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Reception Planning Sheet 
 

General InformationGeneral InformationGeneral InformationGeneral Information    
 

Bride_________________________________________ Email Address_____________________________ 

 

Work Phone___________________ Home Phone__________________ Cell Phone_____________________ 

 

Groom____________________________________________ Email Address________________________________ 

 

Work Phone___________________ Home Phone__________________ Cell Phone_____________________ 

 

Event Coordinator or Host/Hostess Contact ___________________________________________________________ 

 

 

Wedding InformationWedding InformationWedding InformationWedding Information    
 
Groom’s Married Name_________________________ Bride’s Married Name________________________________ 

 

Groom’s Closest Age �[] 20  [] 25  [] 30  [] 35  [] 40  Bride’s Closest Age�[] 20  [] 25  [] 30  [] 35  [] 40 
 

Time of Wedding Service______:______ Wedding Service Location________________________________________ 

 

Receiving Line At        [] Church [] Reception Hall      []No Line 
 
Travel Time from Church to Reception Location (approx.)________________ 

 

Formal Photographs       ��[] Before Service       ��[] After Service 
 

 

Reception InformationReception InformationReception InformationReception Information 
 

Reception Date________________________________________ Reception Time______:______ to ______:______ 

 

Reception Location______________________________________________________________________________ 

 

Location Phone_______________________ Location Contact____________________________________________ 

 

Number of Guests (approx.)_______ Bridal Party (arrival time) ______:______ Guests (arrival time) ______:______ 

 

 

DJ DJ DJ DJ InformationInformationInformationInformation 
 

DJ Set Up Time ______:______   DJ Dress  ��[] Formal  �   [] Informal  ��[] Casual 
 

DJ Start Time ______:______  I want my DJ to entergetic & interactive during the show!  �[] Yes  [] No 

 

DJ End Time ______:______   I prefer my DJ to “PLAY IT STRAIGHT”           [] Yes  ��[] No 
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Detailed InformationDetailed InformationDetailed InformationDetailed Information 
            

Cake Served at Reception     [] Yes      [] No 

 �[]� No Announcement – Photographer or Wedding Planner Coordinates Cake Cutting 
 �[]� DJ Announces – Photographer or Wedding Planner Coordinates Cake Cutting 

 �[]� DJ Announces and Coordinates Cake Cutting 
Blessing Before Meal         [] Yes  �[] No Name of person giving blessing________________________________ 

 

DJ Announces Bride/Groom  �� [] Yes  �� [] No           DJ Announces Bridal Party  �[] Yes  � [] No 
 

 

Please List Bridal Party in Order of Appearance     (phonetic spelling helps emcee) 
 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

 

Please List Those Responsible for Toasts 
  

 [] Best Man____________________________         [] Maid/Matron of Honor______________________ 

  

 [] Bride’s Father________________________      []� Groom’s Father______________________ 
 
  []  Other (who)__________________________   []� Other (who)__________________________ 
 

 

Please List Any Special Circumstances (divorces, deaths, handicaps, 
re-marriages, etc.)  (to avoid an awkward situation with announcements or activities) 
 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 
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Please place number in box according to desired order 
 
       Bouquet Toss �� Yes �� No  
 
   
 

Garter Toss �� Yes �� No 
 
Bride sits on 2 Groomsmen’s knees �� Yes  �� No 

 
Groomsman 1_____________________________ Groomsman 2_________________________________ 
 
 Bride sits on chair      ��  Yes  �� No 
 
 No removal – toss only   ��   Yes  �� No 
 

 
Dollar Dance � Yes �� No 
 
 

 
Couple’s First Dance 

 Title_____________________________________ Artist______________________________ 
 

 
 
Parents’ Dance 
Title______________________________________ Artist_____________________________ 

 
Names of Parents 

 Bride’s______________________________________________________________________ 
  
 Groom’s______________________________________________________________________ 
 
 
 

Wedding Party Dance 
 Title______________________________________ Artist______________________________ 
 
 
 

Other Special Dances 
 Name___________________________________________ 
 
 Title______________________________________ Artist_____________________________ 
 
 
 

First Dance for All Guests 
 Title______________________________________ Artist_____________________________ 
   
 �� DJ selects first “all guest” song  Tempo: �� Slow �� Fast    (slow is recommended) 
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Favorite Musical ArtistsFavorite Musical ArtistsFavorite Musical ArtistsFavorite Musical Artists 
 

Bride                Groom 
_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

 

Parents of Bride                Parents of Groom 
_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

_____________________________________________       _____________________________________________ 

 

List songs, artists, or genres you prefer not played 
_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

Include special instructions, directions to venue, Birthdays, 
Anniversaries, Special Guests, Family Traditions, etc. 
_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

Thank you for your business, time, and consideration! 
Congratulations on your wedding and we look forward to performing at your 

reception! 
 

E-mail to: lynn@geewillie.com   or   Fax to: 515-233-6899 


