www.Elan-DJ.com

DJ Event Planner

Contact information
Contact #1 Name:



Contact #2 Name:

Work #:




Work #:

Other #:




Other #:

Email:





Email:

Street:_________________________
Street: ______________________________

City, State, Zip: __________________
City, State, Zip: _______________________

Event Date:



Event Location:

Event Start Time:


Event End Time:


Order of Events:

((Please delete all event descriptions which are not included in your evening)

The only time that needs to be exact is the start time.  We’ll schedule the rest based on song and dance set lengths.

	Sequence
	Event

	
	

	
	Cocktail Hour

	
	

	
	Grand Entrance

	
	1st Dance or Dance set

	
	Toasts/Speeches

	
	Meal

	
	Presentation/Contest/Entertainment

	
	Dancing

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	Last Dance


DJ Event Planner

Name:



Event Date:           
          

Location Information:

Venue:__________________________________________________________

Phone #:___________________________
Contact Name:____________________________

Street:_____________________________
Room Name/Location/Floor #:________________

City, State, Zip: ______________________
________________________________________

Any Events occurring in any location other than the main room?     Y       N

If so, where​____________________________________________________________________

(Please understand that this may require extra equipment and/or and assistant, and incur extra fees.)

Directions:  (only include if Mapquest.com won’t work)

General Information:

Number of Guests:__________________
Between what ages?:_____________

Largest portion of guests in what age bracket?:________________________________________

Large portion of guests not drinking?:________________________________________________

Thinking of your guest list, is this going to a reunion for many of your guests who haven’t seen each other in many years?___________   If so, we’ll need to discuss further via phone.

Standard attire for DJ’s is full tuxedo for men and an equivalent for women.  If you desire less formal attire for your DJ please specify here:_________________________________________________

Contact Information for Other Event Professionals

Please give business name, contact name, phone, and email for the following.

Planner:

Caterer:

(please make sure to inform your caterer that we will be eating as well: see contract-other conditions-c.)

Videographer:

Photographer:

List of Songs to be played only if requested by a guest:

Guest request rules:

Do Not Play List:

Music Requests:

Songs to definitely be played

	Title
	Artist
	In which dance set or during which event?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Detailed Information for Specific Events:

Any item which does not apply to your event—please just delete it!

Grand Entrance/Introductions

Is DJ to be the Master of Ceremonies?  (circle one)   Yes    No

If DJ is not the MC, please provide MC’s name here:__________________________________

Music for the Grand Entrance:

Please list those to be introduced during the grand entrance in the order they will enter.

	Name(s)
	Phonetic Pronunciation(s)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


First Dance:

Music for first dance:

Instructions regarding first dance:

Blessing

Name of person to lead blessing: 

Phonetic pronunciation:
Background Music for the Meal

Circle/Bold one:
Jazz/Brazilian mix
  Love Songs

Lounge/Brazilian mix, 

Classic Lite-Jazz/Brazilian mix
Crooner/Brazilian mix.
Crooners
Other

Toasts/Speeches

Name(s) of person(s) giving Toast:________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Please provide phonetic if they are to be introduced.  If not introduced, they will be handed the mic.

Last Dance:___________________________________________________________


Other Events not previously mentioned:

(games, participations, ethnic dances, family or cultural traditions which you would like to include, 

bus departure times at end of event, centerpieces, etc…)
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