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Reception Planning Guide

Bride’s Name: ___________________________________________________	Reception Date: _________________________	

Groom’s Name:____________________________________	E-mail Address: _______________________________________

EVENT INFORMATION:     

1.   Reception Location: (Facility Name, City, Address): ___________________________________________________________

2.   Start time?   _________________	End time? ___________________

3.   Preferred attire for DJ (see Q&A sheet):   ___Formal	___Business Casual	___Casual

4.   DJ will be located (check all that apply):   ___Indoor   ___Outdoor	___Upstairs   ___Downstairs  ___Elevator	___On Stage

5.   What time are guests expected to arrive?   ________	What time do you expect to arrive?   _________

6.   Is dinner prior to the dance?  ________		___Buffet	___Sit Down	What Time?   ______________

7.   Are cocktails and/or hors d’oeuvres prior to the dinner?   ___Yes   ___No   ___Open Bar     ___Cash Bar    What Time?_____
						
8.   Primary age group of your guests?   __________________

9.   How many guests are expected to arrive?   _____________

10. Would you like your DJ to be active and involved or passive during your reception?   ______________

CONTACT INFORMATION:

Name					Phone #

Reception Hall		________________________________	___________________________

Caterer			________________________________	___________________________

Photographer		________________________________	___________________________

Videographer		________________________________	___________________________

COCKTAIL / DINNER MUSIC

Cocktail Music:       Yes / No	___ Country   ___Jazz   ___ Oldies ___Light   Rock		Other____________________

Dinner Music:         Yes / No        	___ Country   ___Jazz   ___ Oldies ___Light   Rock		Other____________________

Will dinner be provided for the DJ and/or MC?   ________

Will soft drinks be provided for the DJ and/or MC?   ________

DANCE MUSIC

Dance Music: 	___ Country	___Jazz		___Oldies	___Pop		___R&B	___Rap

___Rock	___Hard Rock	___Classic Rock	       ___Swing	Other_____________________

1. Would you like us to take requests from your guests?   ________

2. If a song(s) from a music category listed above is requested by a guest, however it is not checked, may we play it?   ________
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Bridal party introduction music:   ____________________________________________________________________________________

BRIDAL PARTY INTRODUCTIONS:  Please circle if individuals will walk-in w/ the introduction (W) or will be recognized only (R).

Guest book attendants ( W / R ): ___________________________________	    ____________________________________________

Host / Hostess ( W / R ): __________________________________________        ____________________________________________

Personal Attendant ( W / R ): ______________________________________________________________________________________

Ushers ( W / R ): __________________________________________	    ____________________________________________________

		__________________________________________	    ____________________________________________________

Flower Girl ( W / R ): __________________________________________	

Ring Bearer ( W / R ): __________________________________________

Grandparents of the Bride ( W / R ): _______________________________________________________________________________
						        
 				     _______________________________________________________________________________

Grandparents of the Groom ( W / R ): ______________________________________________________________________________
						        
       ______________________________________________________________________________

Parents of the Bride ( W / R ): _____________________________________________________________________________________

           (or)		_________________________________  ESCORTED BY  ________________________________________

Parents of the Groom ( W / R ): ____________________________________________________________________________________

           (or)		_________________________________  ESCORTED BY  ________________________________________

Bridesmaids								Groomsmen
			   
Jr. Bridesmaid: ________________________________ ESCORTED BY:  Jr. Groomsman: ___________________________________

______________________________________________  ESCORTED BY:  ________________________________________________

______________________________________________  ESCORTED BY:  ________________________________________________

______________________________________________  ESCORTED BY:  ________________________________________________

______________________________________________  ESCORTED BY:  ________________________________________________

______________________________________________  ESCORTED BY:  ________________________________________________

______________________________________________  ESCORTED BY:  ________________________________________________


Maid of Honor:  _____________________________________
      (single)						ESCORTED BY:   Best Man: ___________________________________
Matron of Honor:  ___________________________________
(married)

Bride & Groom:   _______________________________________________________________________________________________

** Please indicate how you would like to be introduced. (i.e.: Mr. & Mrs. John Doe / Sally & John Doe, etc. **
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SPECIAL DANCES:

Bridal Party Introductions:		Song title:   ___________________________	Artist:  ________________________

Bride / Groom First Dance:	Song title:   ___________________________	Artist:  ________________________ 

Father / Bride Dance:		Song title:   ___________________________	Artist:  ________________________

Mother / Groom Dance:		Song title:   ___________________________	Artist:  ________________________

Parents Dance:			Song title:   ___________________________	Artist:  ________________________
 
Bridal Party Dance:		Song title:   ___________________________	Artist:  ________________________

Bouquet Toss:			Song title:   ___________________________	Artist:  ________________________

Garter Toss:			Song title:   ___________________________	Artist:  ________________________

Last Dance of the Evening:	Song title:   ___________________________	Artist:  ________________________

RECEPTION SCHEDULE:

Please number in the order you would like each event to take place. (Occasionally venue will dictate order of some items, please verify)
Enter N/A where not applicable.

______	Bridal Party Introductions		___Upon Arrival		___Before Dinner

______	Video Presentation

______	Blessing / Grace		By Whom _____________________________________
	
______	Dinner

______	Toasts		___Before	___During	___After Dinner

______	Cake Cutting		Picture:  Yes / No

______	Bride / Groom First Dance	   ( Yes / No - Would you like the bridal party to join in midway through the first dance? )______

______	Father / Bride Dance	   ( Yes / No - Would you like all Fathers and Daughters to join in midway through the dance? )

______	Mother / Groom Dance	   ( Yes / No - Would you like all Mothers and Sons to join in midway through the dance? )

	( Yes / No - Would you like to combine the Father / Bride and Mother / Groom Dances? )

______	Parents Dance

______	Bridal Party Dance

______	Bouquet Toss – Bride & Single Ladies        (_____18 & older  or _____ALL singles)	Picture of new couple:  Yes / No

______	Garter Removal & Toss – Groom & Single Gentlemen        (_____18 & older  or  _____ALL singles)

______	Open Dance Floor

______	Dollar Dance

______	Last Dance of the Evening	

______	Special Announcements, Etc. ________________________________________________________________________________

**** Most Important – Have an AWSOME Day! ****
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REQUESTS:

Please list any requests below. We cannot guarantee that every song requested will be played. However, we will do our best
to play the majority of them. Please indicate your "Must Play" request(s) with a star (*) for maximum priority. If you have
additional requests, please call our office or send a separate e-mail.

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________


DO NOT PLAY:

Please indicate below any song(s) you do not want played at your reception. The song(s) you choose will not be played, even
if requested by your guests. If you have additional "DO NOT PLAY" requests, please call our office or send a separate e-mail.

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

Song title:   ____________________________________________________	Artist:  ______________________________________

