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Contact Information:     
Main Office/FAX:     831.240.4430 
E-Mail:      team@jna-djs.com 
Web:        www.jna-djs.com 
 
 

Wedding Reception 
Planner 

Please return to office 
as soon as possible. 

    JNA Entertainment is devoted to making your event as prosperous 
and as enjoyable as possible. We work with you in planning your event, and 
make the whole process stress free and exciting. With lively employees, your 
complete satisfaction, and the highest ranking sound and lighting equipment 
in the trade, we are the most excellent choice in Monterey. We can guarantee 
you're getting professionals who are the very best choice.  
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Wedding Reception Event Planner 
Organization is the key to any successful event. Our staff will use this planner to help you 
organize and create your event. Once it is filled out, your entertainer will know EXACTLY 
how you want your event to take place. 
 
All Fields Are REQUIRED to be filled out: 

 
Client Full Name: ______________________ 

Client Phone: (       ) _____________________ 

Client E-Mail: _______________________ 

   

On Site Contact: _______________________ 

On Site Contact Phone: (       ) _________________   

Type of Event: ____________________________ 

Date of Event: ____________________________ 

Address of Event: ________________________ 

City:         ________________________       State:  __________      Zip: _____________ 

Times:  _______AM/PM   -to- _______ AM/PM    

Event Type:  (  ) Indoor (  ) Outdoor 

Budget for DJ:   (  ) $600-$800    (  ) $800-$1000    (  ) $1000-$1500    (  ) Other: __________ 
 

Approximate number of guests:  _________________ 

Number of Guests (Breakdown of by age):     _____10-25     _____26-34     _____34-49     _____50 and up 

Desired DJ Attire: _____________________________ (Formal, Casual, or Custom) 

DJ Personality: (  ) Quiet          ( ) Average  (  ) Outgoing 

 

 

Client Address: ___________________ 
City:         _______________________        
State:  __________      Zip: _____________ 
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Reception Planner: 
 INSTRUCTIONS: Please fill out the following. Be as DETAILED as POSSIBLE. Check 
the box if you are expecting to have the event. Fill in the approximate time you expect to have the 
event. Highlight the selected music option, if stated to do so, in the JNA Entertainment “Wedding 
Songbook.” If you need help please call 831-240-4430 or e-mail: team@jna-djs.com  

Check ✓ Time Begins: Event: 

  BACKGROUND MUSIC (AS GUESTS ARRIVE) / COCKTAIL HOUR: 
*Select music options from “JNA Wedding Songbook: Interlude Music” 

  Grand Entrance(s): (Check all that apply)   

Parents:                               Wedding Party:              Bride & Groom:               
Flower Girl/Boy:                 Best Man:                       Ring Bearer(s): 
Maid/Matron of Honor:  

>>Play this tune while introducing the Bride & Groom: 
     Song title:_____________________ 

>>Play this tune while introducing the Wedding Party: 
     Song title:_____________________  [  ]Same as Bride & Groom 

>>Play this tune while introducing the everyone else: 
     Song title:_____________________  [  ]Same as Bride & Groom 
 
**You can still select separate songs for separate people, just write them 
somewhere on this form. 

*Select music options from “JNA Wedding Songbook: Recessional Music” 
 

Names: 
- Parents of the Bride:  
Mother: ____________________         Father: ____________________   
- Parents of the Groom:  
Mother: ____________________         Father: ____________________   
- Bridesmaids: 

  

  

  

  

  

- Groomsmen: 

  

  

  

  

[CONTINUED ON NEXT PAGE] 
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- Ring Bearer(s): ____________________   and  ____________________   

- Flower Girl(s) or Boy(s): _______________and ____________________   

- Maid/Matron of Honor: ____________________  
  (circle “matron” if married or circle “maid” if single)  

 - Best man: ___________________ 

- Bride & Groom introduced as: 

________________________________________________________ 

 

  Toast(s): 
To be given: [  ] Upon arrival of Wedding Party         [  ] After Meal 
[  ] During Meal          [  ] At Cake Cutting          [  ] Other:_______________ 

To be performed by:  (In Order) 

 __Best Man     __Maid/Matron of Honor     __Father of the Groom 

__Groom           __Bride                                     __Father of the Bride 

Should we allow others to give toasts, at your approval?   (Y)   (N) 

 

  Meal: 
Will someone be giving a blessing before the meal?  (Y)   (N) 
If so, please specify their name here: _________________ 
Type of Meal: ___Buffet     ___Sit-Down     ___Hor d’ouevers 
 
If you selected “Buffet” for the meal type, it is typical for the DJ to 
introduce the order of the buffet line: Bride & Groom, Wedding Party, 
Family Members, Guests 
Would you like the DJ to announce the buffet in that order? (Y)   (N) 
Would you like the DJ to announce the buffet? (Y)   (N) 
 
At a lower sound level, the DJ will play Dinner Music. What type of music 
would you like to be played? 

Music Preferences:  (Check all that apply): 
cBig Band      cJazz                 cLatin cMotown 
cSwing        cAlternative    cEthnic cClassical       
 cCountry      cNew Age        cBallroom cOther (Specify below)  
Comments:__________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 

  [Continued on next page] 
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Dancing:     LET THE DANCING BEGIN! 
Below is a list of traditional dances, customarily the Bride & Groom are 
expected to have the first dance; however this can be set up whatever way 
you want it! Please check of which dances you want at your event, in 
order. 
__First Dance     __Father/Daughter     __Mother/Son     __Parent Dance 

__Wedding Party Dance     __Guests dance! 

If you picked any of the above please fill out the below: 

Bride/Groom First Dance Song: _____________________   

Father/Daughter Song: _____________________   

Mother/Son Song: _____________________   

Parent Dance Song: _____________________   
Introduce Parents? (Y)   (N)     Introduce Parent Dance? (Y)   (N) 

….Then the DJ will move into the dance music, and typically from ½ to 1 
hour after the dancing begins the Cake Cutting will begin. The DJ will 
normally pick a tune; however if would you like, pick it out yourself and 
write it in the cake cutting song section below.  
Will the Bride & Groom give a speech before cutting the cake? (Y)   (N) 
Should the DJ announce cake cutting and invite the guests to gather? (Y)   (N) 

Cake Cutting Song: _____________________   

 

  Bouquet Toss: 
*Select music options from “JNA Wedding Songbook: Bouquet Toss Music” 

Bouquet Toss Song: _____________________   
__After Cake Cutting     __Later on (Specify)     __No Bouquet Toss  
Comments:____________________________________________ 
 

  Garter Toss: 
*Select music options from “JNA Wedding Songbook: Garter Toss Music” 

Garter Toss Song: _____________________   
Would you like to have a Garter Toss? (Y)   (N) 
Comments:____________________________________________ 
 

   Last Dance: 
*Select music options from “JNA Wedding Songbook: First Dance Music” 

Last Dance Song: _____________________   
Would you like to have a Last Dance? (Y)   (N) 
Comments:____________________________________________ 
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>>Continue on to the “Entertainment Agreement” 

GRAND EXIT: 
The DJ will usher everyone to watch as you make your getaway.  Have 
guests blow bubbles, toss rose petals or even light sparklers to wish you on 
your merry way towards a lifetime of happiness. 
Would you like to have something like this? (Y)     (N) 
100 SPARLERS FOR $55.00   (Y)   (N)   

  JNA WEDDING PHOTOGRAPY: 
  Monterey’s Premier Wedding Photography by Wedding Documentary! 

Vijay Rakhra is a professional 
photographer and videographer from 
the South Bay Area that has been 
creating captivating images for over 
10 years. Vijay blends photo-
journalistic techniques with 
traditional portraiture to create a 

contemporary and timeless style that preserves the story of your wedding 
day for generations to come. Vijay is laid back and easy to work with, so 
you can be confident that you will have a blast on your wedding day and 
receive images that you will love! 
    Offered at a special price to all customers of JNA Entertainment! 
$1,500.00 for Wedding Photography. More information at jna-djs.com or 
WeddingDocumentary.com or call 831-240-4430! 
 
Would you like to have something like this? (Y)     (N) 

  JNA SLIDESHOW CREATION: 
For just $150.00 more JNA Entertainment can create a spectacular 
slideshow with cherished pictures and videos of the Groom and Bride 
together and growing up; with music to go with it! This includes a fully 
edited Slideshow DVD, and a projector and a screen at your wedding to 
view the montage on! 
 
Would you like to have something like this? (Y)     (N) 
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Entertainment Agreement     PAGE 1 of 2 

CLIENT NAME: ____________________ 
 
EVENT DATE: _____________________  SERVICE NEEDED: DJ SERVICE 
 
TIME OF EVENT: START:  _______AM/PM   -to- END: _______ AM/PM    

DEPOSIT: $_________ (Non-refundable. Payable to: __________________________ 
By Cash, Check, Credit or Money Order and due with the signing of this contract.) 
 
BALANCE: $________ (Payable to:__________________________ 
By Cash, Check, Credit or Money Order and due upon DJ Arrival.) 
 
OVERTIME: If and when agreeable to the client and the contracted entertainment, the time of 
engagement may be extended at the discounted overtime rate of $ 100.00 per hour, to be paid 
prior to the overtime period. 
 
CANCELLATION of the engagement by the client for any reason shall forfeit the deposit. 
Cancellation of the engagement by the client WITHIN 90 DAYS of the date of engagement shall 
also require payment of the balance to the act, unless the same act is rebooked by the client for 
an open date within 30 days of the cancelled date. There is a $250.00 Cancellation fee.  
 
Provisions: The client ensures that: (A) the client, place of engagement (where the DJ is 
stationed) is within 25' of two operational 3 prong grounded electrical outlets; (B) the place of 
engagement is open and available to the DJ at least 2 hours before the scheduled starting time; 
(C) the place of engagement meets all city, county, state and federal safety regulations and has 
any and all necessary music licenses and performance permits; (D) reasonable steps will be 
taken to protect the DJ and his equipment & music collection from any type of abuse, theft or 
damage resulting from this booking. In the unlikely event of circumstances deemed by the DJ to 
present a real or implied threat of harm to the DJ's equipment, music or person, the DJ reserves 
the right to cease performance until the client has resolved any and all threatening situation. (E) 
The DJ reserves the right to deny any guest access to the DJ's music and/or equipment.  
(F) JNA Entertainment ensures that your event will run smoothly and worry free, if however an 
accident were to happen such as damage to our equipment due to an event attendeeôs misuse, 
whether it may be on purpose, accidental, or caused by a natural disaster it is your sole 
responsibility to collect the fine from such attendee, if not collected you are responsible for 
paying the full price of the damaged equipment within 30 DAYS of the event date. If even then 
you refuse payment JNA Entertainment will file legal action. (G) Any legal action resulting from a 
dispute between the parties to this contract must be filed in SALINAS, CALIFORNIAôs District 
Court.  
   >>Please continue to page 2 of this contract 
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PAGE 2 of 2 
If, due to death, sudden incapacitating illness, accident or other unforeseeable circumstances 
and/or acts of God, and the act is unable to perform as contracted, every effort will be made by 
the agency (if so notified and if time & circumstances permit) to provide a substitute act (subject 
to approval by the client) to perform in place of the canceling act, at the same fee & terms. If no 
acceptable substitute act can be found, the agency and the act agree to refund the deposit and 
any and all payments made by the client. Upon such refund, this contract shall become null & 
void, and the client shall have no further legal recourse against the act or the agency. If the act 
is late starting due to unavoidable detention (weather, etc.) the client has the option to add that 
amount of time to the end of the function at no charge.  

 
*JNA ENTERTAINMENT HAS A NO REFUND POLICY. 
**IF YOUR BALANCE IS NOT PAID BY THE IMMEDIATE COMPLETION OF YOUR EVENT, 
THERE WILL BE A LATE FEE OF 10% ON THE REMAINING BALANCE.  
***THIS CONTRACT SHALL BECOME NULL AND VOID IF A JNA ENTERTAINMENT 
SUPERVISOR HAS NOT SIGNED, DATED, AND AUTHORIZED THIS EVENT BELOW. 
 
I, the undersigned, have read this document and do fully understand and agree 
to the terms and conditions set forth herein. 

Primary Disc Jockeyôs Signature:      _________________________    DATE: ____________ 
 
Secondary Disc Jockeyôs Signature: _________________________    DATE: ____________ 
  
 
Clientôs Signature: _______________________________                    DATE: ____________ 
 
Clientôs Legal Full Name (PLEASE PRINT): __________________________    
   
 

--------------------------The following is to completed by a JNA supervisor ---------------------------------- 

 
JNA Entertainment Supervisor Signature: _________________________      DATE: ____________ 

  
Authorized: (   ) YES   (   ) NO 

 
 

 

OFFICE USE ONLY: (FINANCE DEPT) (OFFICE MANAGER USE) 
CLIENT NUMBER:   
PAYMENT:              
DEPOSIT:                 
EVENT DATE:            
OTHER NOTES:   


