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Planning is the foundation of a fun and enjoyable reception. Alan DJ Services makes planning your reception easy with this wedding reception coordination/ planning sheet. First select which traditional events you want then arrange them in the order you would like. Then indicate the ones you want us to announce. It’s that easy. Alan DJ services will meet with you at your convenience approximately 30 days before your reception to review your personal preferences or “game plan” for wedding reception success. We’ll go over the final program a week prior to your event. Remember, it’s YOUR DAY, plan it YOUR WAY!
                                 GENERAL INORMATION
BRIDE’S NAME__________________GROOM’S NAME____________

CONTACT NUMBER_____________CONTACT NUMBER_________

E-MAIL__________________________E-MAIL____________________

DATE OF EVENT_______________________________

NAME AND LOCATION OF EVENT____________________________

FACILITY OWNER OR CONTACT NAME_______________________

PHONE NUMBER_______________________

                                    EVENT INFORMATION

ALAN D.J. SERVICES WILL ARRIVE AT LEAST ONE HOUR PRIOR TO THE START OF THE EVENT. WE WILL NEED A BASIC 8’ BANQUET ROOM TABLE PLACED WHERE WE WILL PERFORM. ALAN D.J. SERVICES WILL PROVIDE A TABLE COVER. PLEASE NOTIFY US IF THE FACILITY IS UNABLE TO SUPPLY THIS.
STARTING TIME OF RECEPTION________ENDING TIME_______

TIME GUESTS WILL ARRIVE__________

TIME BRIDE AND GROOM WILL ARRIVE___________

TIME DINNER WILL BE SERVED____________

SEATING ARRANGEMENT FOR D. J. AND GUEST______________

ALAN D.J. SERVICES WILL PLAY LIGHT INSTRUMENTAL MUSIC DURING THE EARLY PART OF YOUR RECEPTION THROUGH DINNER. IF YOU HAVE ANOTHER PREFRENCE OR WOULD LIKE NO MUSIC AT THIS TIME, PLEASE NOTE    Y / N   OTHER_______________________________________________________________________________ 
ORDER- ANNOUNCE-  TYPE OF EVENT

_____         YES / NO        INTRODUCTIONS

                                            -BRIDE AND GROOM ONLY

                                            -ENTIRE BRIDAL PARTY (PLEASE REFER TO

                                                                LISTING ON NEXT PAGE)

_____         YES / NO        BLESSING/PRAYER

                                            GIVEN BY________________________(CORDLESS MIC
                                                       WILL BE AVAILABLE AT THE BRIDAL TABLE)                                    
_____         YES / NO        TOAST(S) (TRADITIONALLY BY THE BEST MAN AND                                       
                                                                                            /OR MAID OF HONOR)
                                                              GIVEN BY________________________(CORDLESS MIC 
                                                                               WILL BE AVAILABLE AT THE BRIDAL TABLE)
_____         YES / NO        CAKE CUTTING

_____         YES / NO        FIRST DANCE (REFER TO INFORMATION IN THE                                                                                                                    
                                                                        DETAILED SECTION)

_____         YES / NO        BOUQUET AND GARTER TOSS

_____         YES / NO        FATHER/DAUGHTER DANCE

_____         YES / NO        MOTHER/SON DANCE

_____         YES / NO        FAREWELL DANCE

_____         YES / NO        ANNOUNCE DEPARTURE OF BRIDE AND       
                                            GROOM

_____         YES / NO        ADDITIONAL CEREMONIES, 
                                            ANNOUNCEMENTS OR OBSERVANCES

                                            BRIEF DESCRIPTION________________________________

          DETAILED INFORMATION ON CHOSEN EVENTS

INTRODUCTIONS FOR ENTIRE BRIDAL PARTY ENTERING RECEPTION AND/OR FOR FIRST DANCE IF SELECTED:
ALAN D.J. SERVICES WILL INTRODUCE THE BRIDAL PARTY IN THE FOLLOWING ORDER. IF YOU CHOOSE AN ALTERNATIVE FORMAT, INCLUDE THE NAMES IN THE EXACT ORDER ON A SEPARATE LISTING. WE HAVE INCLUDED ENOUGH SPACES FOR A LARGE BRIDAL PARTY. DON’T FEEL COMPELLED TO FILL IN EVERY BLANK.

PARENTS OF THE BRIDE_____________________________________

PARENTS OF THE GROOM___________________________________

FLOWER GIRL__________________RING BEARER_______________

BRIDESMAID___________________ESCORTED BY_______________

BRIDESMAID___________________ESCORTED BY_______________

BRIDESMAID___________________ESCORTED BY_______________

BRIDESMAID___________________ESCORTED BY_______________

BRIDESMAID___________________ESCORTED BY_______________

BRIDESMAID___________________ESCORTED BY_______________

MAID OF HONOR_______________ESCORTED BY(BEST MAN)__________

MR AND MRS (OR OTHER ALTERNATIVE)________________________________________
MUSIC REQUEST FOR INTRODUCTIONS?_____________________                                                         
CAKE CUTTING MUSIC SELECTION:

TITLE___________________________ARTIST_____________________
*FIRST DANCE OPTIONS AND SUGGESTIONS:

AFTER DINNER?     Y / N    IF NO- OTHER__________________________
SOME OPTIONS OF PRESENTATION:

-BRIDE AND GROOM ONLY OR                    -BRIDE AND GROOM WITH PARENTS ONLY OR     

-BRIDE AND GROOM FOR A MINUTE         -BRIDE AND GROOM  -WITH PARENTS

     -AND THEN INVITE PARENTS                                                             -WITHOUT PARENTS

     -AND INVITE BRIDAL PARTY                          -AND THEN INVITE BRIDAL PARTY                         

     -AND THEN INVITE ALL GUESTS                   -AND THEN INVITE ALL GUESTS
     -OTHER                                                            -BRIDE AND GROOM WITH ALL GUESTS
                                                                                 -OTHER

TITLE__________________________ARTIST______________________
*BOUQUET AND GARTER TOSS:

BOUQUET TOSS MUSIC SELECTION:

TITLE__________________________ARTIST______________________

REMOVAL OF GARTER MUSIC SELECTION

TITLE__________________________ARTIST______________________

GARTER TOSS MUSIC SELECTION:

TITLE_________________________ ARTIST______________________

PLACEMENT OF GARTER MUSIC SELECTION:

TITLE_________________________ARTIST_______________________

*FATHER / DAUGHTER DANCE:

TITLE__________________________ARTIST______________________
*MOTHER / SON DANCE:

TITLE_________________________ARTIST_______________________
BRIDAL DANCE:
TRADITIONAL DOLLAR DANCE MUSIC  Y / N
IF NO: TITLE____________________ARTIST_____________________
*MUSIC SUGGESTIONS AVAILABLE IF NEEDED 

MUSIC REQUESTS FOR RECEPTION:
TOP PRIORITY SONGS:

TITLE                                                                     ARTIST

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.
15.

16.

17.
TIME PERMITTING LIST:

TITLE                                                                         ARTIST                       

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

DO NOT PLAY LIST!  (GUESTS FROM TIME TO TIME MAY REQUEST POPULAR SONGS NOT WELCOMED BY THE BRIDE AND GROOM. PLEASE LIST SONGS YOU DON’T WANT PLAYED HERE)           
TITLE                                                                      ARTIST
1.
2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.
14.

15.

16.

17.

18.

