[image: image1.png]Run by professionals, it's not just a party. It's The Main Event.
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Party Planning Form

General Information 

Name: ______________________________

Event Type: ___________________________

Phone: ______________________________     
E-Mail: _______________________________

Event Date:    ___/___/_____



Event Time:          start: _______     end: ______

Event Venue: _________________________

Number of Guests:  _____________________

Room Name: _________________________

Contact Person: ________________________

Guest Time Arrival:  _________am/pm


Guest of Honor Arrival:  _________am/pm

Photographer: ________________________

Videographer: _________________________

DJ Attire: ____________________________

What floor is the room on? _______________

Setting:   Indoors / Outdoors 



Elevator:  Yes / No

Deposit: _____________________________

Balance Due: __________________________

Event Highlights

Cocktail Music:  Yes / No




Dinner Music:  Yes / No

Speech:  Yes / No





Speech By: ___________________________

Toast:  Yes / No





Toast By: _____________________________

Blessing:  Yes / No





Blessing By: ___________________________

Dinner Served:  Yes / No




Style: Buffet / Family Style / Individually Served

First Dance of Evening:  Yes / No



First Dance Song: ______________________

Last Dance of Evening:  Yes / No



Last Dance Song: ______________________

Other Special Instructions:
