When you are organising a gathering — whether it is an intimate birthday dinner in Kuala Lumpur or a major

corporate gala at a hotel — the most important document you will ever produce is your master contact list.

It is not simply a list of names and numbers scribbled into a notebook. It's a dynamic, breathing document that
brings together every supplier, every critical contact, every emergency path, and every vital piece of information

you need to ensure your event proceeding without a hitch.

The team at Kollysphere, we have refined the master contact list into an essential discipline, and we want to show

exactly how you can create one for your next event.

Why a Master Contact List Is Essential

Imagine this scenario: it is 6:00 PM, shortly before your guests walk in, and the caterer has not arrived. You grab

your phone and find you have the caterer's number saved under several contacts, none of which are answering.

Simultaneously, your event manager is asking for the sound crew's contact, your decorator needs to verify the

delivery entrance, and your performer is stuck in a jam and needs help finding the venue.

This is what happens when you do not have a centralised vendor directory. A properly organised master contact
list prevents confusion, minimises stress, and ensures that every vendor understands exactly who to contact and

when.

What Belongs in Your Master Contact List

A comprehensive master contact list should include much more than just names and mobile numbers. Here are

the critical elements that the team at Kollysphere include in every contact list we create:

First. Supplier Information

For every vendor, document the business name, the main point of contact, their cell number, their office contact,
and their email. Additionally record a alternative birthday party event planner birthday planner malaysia birthday

party planner kl contact in case the main person is unavailable.
By way of illustration, if your caterer's head chef falls ill, you need to determine who else at the firm can fill the

gap.

2. Duties and Scope

Precisely outline what each vendor is responsible for. This avoids overlap and confusion. For example, if you have

two a lighting company and an AV company, specify who is responsible for what.

Will the AV company handle sound only, while the lighting company manages stage illumination? Document it.

Third. Arrival and Setup Times

Record when each vendor is scheduled to arrive, where they should leave their vehicles, which door they should
use, and how much time they need for set-up. This is especially crucial affordable birthday party organiser in shah

alam selangor in Malaysia's cities, where loading bay access and vehicle space can be heavily constrained.

If your venue is in a mall or a hotel with limited back-of-house access, you need to coordinate arrival timeframes

carefully.
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Fourth. Fees and Remaining Payments

Include the contracted fee, the initial payment paid, the remaining amount, and the final payment date. This

avoids any uncomfortable conversations on the day of the event.

It also ensures that you have a definitive account of what has been disbursed and what is still owed.

Fifth. Emergency Escalation Paths

What happens if a vendor doesn't turn up? Whom do you contact? What's the fallback? For each vendor,

establish an escalation route.



To illustrate, if the flower supplier is not answering, do you have a alternative vendor on stand-by? If the DJ
cancels at the last minute, do you have a music list ready as a backup? Record these backup plans in your contact
list.

How to Organise and Distribute Your Contact List

A contact list is of value only if it is available. The team at Kollysphere suggests creating a cloud-based
spreadsheet — like a cloud document or a collaborative workspace — that can be viewed by you, your partner,

your manager, and any trusted team members.

Print a physical copy as well, in case of system failures. Share the contact list to all vendors at least a week before

the event. This gives everyone time to examine it and flag any errors.

On the day of the event, keep a printed copy at the registration desk or with your designated point person.

In Summary: Let Kollysphere Create Your Master Contact List

A master contact list is not a nice-to-have — it is a necessity. It is the distinction between a professionally

managed event and a stressful scramble.

Kollysphere's specialists build comprehensive contact lists for every event we oversee, ensuring that every vendor,
every contact, and every contingency is documented and available. Whether or not you are planning a birthday

party in Penang, a corporate dinner in Ipoh, or a wedding in Kota Kinabalu, Kollysphere's team is ready to help.

Contact the team at Kollysphere today to discover how we keep every vendor connected.
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