
___________ 
Time 

___________ 
Time 

If you are having someone other than the person nam ed on the contract 
coordinate your event or any portion that we must f ollow you must e-mail 
us that persons name and that we have permission to  follow their  
instruction. 
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Reception Start Time: __________ (We suggest that y ou have us contracted to start 15 minutes 
prior to the scheduled start time for guests. We fi nd it awkward and unprofessional to set up at an 
event already underway.) 
 
Number of guests expected: __________  Room Name: _ ____________________________ 
 
What floor is the room on: _____ (As per the contra ct ;one 9, remember that if we must move 
equipment up and down stairs there will be a stair fee. Please view your contract for info) 
 
Is there an elevator: __________  
 
Dinner Music: 
 
1) Should we introduce you when you enter the recep tion?         Yes        No 
 
 
How would you like to be introduced: ______________ ________________ 
(We do not recommend introducing the entire wedding  party) 
 
2) Will there be a cocktail hour?  Yes       No 
 
 
3) Buffet Sit Down Dinner 
 
4) Toast:         Yes       No 
Will there be any drink provided for guests to toas t?            Yes       No 
 
Will it be served or do the guests need to visit th e bar?            Yes       No 
(A toast does not need to  
 
5) Cutting of the Cake:        Yes       No 

___________ 
Time 

___________ 
Time 

___________ 
Time 
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___________ 
Time 

___________ 
Time 
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6) First Dance Song: ______________________________ __________ 
 
 
7) Father-Daughter Song: __________________________ ______________ 
 
 
8) Mother-Son Song: _______________________________ _________ 
 
 
9) Bouquet Toss?         Yes        No 
 
 
10) Garter Toss?         Yes        No 
 
11) Special Announcements: ________________________ __________________________ 

___________ 
Time 
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