Corporate Event Planner

To ensure your event goes smoothly and as planned, please answer the following questions.

The Details

Date of Event:____________________________________________________________________

Corporation Name:________________________________________________________________

Corporation Address:______________________________________________________________
                                  City__________________________________ State____ Zip_____________
Social Committee Contact Person: ____________________________________________________

Contact Phone Number: (        )____________________  

Name Of The Banquet Facility:_______________________________________________________

Banquet Facility Address:___________________________________________________________

Banquet Facility Phone Number: (        )_____________________________
Banquet Facility Contact Person:___________________________________
How Many Guests Are You Expecting?   
50  /  75  /  100  /  125  /  150  /  175



                        200 /   300  /  400  /  500  /  600  /  700   Other:________

Start Time For Event: ____________________ am  pm 

Will There Be A Social Hour?                 Yes                 No

The type of music we would like to have for the social hour (choose one only):

____  
Smooth Jazz 

____  
Standards/Big Band







____
Classical 







____
Early R&B/Motown 







____
Adult Contemporary






____
* DJ's Choice

Will There Be A Dinner or Buffet?             Dinner             Buffet            Neither      (Circle one)

The type of music we would like to have for dinner (choose one only):

____  
Smooth Jazz 

____  
Standards/Big Band







____
Classical 







____
Early R&B/Motown 







____
Adult Contemporary






____
* DJ's Choice
Will There Be Speeches or Awards After Dinner?       Speeches        Awards         Neither
Dance Music

Which Songs Do We Play For Dancing?  (choose one)





____ Please play ONLY from our "Must Play" list and "Preferred 


 

            Play" list.

____ Please play many of the selections from our "Must Play" list  


and "Preferred Play" list while reading the crowd and 

choosing songs you know get a good response.

____ Please play from your Top 100 dance songs for corporate 

events.  We understand these are the top rated songs for dancing and they give us the best chance of getting our guests dancing.

                         

____ Dancing is not important to us.  Play good dance and party 
 

            

music, but if no one dances, that is fine.

Do We Play Guest Requests? (choose one)





____ Yes, no matter what it is.





____ Yes, if the song is appropriate for a corporate event.

____ Yes, if the song is appropriate for a corporate event and it is a     

 dance song.

                         

____ No, please stick to our play list.

Styles Of  Music For Dancing (choose many):





____
Big Band/Swing





____
60's and 70's Motown





____
70's Funk & Disco





____
80's Dance & Top 40





____
80's New Wave





____
80's & 90's Hip Hop





____
90's Dance & Top 40





____
00's Dance & Top 40





____
Classic Rock





____
Latin





____
Reggae





____
New Country





____
Top 100 Dance Songs





____
**DJ's Choice





____
Other:________________________

Note:  Some styles of music are not widely danceable, may not go over well at corporate eventss and often will actually result in large numbers of guests leaving your event early.  This includes music like Indie Rock/Alternative, Grunge, House, Techno, Old Country, Rap, New R &B, Hard Rock and Heavy Metal. These styles are to be discouraged.

"Must Play" Dance Songs:

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

"Preferred" Dance Songs:

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

"DO NOT PLAY" List

Styles (i.e. Polka) 
Style of Music:____________________________________________________________________

Style of Music:____________________________________________________________________

Style of Music:____________________________________________________________________

Style of Music:____________________________________________________________________

Style of Music:____________________________________________________________________

Title (i.e. "The Chicken Dance") and Artist (i.e. by The Emeralds)

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

Title: _______________________________________ Artist: ______________________________

What Do We Do If No One Dances? (choose one)





____ Come get us and we will rally our guests and friends

                                                            to get on the dance floor and try to get things going.  We 



            

understand we influence involvement as much as the DJ.





____ Get on the mic and try to rally our guests to get off their

                                                            chairs and onto the dance floor.  We will dance too.





____ Don't worry about it.  Just play some dance and party music



             

and it is no big deal if people don't feel like dancing.

Style Of DJ

(choose one)
____ Please sit quietly in the corner and don't say anything on the 
 

             

mic.




____ Please stay in the background during the early event, make



             

a few professional announcements to keep our guests 



             

informed and involved, then bring some energy come 

                                                            dancing time.                                               





____ Please be omni-present.  We want you to entertain us and bring

                                                              excitement to the event.  We prefer you to be in the 

                                                              spotlight, not us.

Congratulations!

You Made It!

Please scan and email this to your DJ or bring it to your in-person planning session.
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