Creative Music DJs of San Diego
Wedding Reception Planning Worksheet


Contact Information

	Client's Name
	 

	Mailing Address
	 

	Phone & E-mail
	


	Reception Date
	Setup Start Time
	Entertainment Start Time
	End Time

	
	
	
	


General Information 

	Number of guests: 
	Adults: 
	Children: 

	Number of courses to be served (including dessert):   

	Is there "dead air time" during which the DJ shouldn't play? 
	When?  

	Dress code for the DJ (full tuxedo, vest, casual with nice jacket, etc.)?   

	Is music or a PA system needed in any room besides reception area? If so, where?
	

	Mic type (wired, wireless handheld, Wireless lapel)?   


Location Information

	Name/address of establishment:     

	Contact name:
	Phone:

	Primary room name/location:
	Floor:

	Special directions for setting up on-site:

[Parking arrangements, stairs or elevator, access to rooms, etc.]

(use back or additional sheets if necessary): 
	

	Where should equipment be set up:   

	Where will the DJ sit during dinner?  On stage


Contact Information For Other Party Professionals 

	Role 
	Business Name
	Contact Name
	Phone

	Party Planner
	
	
	

	Caterer
	
	
	

	Photographer
	
	
	

	Videographer
	
	
	

	
	
	
	


Is it OK to acknowledge the above people during the reception?

Wedding Party Introductions 

Please list any people you wish to be introduced during your event/party in the order they will be introduced.  Use back or additional sheets if necessary. If you want, interesting tidbits of information about their relationships to you can be announced—if so, please write details below each person's name.

	Name(s)
	Phonetic Pronunciation(s) 
	How to Introduce 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Order of Events 

	Time 
	Event Description 
	Event Song / Music Genre

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Events include first dance, father/daughter dance, bouquet toss, garter toss, cake cutting, etc. Please use one line for each event.

Please also list who will be speaking during the toasting of the bride and groom.


Music Details

What type of music would you like to have played during the meal? Please list any specific requests below.  Will there be any announcements or guest speakers during the meal? If so please describe below.  

	Recommended: Adult Contemporary, Sing-along-type music, some slow songs


Ethnic Dances, Etc.

Please indicate any specific ethnic dances you want at this event:

	Title/Artist
	Notes (specific time to play, person to dedicate to, etc.)

	
	

	
	

	
	


Special Presentations

If there are any special presentations please describe who will be doing it and if you would like music played during these events. (Birthday Song, Anniversary, Retirement Party Song, or a Special Introduction Song) 

	Title/Artist
	Notes (specific time to play, person to dedicate to, etc.)

	
	

	
	

	
	


Follow-Along Dances 

If there are any specific dances you would like, please note them here. Here are some examples of dances:

	· Hokey Pokey

· Macarena

· YMCA
· Chicken Dance


	· Electric Slide

· Cupid Shuffle

· The Train
· Cha Cha Slide




List Of Songs & Music Types NOT To Be Played 

(Use back or additional sheets if necessary)


	Title/Artist
	Title/Artist

	
	

	
	

	
	

	
	


List Of Songs To Be Played ONLY IF REQUESTED BY A GUEST

(Use back or additional sheets if necessary)


	Title/Artist
	Notes (specific time to play, person to dedicate to, etc.)

	
	

	
	


Music Requests (Songs to DEFINITELY be played)

(Use back or additional sheets if necessary) 

Try to identify 5-10 MUST PLAY requests here, and list additional requests in the next section to be played if time permits. Note that is a specific section on page 2 of this worksheet to specify music for events such as cocktail hour, bride and groom entrance, family entrance, etc., so do not list those songs here. Keep in mind that these songs should be danceable, and if deemed likely to empty the dance floor, they may be played during dinner or before actual dance time!

	Title/Artist
	Notes (specific time to play, person to dedicate to, etc.)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Music Requests (Songs to be played if time permits after guest requests)

	Title/Artist
	Notes (specific time to play, person to dedicate to, etc.)

	
	

	
	


Last Dance Options

Have everyone circle the dance floor, Bride & Groom dance in center 

After last dance song Bride & Groom say last farewell to everyone outside of circle

After Farewells to everyone, crowd creates tunnel for Bride & Groom to exit

No special Last Dance for Bride and Groom, just last song for everyone to finish reception

Lighting Options

Colored dance floor lights

Gobo light with wedding couple's monogram (additional $200)

Fog Machine (light fog)

No lighting needed

Additional Itemized Needs

Uplighting ($200 per set of 4 PAR cans)

(Specify colors and amounts:____________________________)

Video Montage Creation and Projection ($250)

DJ for Wedding Ceremony in same location ($200)

Let us get to know you better
	When/Where you met:
	

	Favorite funny story
	 

	Honeymoon Plans
	 


Questions? Call (619) 334-9631 or e-mail dennis@creativemusicdjs.com
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