
 

 

Setting For Demonstration:  

 Assume that it is 8:00 a.m. and you have just opened the office for business. 

 Katlyn Smith is the owner of KMS One Stop Bridal Shop.  She is out of town on personal 

leave.  She does not want to be bothered unless it is an emergency. 

 Katlyn Smith can be located at the Red Leaf Bed and Breakfast at 555-555-5221 or by 

cell phone at 573-222-9900 if it’s an emergency. 

 

Company Policies & Procedures: 
 

HOURS AND APPOINTMENTS: 

Appointments are recommended, but walk-in service is available.   

Our business hours are Monday-Friday 8 a.m. to 6 p.m. and Saturday 7 a.m. to 5 p.m. 

NEW CUSTOMERS: 

New customers are given an “estimated” quote for your entire wedding.  However, it should be 

made clear that this is an estimate based on the customer’s needs.   

New customers are then mailed a price list, so they will not be surprised about the cost of 

services and any additional costs that may be added if the customer’s needs change. 

CANCELLATION OF SERVICE: 

Unless a customer contacts us and the vendor about canceling service, the original contract is 

considered in good standing, and service will continue.  However, a customer can cancel service.  

Cancellations are serious and could result in a payment penalty or loss of deposit.  It must be 

done according to contractual terms.   

CUSTOMER CONTRACTS: 

The customer’s original contract is kept on file and all information is entered into the customer’s 

account record.  In addition, a customer information sheet is completed and kept on file for each 

customer and potential customers.  The information is updated as needed. 

 

 



 

 

PAYMENT POLICIES: 

 Credit Cards, cash, or checks are accepted as payment. 

 New customers must pay on the day of service while credit is being established. 

 Checks returned for insufficient funds (a bad check) results in a $50 bad check fee. 

 

 

KMS INFORMATION ABOUT PRODUCTS: 

 

INVITATIONS 

 

 Custom copy generation, production accuracy 

 Over 32 books in which to select your special papers 

 All price ranges 

 All styles, ranging from traditional to contemporary to pocket concepts 

 100% guaranteed 

 

TUXEDOS 

Assist in selection, measuring, fitting and pressing all Rental Tuxedos & Shoes. Complete 

accessories for the men in the wedding party also available. 

We can do the measuring for you or can assist those who are out of town with the correct 

measurements. 

Over 70 Color swatches of vests and ties - all the updated styles and suits. 

 

CEREMONY ESSENTIALS 

All wedding accessories such as Unity Candles, Guest Books/Pens, Aisle Runners, Ring Pillows, 

Flower Girl Baskets, Cake Serving Sets, Flutes, Jewelry, Garters, Pew Bows, Bubbles, Balloons, 

Candy, Disposable Cameras, Biodegradable Rice, Dog Tuxedos, Cake Toppers, Place Card 

Holders, Luminaries, Mazel Tov Wine Glass and Bag, Photo Albums, and Card Boxes are 

available. 

We have many samples in our shop and can get almost any item of your dream. Again, all 

engraving or personalization is FREE. Our monogrammed ring pillows are very popular and look 

great on your sofa or bed in your new home later. 


