


Wedding:
Date:
Venue:

PLANNING→PREPARATION→PERFORMANCE

Let us begin the creative process of establishing all the ideas, notes and details so that we can provide the ideal
vibe and experience for your wedding celebration. This is a guideline to a modern wedding Ceremony, Cocktail
Hour and Reception however we want to make sure it is personalized to your needs and expectations. If you are
working with aWedding Planner/ Coordinator, you may also invite them to have access to this Planner to make
sure the details align with their primary schedule.

Please browse through LOTUS Event Pros: Spotify Playlists to help you with your song selection process.
We will create a Spotify “Collaborative Playlist” for all your music selection or you are also free to create your
own playlists and simply share that link. Please give us about 10 requests per section so we can get a better
understanding of continuing to build the playlist. All songs played will be Clean/ Radio-Edit versions unless
Explicit versions are specifically requested.

● Fill out your response on this sheet before your final planning meeting with your DJ/MCOR at least 2
weeks before your event date.

● Please mark “N/A” for all areas that will not be included
● Please mark “DJ Suggestion” for areas that you would like us to confirm or give ideas.
● 📝RED: SPECIALNOTES

● 📣ORANGE: NAMES &ANNOUNCEMENTS (Please use Phonetic Spelling for Unique Names)

● ⏳GREEN: TIME

● 🎼BLUE: MUSIC SELECTIONS (You may also add in links from i.e. Spotify/YouTube)
● 📍PURPLE: LOCATIONAREA

Please share with us your overall Vision, Ideas, Thoughts, Feelings for your Wedding Celebration.
● What are you looking for from the DJ/MC?
● What kind of Music Theme, Vibe, Energy Level are you requesting?
● What did you like or didn’t like from your previous experience attendingWeddings?

Please tell us about your guests and some of their preferences.

Brief Description:

https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v?si=NToIQeMERT6oHlxVr4O-nQ
https://www.youtube.com/watch?v=AKX-bS5YWyk


⏳GUEST ARRIVAL TIME:
⏳CEREMONY STARTTIME:
📍LOCATIONAREA:

Pre-Ceremony: (Guest Arrival / Seating)

🎼Music
Requested:

Artist Title

01)

02)

03)

04)

05)

06)

07)

08)

09)

10)

📝NOTES:

Spotify Playlists: Classic Instrumentals | Modern Instrumentals | Modern Acoustic

Does the Officiant have any special accommodations/requests?

Will there be any special musical performers? If Yes, will they need any additional Sound
Equipment?

https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/5nrXgaf8KWM1ETSdserx1L?si=eQt_EwGcRw2leUeTDekBbA
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/6y7L0PmKs1uukKgdG2jVSA?si=eSzBozpiQ9--YOwjifxkXw
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/4IelxNAJg5rOe4129DoBsh?si=NAx0f6WORw6OTpTWZr3a9g


Processional: Wedding Party Ceremony Entrance

Groom Artist: Title:

Family/Special Guests Artist: Title:

Groomsmen Artist: Title:

Bridesmaid Artist: Title:

Flower Girl, Ring Bearer Artist: Title:

💡The SameMusic can be played for the Wedding Party
📝NOTES:

🎼Bride Entrance Artist: Title:

📝NOTES:

Spotify Playlists: Processional

During Ceremony

Sand Pouring/ Candle Lighting/
Special Tradition

Artist: Title:

Will there be a Reader? Yes or No
Are there any Special Traditions? Yes or No
📝NOTES:

Recessional: Wedding Party Ceremony Exit

🎼Recessional Artist: Title:

📝NOTES:

Spotify Playlists: Recessional

After the Ceremony, who would you like to make the announcement for Cocktail/Social Hour?
Officiant
DJ :
No Announcement Necessary

📝NOTES:

https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/2zazq37eolx28zuMivQBdb?si=--_CFLSyS922Phrnv6vcjA
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/635ILsESIKoXLfcyeBu75o?si=I_t8GXeSRFiCCBXXLy413g


⏳TIME:
📍LOCATIONAREA:

🎼Music
Requested:

Artist Title

01)

02)

03)

04)

05)

06)

07)

08)

09)

10)

📝NOTES:

Spotify Playlists: Classical Big Band | Modern Big Band | Smooth Jazz |
Classic Love Songs Modern Love Songs | Modern Vibes | Smooth R&B

https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/0VoTeUPZqPjpK34XEx60kt?si=BI0C7qQoTSa2a1ZaBWiIwA
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/7lqow8hLN1IjOnjLdywBf1?si=9kRM-VqWSD2I2TYIRUmOtA
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/5uAEAmmpLolxqd0Z8mjFqN?si=A-GQeYmMTaSMDMFaD7HuTw
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/4WDy2VwOOiUcz6DSFiMqqf?si=HYiNGZhATLWGqJ53CBfFSg
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/60ViQZCfpVgZXj5faM6CZh?si=0z7VsSYzQ0mF6je5CZpQZA
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/1HzageX8PSZniRThA2JV1y?si=B9T6BLbXSuqJP7M95p63vw
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/4zuLeyUBto4tSz69Cp9MjK?si=_PJhtb2CQHmwkyAGMADCaA


⏳TIME:
📍LOCATIONAREA:

📣Welcome Announcement:
- Housekeeping
- Social Media: #Hashtag for the event?

🎊 [GRAND ENTRANCE]🎊

Pre-Grand Entrance: (DJ/MC will announce & recognize the family members below or
special guests at their tables)
💡Please spell out unique Names “Phonetically” to make sure it announced correctly i.e. (Anderson
“Anh Der Sun”)

Parents of the Bride:

Grandparents of Bride:

Parents of the Groom:

Grandparents of
Groom:

Ring Bearer & Flower
Girls:

📝NOTES:



Wedding Party Grand Entrance (Enter Room)
Howwould you like groomsmen and bridesmaids to enter?

Individual In Pairs As a Group

🎼Grand Entrance
Background Song

Artist: Title:

📝NOTES:

💡Please spell out unique Names “Phonetically” to make sure it announced correctly

GROOMSMEN BRIDESMAIDS Artist Song Title

01) 01)

02) 02)

03) 03)

04) 04)

05) 05)

06) 06)

Ring Bearer: Flower Girl:

Best Man: Maid/Matron of
Honor:

📝NOTES:



Bride & Groom Grand Entrance (Enter Room)

🎼Bride & GroomGrand
Entrance Song

Artist: Title:

📣“Ladies and Gentlemen,
Introducing”:

(Please type exactly how you would like to be announced, e.g. Mr. &Mrs. John Doe; Mr. &Mrs. John
and Jane Doe, etc…)
📝NOTES:

Spotify Playlists: [Grand Entrance]

👰 [FIRSTDANCE]🤵

🎼Bride & Groom First
Dance:

Artist: Title:

📝NOTES:
(Please choose a selection)

We trust the DJ to fade out at an appropriate moment (Usually 1 ½ -2Min, after 1st chorus)
We will dance to the full song length
We are doing a CustomDance Mix
We have specific times - Start Time: End Time:

SPOTIFY Playlists: [First Dance]

https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/655GQpGZZika8uXJX7cysI?si=ltVpYqqWR3i0FOn6VYM7XA
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/7eQjbOqClyAKFdVMBXyiNZ?si=y7hXUtTHReukf0AK64Sqog


🍾 [SPEECHES/ TOASTS]🥂

💡No BackgroundMusic will be played unless requested

TOASTS: Name Before /During/
After Dinner

Order #

Best Man

Maid of Honor

Parents of the
Bride

Parents of the
Groom

Additional
Speeches

Bride & Groom

📝NOTES:



🍽️ [DINNER]🍽️
⏳TIME:

Will you be having a Blessing/Prayer before Dinner is served?
Yes: Please provide their Their Name:
No

Will Dinner be Table Service or Buffet Style?
Table Service
Buffet Style

💡For Buffet, in lieu of making Table Number Announcements, we would also suggest the
Catering Staff to go to Tables Directly to invite guests to Food Station.

Will you be doing Table Greetings/ Rounds with your guests?
Yes:
No

💡After eating your dinner meal, we suggest that you start Table Greetings as guests start their
Main Cuisine to be conscious of time.

Will you be showing a Video or SlideshowMontage?
Yes:
No

💡We can also provide the Projector & Screen, Laptop/Tablet Player & all accessories, with
set-up/ breakdown labor as a package that is an additional charge. Let us know if you would
like it included!

📝NOTES:



(Please give us genres or about 10 specific artists/songs you would like played. The DJ/MCwill use his
skills to play your requested songs and others like it.)
Dinner (Background Music)

🎼Music
Requested:

Artist Title

01)

02)

03)

04)

05)

06)

07)

08)

09)

10)

📝NOTES:

Spotify Playlists: Classical Big Band | Modern Big Band | Smooth Jazz
Classic Love Songs | Modern Love Songs | Modern Vibes | Smooth R&B

🎤 [SPECIAL ACTIVITIES]🎤

Any Games/ Entertainment/ Musical Performances/ Special Cultural Tradition Requests?
Brief Description:

💡For any special performances, please have music songs and notes sent prior event date to ensure
everything is prepared. Also please let us know if you would like to request additional equipment
(Microphones, Stands etc.)

https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/0VoTeUPZqPjpK34XEx60kt?si=BI0C7qQoTSa2a1ZaBWiIwA
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/7lqow8hLN1IjOnjLdywBf1?si=9kRM-VqWSD2I2TYIRUmOtA
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/5uAEAmmpLolxqd0Z8mjFqN?si=A-GQeYmMTaSMDMFaD7HuTw
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/4WDy2VwOOiUcz6DSFiMqqf?si=HYiNGZhATLWGqJ53CBfFSg
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/60ViQZCfpVgZXj5faM6CZh?si=0z7VsSYzQ0mF6je5CZpQZA
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/1HzageX8PSZniRThA2JV1y?si=B9T6BLbXSuqJP7M95p63vw
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/4zuLeyUBto4tSz69Cp9MjK?si=_PJhtb2CQHmwkyAGMADCaA


🍰 [CAKE CUTTING]🍰
⏳TIME:

🎼Cake Cutting Song Artist: Title:

📝NOTES:

Spotify Playlists: [Cake Cutting]

💃🏻 [SPECIALDANCES]🕺

If you will not be doing any of the below activities, please type N/A.

🎼Father/Daughter Dance Artist: Title:

🎼Mother/Son Dance Artist: Title:

🎼Anniversary Dance (Ask
All Couples to join the
Dancefloor)

Artist: Title:

📝NOTES:
Please choose a Selection:

We trust the DJ to fade out at an appropriate moment (Usually 60-90 seconds)
We will dance to the full song length
We are doing a CustomDanceMix
We have specific times - Start Time: End Time:

Spotify Playlists: [Father/Daughter] [Mother/Son] [Anniversary Dance]

https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/1JrWDuaMfD45JZT29ZSNe1?si=nvr4tY5rSESmIv4YMHSnow
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/55PFrrH917cnL0wIRBk1N6?si=8zEqc92LQeGGwNHWyc-Nvw
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/6VQ98GXyUk0Dv7hHXPjUgD?si=oRDZw7TIQ4ycvpUSpgidWQ
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/6N1GAACNkttsV7faTi9pOA?si=4U9SDK_7R1yA53G3hP7hpg


💸💰 [MONEY/ HONEYMOONDANCE]🍯🌙

⏳TIME:

If you will not be doing any of the below activities, please type N/A.

01) Artist: Title:

02) Artist: Title:

03) Artist: Title:

04) Artist: Title:

04) Artist: Title:

📝NOTES:

Spotify Playlists: [Money Dance]

💐 [BOUQUET TOSS]🙋‍♀️

⏳TIME:
If you will not be doing any of the below activities, please type N/A.

🎼Bouquet Toss Artist: Title:

📝NOTES:

Spotify Playlists: [Bouquet Toss]

🙇‍♂️ [GARTERRETRIEVAL/ TOSS]🙋‍♂️

⏳TIME:
If you will not be doing any of the below activities, please type N/A.

🎼Garter Retrieval Artist: Title:

🎼Garter Toss Artist: Title:

📝NOTES:

Spotify Playlists: [Garter Retrieval/Toss]

https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/0vahNIxB06FzuLjsWKybkI?si=2KWDGK6yQfeycQYUp-c1EQ
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/0UbwxlQT8mYp1bR4zhS1iZ?si=QP8gkBaCRm-U-XsRb0S--g
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/0YYbvIR5Uj4xrEXA8nF4yl?si=6F7Z7gnmQgK64bNZaaeIqQ


⏳TIME:
📍LOCATIONAREA:

1st Dance Set (Usually older genres like Swing, 60s, 70s, Disco/Soul/Funk, Classic Rock, 80s, etc…)
(Cultural Music, Top 40)

(Please give us genres or about 10 specific artists/songs you would like played. The DJ/MCwill use his skills to play your
requested songs and others like it.

🎼Music
Requested:

Artist Title

01)

02)

03)

04)

05)

06)

07)

08)

09)

10)

📝NOTES:



⏳TIME:

2nd Dance Set (Usually contemporary genres like Top 40, clean Hip-Hop, Pop, Dance/EDM etc…)
(Please give us genres or about 10+ specific artists/songs you would like played. The DJ/MCwill use his skills to play your
requested songs and others like it.

🎼Music
Requested:

Artist Title

01)

02)

03)

04)

05)

06)

07)

08)

09)

10)

11)

12)

13)

14)

15)

📝NOTES:

⏳TIME:

🎼Last Dance Artist: Title:

🎼Grand Exit Artist: Title:

📝NOTES:

Spotify Playlists: Last Dance

https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/2ELaktyZ7TSCeeGAkYc3op?si=L-k1nz2rT9OjIJWVMls6yQ


Spotify Playlists:
Pop/Dance: 1960s, 1970s, 1980s, 1990s, 2000s, 2010s, 2020s
Hip-Hop/Rap: 1980s 1990s, 2000s, 2010s, 2020s
R&B/Soul: 1960s, 1970s, 1980s, 1990s, 2000s, 2010s, 2020s
House/EDM: 1980s 1990s, 2000s, 2010s, 2020s
Rock & Roll: 1960s, 1970s, 1980s 1990s, 2000s, 2010s, 2020s
Indie/ NewWave: Music Hits
Disco/Funk: Music Hits
Reggae: Music Hits
Country: Music Hits
Latin: Music Hits
Asian: AAPI, Chinese , Vietnamese , Korean , Japanese

Please choose your preferred DJ music selections:
“The list is just a guide and suggestions for music we would like to hear. If the DJ can play most of the songs,
that would be great, but we trust them to use their judgment to keep people entertained.”
“The list is very important to us and we want the DJ to stick as close to the list as possible.”

GUEST REQUESTS

Please choose a selection:
Yes please allow our Guests to make music requests at DJ Discretion/ Approval
Only Allow certain Guests to make requests. Anyone who is not on the list may need approval.
No Guest Requests, keep to the suggested/approvedMusic Playlists.

ARE THERE ANYGUESTS THATWE SHOULD BE AWAREOF?

DO NOT PLAY - These lists of Music Genres, Artists, Songs will not be played.
Do not play Group/ Line Dances (i.e. Cupid Shuffle, Cha Cha Slide, Electric Slide)

🎼Music
Requested:

Artist Title

01)

02)

03)

04)

05)

https://open.spotify.com/playlist/0jSMKjbjmtkygTaEhIspqP?si=462b885163044d63
https://open.spotify.com/playlist/5JOjUALVyo6wdLuiIZd8c5?si=c60d4b05fc7b47b7
https://open.spotify.com/playlist/5wQFTz3o6vbMEVyzTBgPJK?si=21b15f663ced4ce0
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/2JcgshhzBHCgjbOfMO7azR?si=mIjuqyghSZ23Xwjql4ID8Q
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/1ZcIcizJa5utVLIKNLYZWS?si=6NTawm5QRTSVoDtlYUzb5Q
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/65zTJyB9lzb4AIs4JUG6uZ?si=OhY9Q4R2SQu8dixdtGh-ww
https://open.spotify.com/playlist/0sNYED4Fjvm8YMJChokAv7?si=1f19de28fd19403e
https://open.spotify.com/playlist/52TdWVC4L45yf7vWrzxJ6A?si=620cf5dddd534284
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/4wlS1xi5cPOh6Ma0HRc96O?si=ygdr-ULMTRu_blwWJSzmjg
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/5RPkdP02l5To4fEH2EVklL?si=McMD-bMIQVy15BdrU4muHg
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/3NVzpOeoGjFiviyDGDlGMU?si=VSAe0VnYTbOBcvudFlrQeQ
https://open.spotify.com/playlist/7pzPkZKTn4kohXLWasu79o?si=16bf7f4ebef14507
https://open.spotify.com/playlist/0PtVA8pW6xBXxbFORFxE2t?si=bc0fadb11ab141b5
https://open.spotify.com/playlist/24Tk1kfwrdxlQW3o3pxu10?si=c3e822109cff4b1c
https://open.spotify.com/playlist/3mXOetlMRIziGo0SZ9k6Gd?si=c48af8b53d744d97
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/6Z7wA4sKzFZNfjDPAO3194?si=od972X60Q6yEd11A9HFuNQ
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/0GGNTp8LiQ4qPkl47esvWA?si=yntyI0DSR-uvXFjTpZOZBQ
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/11eywKGu5fQLRKdygsDK02?si=zys6wd2hSIKEnZdKxwjxug
https://open.spotify.com/playlist/1r3lWVdtvGEMr1Am8b4vGQ?si=ca4b45af67e847f3
https://open.spotify.com/playlist/5frgmmzOBOGxq1Oy80zW6Y?si=8d6d2b3cb7594c61
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/6qyhGUgbVegm2hXo89kNW4?si=plw_chzMT5eWBf-z-zjb4w
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/3o3aOinYhDdsGoilHPOUxe?si=y6YsEl_7SzC7gMhNHEfsjQ
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/3WZ36etYXrrxKcJyxKdO3z?si=_R8HZ7wQSX6COLEWxxtZBQ
https://open.spotify.com/playlist/6pRAHJu8Wn0lWqJeKh3JuK?si=e80c7b78a9364bac
https://open.spotify.com/playlist/1EiUdSjGKUMNQun9n9emGq?si=38c2bd7a31cf42c6
https://open.spotify.com/playlist/0SUK0zSg8uT5iL46ilM2rL?si=5bf967b71a4a42d6
https://open.spotify.com/playlist/3WF7tGXoQgQycqEbxZ6vLQ?si=21ea8ca227c548d6
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/2pDywwQLWDEWFgNrfE9q6v?si=j69AzvriQLWx7xQwLrkKyA
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/0gvcZb2sneUweM5kx1JXZj?si=0R2tw_pHS9SJG_b2Bg62Dw
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/2xvRSNxblCrHc48TN1B5yd?si=yuaeyYRvS6yAWSzI3tO5EQ
https://open.spotify.com/playlist/4Lpulz9TnMvtrM9cAO3Q6Q?si=b8399ea7d66a4ed5
https://open.spotify.com/playlist/0LpRjLLt9CVEbbttZ4JYef?si=51a9e14aa1de4e0f
https://open.spotify.com/playlist/0UrK4mjealxL72U6Q7P57D?si=12f3e477dab34153
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/5nblzpbR0lRgSbBy3Q64vu?si=iT9akxZFQgKeg92glZzVKQ
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/3GGkU18pHJLpG8G0gpDccN?si=iGjQ7USmSluXQ3Lb0Ln0EA
https://open.spotify.com/user/8x8liluj5jzc262b7r8zojh0v/playlist/39vGzxgscf7PIfhbxsj66U?si=1iNtdtNTSQaX43qhtgvjMw
https://open.spotify.com/playlist/4Uy9TNK0HR2QvTxkftG8xd?si=b5f96fb3bf9e482e
https://open.spotify.com/playlist/06nBBN0GvbDsGiMRliOCoz?si=7b7bb749a8054eda
https://open.spotify.com/playlist/7Bh5Ljy8OVyk4CDVBXpYYT?si=71f97232d9194786
https://open.spotify.com/playlist/1fOAMHpiuKr83wmzqBzt7M?si=c563c53eb11d4882
https://open.spotify.com/playlist/4A2uug8R73pEUf6dzvhty5?si=deef017c4aab424c


📝NOTES:

What time does the Music Sound have to be turned OFF? Time:
Will you be doing a Grand Exit?
If Yes, any specific instructions?

📣Closing Announcements:
- Vendor Announcements: i.e. Photo Booth, Catering Food, Dessert
- Last Call For Bar:
- Centerpiece/ Giveaways:
- Ride/Shuttle Service:
- After Party:
- Special Shout Outs:

ADDITIONALNOTES and SPECIAL REQUESTS:

SOCIALMEDIA

Wewould like to capture the special moments and share them through our Social Media Channels: @LotusEventPros

YourWedding #Hashtag

InstagramHandle

FaceBook Handle

TikTok Handle

Privacy Note:
I would prefer to keep ourWedding Event private/discreet and not available through Social Media/Online.



PLANNING& PRODUCTION

Event Coordinator

Name/ Company

E-Mail

Phone Number

Venue Contact

Name / Title

E-Mail

Phone Number

Special Vendor Contacts

Name / Company

E-Mail

Phone Number

Special On-Site Contact

Name / Relation

E-Mail

Phone Number



PRODUCTIONDETAILS (For Event/Venue Coordinators)
Dress Attire:
Approximate Guest Count:
Access to Power Outlets:
Table & Linen Provided (Ceremony Location, Reception Location):
Does the Venue require Event Liability “Certificate of Insurance” (COI)/ special permits:

- Business Name Insured, Location Address, Phone Number, E-Mail
- Does the Venue require any special Guidelines?

Event Layout/ Placement Location (Indoors/Outdoors):
Master Timeline Schedule:
Load-In/Load-Out Instructions:
Parking Instructions:
Sound Noise Level Ordinance?: decibels
Will a Vendor Meal be provided?
Additional Equipment/Services Requested:

PUBLICHEALTH& SAFETY

We will strive to follow the recommended National/State/Local Guidelines for Special Events to ensure the safety of our
Staff and all personnel in attendance. Please let us know if you have any specific requests/concerns that you would like to
implement.

What level of interaction are you planning for your guests
LEVEL 1 Strict - Guests will have limited contact and implement all guidelines.
LEVEL 2Moderate - Guests will interact with Face masks on.
LEVEL 3 Open - Guests will be allowed to interact freely without masks.


