VSI-Event Planner
This planner is designed to insure that your special event proceeds smoothly and according to your plans. Our staff will go over your responses to help you decide on the best solutions for your entertainment needs. THIS FORM MUST BE COMPLETED AND RETURNED TO OUR OFFICE 3 WEEKS PRIOR TO YOUR EVENT.  

	CLIENT NAME: 


	GUEST OF HONOR: 

	EVENT TYPE: 


	DATE: 
	TIMES:

	VENUE LOCATION: 

	EMERGENCY CONTACT:

	


SPECIAL THEME INCLUDES:
PACKAGE:

DÉCOR:   
SET DESIGN:   
PROPS & COSTUMES:    
PARTY FAVORS:   
ADDITIONAL ADD-ONS:    
SCHEDULE OF EVENTS
The following is a schedule of events that take place in a traditional order. Should you wish to deviate from this order, please number each event in the order it will occur. 

	ORDER
	DESCRIPTION OF EVENTS

	1
	Cocktail Hour                                 (circle one)
	Jazz  -   Pop  -  Rock   -   Romance   Top 40 -  Classic Hits -  New Age

	2
	Doors open                                       (circle one)
	High Energy  - Groove Lounge  -  Rock   Classical   -   Easy   -    Instrumental

	3
	Grand Entrance
Video/Slideshow Presentation
	

	4
	Welcome Speech
	

	5
	Toast given by:
	

	6
	Dinner Blessing
	

	7
	Dinner Served / Buffet Opens  (circle one)


	8
	Contest / Awards / Raffle /  Other  (circle one)


	9
	 Music Begins: See list below



	10
	Closing



	 MUSIC REQUESTS
	FOR OFFICE USE ONLY

	SONG TITLE
	ARTIST / GROUP
	CD
	TRACK #

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	DEDICATIONS, SPECIAL INSTRUCTIONS, ANNOUNCEMENTS

	

	

	

	

	


	CATERING  COMPANY: 

	EVENT COORDINATOR:  

	VIDEOGRAPHER: 

	PHOTOGRAPHER:

	AUDIO/VISUAL:

	AGENT/MANAGER:

	OTHER:
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