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MAKING ALL OF YOUR OCCASIONS UNFORGETTABLE




Reception Planning Sheet 


Please fill out the reception planning sheet and use as a guide for the Reception Planning Guide Timeline.  Please send both planning guides to K2 Productions one month prior to your event date by mail, fax, or email.  4214 Shoal Creek Dr., Greensboro, NC 27410/fax 336-510-9880/email info@k2production.com

Client name:  

Package Purchased: 

Reception (please make sure a 6-8 foot table is provided)




   

	Event Date 
	
	Time and length of event 
	

	Event Location 

(Exact address please)
	
	Set up time 
	

	Event room at location (ex:  dining room, main hall, etc) 
	
	Contact name and number at event location for the day of event other than bride/groom 
	

	Location of DJ Set up in room (ex:  in far left corner, on balcony, etc.)
	
	A 6-8 foot table will be provided and left in the following place:
	

	Please list any additional services K2 is providing

Ex: video, A&V rentals, lighting, etc..
	
	Balance is due 7 days prior to your event please provide final balance to verify with K2 records:
	


Arrival: Please indicate with a check 

	Will guest be waiting in reception hall before the bridal party arrives?  


	
	Do you wish music to be played for guests? 
	
	K2 will play a fantastic mix of cocktail/dinner music for your guest that is upbeat yet relaxing and set a moderate level allowing your guest to socialize. We have great a selection and if there is any type of music you would like us to play during this time please provide below.
	
	

	Please provide any additional announcements to be made before party arrives.  

Example:  “The bride and groom would like for you to enjoy hors d’oeurves while you are waiting”  


	Cocktail/Dinner Music requested 


	If you would like all of your wedding party announced or just the bride and groom please indicate below.

Would you like a song for the intro? If so please write the song here:




Wedding Party (put a check by the people you wish to be announced and write name)

	Bride’s Parents 
	
	

	Groom’s Parents 
	
	

	Usher 


	
	

	Usher
	
	

	Usher 
	
	

	Usher 
	
	

	Flower Girl 
	
	

	Ring Bearer 
	
	

	Other: 
	
	


If you would like Bridesmaids and Groomsmen announced, please fill out the following;  

	Bridesmaids Names
	Escorted by 
	Groomsmen Names 

	
	Escorted by
	

	
	Escorted by
	

	
	Escorted by
	

	
	Escorted by
	

	
	Escorted by
	

	
	Escorted by
	

	
	Escorted by
	

	
	Escorted by
	

	
	Escorted by
	

	
	Escorted by
	

	
	Escorted by
	

	Maid or Matron of Honour:  


	Escorted by
	Best Man: 

	Bride & Groom:




First Dances:  Please put a check next to dances you would like to have. Please indicate when you would like dance to happen.  Example:  right after announcements, after dinner, etc. 

	Bride & Groom 


	
	Song Name & Artist: 
	When: 

	Father & Bride


	
	Song Name & Artist:
	When: 

	Groom & Mother


	
	Song Name & Artist:
	When:

	Bridal Party 
	
	Song Name & Artist:
	When:  

	Notes:  


Dinning  & Highlight Events: Please provide the following information in the space provided.  

	Please indicate what type of meal is provided. Example:  sit down, buffet, hors d’oeuvres 
	
	Would you like dj to announce dinner, lunch ect? 
	

	Will a blessing be given?  If so by whom?  
	
	Does dj need to announce blessing? 
	

	Will there be a toast given?  If so indicate by whom and when.  Example:  before dinner, during dinner, after dinner.  
	
	Would you like dj to announce toast?  
	

	Additional toast 
	
	Additional announcements: 
	

	Cake Cutting 
	
	When: 
	Song selection: 

	Dollar Dance 
	
	When: 
	Song selection: 

	Garter Toss 
	
	When: 
	Song selection: 

	Bouquet Toss 
	
	When:  
	Song selection: 

	Bride and Groom Grand Exit (will guest be asked to participate in departure?) 
	
	When:  
	Instructions for guest:  (example, please pick up rose petals by the exit)

Final announcements



	Will music be played after bride/groom depart? 
	
	
	Last Dance:




Please provide your music selection for evening below
	What type of music do you prefer?  

Top 40, 90’s, 80’s, 70’s, 60’s, 50’s, R&B, Big Band, Rock n Roll, Alternative, Rap, Country, Disco, Salsa, etc.  
	

	1.
	Song
	Artist 



	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	

	11
	
	

	12
	
	

	13
	
	

	14
	
	

	15
	
	

	16
	
	

	17
	
	

	18
	
	

	19
	
	

	20
	
	


5
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