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P.O. Box 1471 - Front Royal, Virginia  22630

(540)635-3503  Fax(540)636-3503

www.thedjconnection.com – Email: djmc@thedjconnection.com
“The Area’s Most Recommended

Entertainment Service”

Dear Bride-To-Be,

One of the most important aspects of a successful wedding is planning and organization.  This electronic form is designed to make it easy for you to plan and organize your reception so that everything is customized to meet your needs.  In order to use this method, you must have Microsoft Word and have the knowledge on how to email a file attachment.  If you have MS Word, but do not know how to email file attachments, chances are one of your friends or family members will be able to help you.

Please take a few minutes and complete all fields of the form.  The two columns on the first page of the planner are for “office use only” – please leave these spaces blank.  Place an “X” in the appropriate column to indicate whether you want each of the options listed.  Please note that some items also require additional information in the body of the option, such as song titles and artists for First Dances, etc.   This requires that you carefully read each item and fill in all of the requested information.

Please note that if you press “enter” inside one of the text boxes, it will shift the box, increasing its size.  This will alter the rest of the document, increasing the number of pages necessary to print. We ask that you try NOT to increase the size of any of the text boxes, and use your tab button to go from one field to the next. Please SAVE the completed form as a different file name, such as “ Johnson Wedding 060802” and email it to us as a file attachment.   Notice how the file name incorporated the date of the wedding – this makes it easier for us to file.

Email us your completed file at least six to eight weeks prior to the wedding.  We will save your electronic file in our computer, as well as printing out a hard copy to keep with your records.  Should any changes to your reception itinerary need to be made, you can simply email us, or call our office and make those changes.  We think you will find this method to be both efficient and convenient.

We look forward to working hard to ensure that your reception is everything you have dreamed about.  Please let us know if you have any questions!

Regards,

The Planning Staff at

The DJ Connection

	Attention: This planner is designed for electronic use only. Please do not hand-write and/or fax this document.  It is IMPORTANT that you complete this document and email it to our office at LEAST six to eight weeks prior to the wedding.  Last-minute submissions of your reception planner is stressful for both you and our event planning staff!
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P.O. Box 1471 - Front Royal, Virginia - 22630

(540)635-3503  –  Fax: (540)636-3503

www.thedjconnection.com   -  Email: djmc@thedjconnection.com

Wedding Reception Planner

	Bride’s Name:      
Cell Phone #:      
	Groom’s Name:      
Cell Phone #:      

	Event Date:     
	Reception Time From:       to      

	Reception Location and Room Name:      
Reception Street Address:      
Directions To Reception: Please send a map and written directions.   Approximate number of guests:      
Parking – Is parking readily available at the event location, or will we need to make arrangements, such as using a parking garage, etc?:      

	Ceremony Location:      
Ceremony Room Name (if applicable):       
	Ceremony Time:     

	Location for DJ Set-Up -       
DJ Set-Up Time – Can the DJ access the room for set-up 2 hours in advance?     FORMCHECKBOX 
 Yes      FORMCHECKBOX 
No                                     
Floor Plan – Is there a floor plan available that can be emailed or faxed?    FORMCHECKBOX 
 Yes      FORMCHECKBOX 
No

Note: It is highly recommended that the DJ’s table be located adjacent to the dance floor.  It is especially important not to position speakers so sound travels through seated guests to get to the dance floor.

	Audio Visual Presentations


Will there be any audio visual/slide show presentations?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
No  If no, continue to next section
Note:  DJ Connection offers rentals for video projector, screen, DVD player and all audio cords required to allow the sound of the a/v production to be played directly through our sound system.  
DJ Connection A/V Rentals:  If you have put your own slide show together, you must send us the finished DVD at least 2 weeks prior to the event date, so we can test the DVD to ensure that it plays correctly.  
Slide Show Format:    FORMCHECKBOX 
DVD      FORMCHECKBOX 
Other   Note: A DVD is the only format we accept for use with our equipment – customer must provide their own laptop for presentations made with Power Point, etc.   

	Tent or Outdoor Weddings
Continue to next section if not applicable
Electric supply – Specific Location:                                  
Is A Generator Being Used:   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
No       Location of dancing area:       
How many feet from the electric outlet to where the DJ is set up?        
Who is responsible for the event floor plan?           
Note:  DJ must be set up under cover, and out direct sunlight, rain, etc.
Vendor List

Banquet Manager:      
Phone Number:      
Email:      
Caterer:      
Phone Number:      
Email:      
Wedding Coordinator:      


Phone Number:      
Email:      
Photographer:      
Phone Number:      
Email:      
Videographer:      
Phone Number:      
Email:      
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P.O. Box 1471 - Front Royal, Virginia - 22630

(540)635-3503  –  Fax: (540)636-3503

www.thedjconnection.com   -  Email: djmc@thedjconnection.com

Wedding Reception Planner
	Bride’s Name:      
	Groom’s Name:      
	Event Date:     

	
	


                                                                                                  
Office Use Only                                                                                                                                                          Check Box That Applies 

	
	
	Cocktail Hour
Will cocktail hour be located in a different room from the main reception area?
If yes, what room or area will they be located?      
	Yes:  FORMCHECKBOX 

Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

No:  FORMCHECKBOX 


	
	
	Introduction of Bridal Party (fill in Introduction Section)
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Bride and Groom Welcome/Thank Guests 
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Blessing/Grace: Person Performing This:      
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Sit Down Dinner (served by banquet staff)
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Buffet/Heavy Hors d’oeuvres–If yes, will Bridal Party eat first? Yes: FORMCHECKBOX 
 No: FORMCHECKBOX 

	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Music Dinner/Buffet: (Light Jazz, big bands, classical, instrumental, etc) Please specify:      
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Toast Will Be Performed By:       
Champagne served to: Bride/Groom Only: FORMCHECKBOX 
  All Guests: FORMCHECKBOX 
    No Champagne:   FORMCHECKBOX 
  
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Cake Cutting
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	First Dance as Husband & Wife -  If Yes, Please List Song Title 

& Artist:      
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Brides Dance With Father – If Yes, Please List Song Title 

& Artist:      
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Groom’s Dance With Mother – If Yes, Please List Song Title 

& Artist:      
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Bridal Party and/or Parents Dance – If yes, please check below all who will participate:  Bridal Party:   FORMCHECKBOX 
    Parents:   FORMCHECKBOX 

Song Title And Artist:      
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Other Special Dance For:      
Please List Song Title & Artist:      
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Anniversary Dance (all married couples are asked to dance to a slow song).  If yes, Song Title & Artist:      
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Dollar/Money Dance – If yes, will Bride and Groom both participate?      
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Bouquet Toss – if yes, invite ages 16 or older? Yes:  FORMCHECKBOX 
    No:  FORMCHECKBOX 

	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Garter Removal/Toss – If yes, invite ages 16 or older?  Yes:  FORMCHECKBOX 
    No:  FORMCHECKBOX 

	Yes:  FORMCHECKBOX 
 
	No:  FORMCHECKBOX 


	
	
	Do You Want The Gentleman That Catches The Garter To Place It On The Lady Who Catches The Bouquet?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Bride & Groom’s Farewell Dance – If yes, please list song title 

& Artist:      
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Bride & Groom Departure – Will there be anything such as bubbles, rose pedals, sparklers, etc that we need to tell the guests about for the bride and groom’s departure from the reception? Type:       
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	
	Other Formality:      
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 


	
	Notes:      

	
	

	Preferred DJ Personality (check one) – Fun & Interactive:  FORMCHECKBOX 
     Low Key/Laid Back:  FORMCHECKBOX 
  Add details in notes!


Bridal Party Introduction

	Bride’s Parents:      

	Bride’s Parents:      


Note: Use two lines ONLY if you want the parents introduced separately, such as divorces, etc.

	Groom’s Parents:      

	Groom’s Parents:      


Groomsman & Bridesmaids

Groomsman                     Escorting                     Bridesmaid

List the Best Man and Maid/Matron of Honor in the section designated for them below, unless an extra Best Man or Maid of Honor will be escorted by one of the regular Groomsman or Bridesmaids (call the office if you have questions). 

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


	Ring Bearer:      
	Flower Girl:      

	Ring Bearer:      
	Flower Girl:      

	     
	     

	     
	     


	Best Man: 

     
	Maid/Matron of Honor: 

     

	Best Man: 

     
	Maid/Matron of Honor: 

     


	Bride & Groom:      


Please type exactly how you want to be introduced, examples: Mr. & Mrs. John Smith OR John & Nancy Smith

	Notes:



Music Requests

	Bride’s Name:     
	Groom’s Name:      


	Event Date:      


	Request Advice: We ask that you only request songs that are danceable.  Since this is a wedding, we recommend that you choose songs that are familiar to most people.  Use our “Most Requested Songs” listing as a guide.


Your Ten Most Important Requests

                         Song Title                                                       Artist

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Other Requests

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Songs You Do NOT Want Played

Please place the following code next to each song that you do not want played:   

Do Not Play Even If Requested: EIR       Do Not Play UNLESS Requested By A Guest: URBG
	     
	     

	     
	     

	     
	     



