & Reception Layout Summary
Keep this page with the current master seating file and the latest venue floor plan.

EVORÉ  ·  THEEVORE.COM 20

FINAL TABLE SHAPES

NUMBER OF GUEST TABLES

COUPLE TABLE SETUP

ASSIGNED TABLES OR ASSIGNED SEATS

KEY ACCESSIBILITY DECISIONS

CONFLICTS / BUFFERS RESOLVED

MASTER SEATING FILE LOCATION

CURRENT VERSION / DATE

APPROVED BY

FINAL NOTES
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NOTES & LOOSE ENDS

Notes
Use this space for unresolved decisions, venue feedback, table changes, accessibility details, and anything that must be
transferred to the master seating file.
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