
The Event Connection 
500 North Main Street, Suite C Randolph MA  02368 -781.963.8300 Fax# 781.963.8308 

 

Event Planning Guide 
*please print or type legibly 

 

Event Date:________________________________  Type of Event: _________________________ 

Name:  ___________________________________  Please Return By: _______________________ 

Tel#: _____________________________________ 

EVENT INFORMATION 

1.) This event is taking place…INDOORS OUTDOORS  (Circle One) 

2.) Will an entrée be provided for the DJ/MC?    YES    NO 

3.) What time will guests arrive?  _____________  Seated for dinner (approx.) _____________ 

4.) Approximate number of guests ____________  Primary Age Group ________ TO _________ 

5.) Venue/Location of Event:  ____________________________ 

____________________________ 

____________________________  Venue Contact: ________________ 

6.) Name(s) of Guest(s) of Honor: ______________________________________________________ 

MUSIC FORMAT 

Please check the types of music you feel you & your guests would enjoy throughout your event. 

  Current Top 40    Alternative    Latin (Specify) 

  Adult Contemporary    Disco    Rhumba  Tango  Cha-Cha 

  Rock & Roll (80s & 90s)    Big Band/Ballroom    Samba   Merengue 

  Classic Rock (70s)     Waltzes    Polkas (Specify) _________________ 

  Oldies (50s & 60s)     R&B/Funk    Electric Slide 

  Motown      Country    Macarena 

  Hip Hop      Rap 

 

• Will there be any special ceremonies or formalities that may require our assistance?  If so, please 
explain and provide an approximate timeline and agenda. 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 



 

• Please use the following space to list at least 20 songs you and your guests would like to hear at 

this event: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

• Please use the following space to list specific songs or music types you DO NOT want to hear: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

This form must be returned to us no later than two (2) weeks prior to your event date.  You may fax 

it to us at (781) 963-8308.  All faxed forms should be accompanied with a confirmation telephone 

call after faxing.  You may also mail the form to: 

 

The Event Connection 

500 North Main Street, Suite C 

Randolph MA  02368 

 

Again, thanks for choosing us for your special event…”Show Up…Look Good…and Have a Ball! 

Let us handle the rest!” 


