
 

 

WEDDING | guest list 

 

 

 

 

Estimated Guest Count __________ 

This guest list will be used for many things before, during and after the wedding (save the date, official 
wedding invitation, bridal showers, thank you cards, holiday cards, moving cards, baby showers).   

• Use the worksheet in the appendix of the portfolio to create your guest list 
• Whether you are having 10 or 500 this is a daunting task, however, once you get all the names 

and addresses you will feel like you have accomplished a big goal 

Follow the steps below and you will save time on task  

1. Begin to make a list of family, friends and co-workers off the top of your head.  Use the worksheet 
to jot their names down (in pencil).  There are 15 spaces on each sheet to assist you with the count 
(make extra sheets as needed) 

2. This list will be used to upload to popular wedding website of your choice to assist with the RSVP 
management.  Guest will use a link provided on their invitation to RSVP online to you time and 
money. 

3. Next, text those people that you have in your phone with this message.  “John and I would be 
honored by your presence at our wedding.  We are collecting addresses.  May we have the correct 
spelling of your first and last names and complete address please.” 

4. Then, call mothers, aunties, fathers, grandmothers (those who may not be social media or 
smartphone friendly users) and ask for their information. 

5. If some of your guest are Facebook messenger users, use that as a communicator also to collect 
data. 

6. Next, you will have to create a spreadsheet with these headers: Guest, Title, First, Last, Address, 
City, State, Zip.  If you are not tech savvy enough to make this you will need help. 

7. If you are “super tech savvy” you can create a Google Form to key in all of the information and it 
will populate into the spreadsheet. 

|  This process will take about two to three weeks  | 

 

 

 

 

 



Stationery Projects 

 

Labels 

• White or clear Avery Labels (1 package)  
• Calligrapher - You should be able to find a local person online 

Type all the names using this address format: 

• Mr. John Smith 
• Ms. Joanne Williams 
• Mr. and Mrs. John Smith, Sr, Jr, III 
• Dr. and Mrs. John Smith  
• Drs. Joanne Jones 
• Honorable, Edward Johnson 

If they live in the same house from the same family with the same last name you may use: 

• The Smith Family 

If the guest lives in the same house with different names you should mail separate invitations to the 
same house. 

If they are from the same family, but live in separate houses mail separate invitations. 

Guest List 

Use the address gathering list (APPENDIX A) to begin your project.  This will help you to create a list to 
be used for all your guest name needs.  Please use a pencil to begin this process.  Make copies of this 
worksheet based on how many guests you have.  This list will need to be typed in an excel spreadsheet 
so that it can be modified easily.  If you are tech savvy you can create a Google form and add the names 
and they will populate in the spreadsheet. 

Use these headings for the excel spreadsheet. 

o Guest - You will use this heading for guest count purposes 
o Title - This is used for (Mr., Ms., Mrs., Miss, Little Miss, Master, Dr, Drs.) 
o  First - Please get correct spelling 
o  Last - Please get correct spelling and you may add suffix (III, Sr. Jr.) 
o Address 
o City 
o State 
o Zip 
o Email 

 

 

 



Escort Cards 

Create another spreadsheet for escort cards.  These will be used so that guests know how to find their 
table number and food selections (made earlier for plated choices).  If you are having a buffet or one 
selection you will not need to place a selection on the card. 

• Use these headings 
o Guest - You will use this heading for guest count purposes 
o Title - This is used for (Mr., Ms., Mrs., Miss, Little Miss, Master, Dr, Drs.) 
o First - Please get correct spelling 
o Last - Please get correct spelling and you may add suffix (III, Sr., Jr.) 
o Menu - This will be used to create label to place on the back of the card so that the guest 

remembers their selection. 

 
As always, if you have any needs please consult with your wedding coach for assistance.   

“Ring the bells” 

 

 


