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DJ EVENT (NON-WEDDING) CHECKLIST

1. What is the event theme?

2. If a birthday party, what is the full name of the guest(s) of honor and when is the actual date of the guests of honor’s birthday?

3. Verify the time the doors open for the guests.

4. If this is a surprise event, please verify the scheduled arrival time of the guest(s) of honor & what excuse will likely be used to get him/her there?

5. Please list the scheduled event agenda items in sequence.

6. Will there be a meal?  If so, is it buffet or sit-down?

7. If applicable, will there be a blessing or invocation before meal?  If so, by who? (family member, co-worker, friend, deejay)

8. Is cake cutting part of the scheduled agenda?

9. Are there any scheduled speakers?  If so, who?

10. Is there any specific music that you or the guests would like to hear (of which you are aware now)?

11. If there are gifts, will they be opened at the event (Y/N/Don’t know)?

12. What school(s) does/did the guest(s) of honor attend?

13. Are there any scheduled announcements?  If so, please identify.

14. Are there any special thanks to be extended to any planners of the event?  If so, please provide the names?

15. Until what time do you want the deejay to play (approximately)?

16. Is there a specific or general agenda for the event?  If so, please provide (e.g. games, musical chairs, family traditions, roasting, etc.)

17. How many total guests are expected at the event?

18. Will there be any other entertainers or hired professional present?  If so, please provide name(s).

19. Is there anything scheduled on the agenda not addressed above (e.g. games, trivia, contests, video, family birthday traditions, particular dancing, etc.)?

20. Will there be any toasts, remarks or comments from any of the guests (scheduled or possibly unscheduled)?

21. Will the event location be decorated in advance for the theme of the party?

22. What is the dress code for the event (e.g. formal, semi-formal, business, business casual, casual)?

23. Should vehicles be parked in a specific location (especially if the event is a surprise?)
24. Are there any special needs, requests not previously mentioned (e.g. props, audio for video presentation, generator or other)?
25. Would you like use of a projector (for slideshows, music videos, specialty dances, guests dancing, photo booth photos, etc.) to project images on a wall or screen for a stunning effect at a minimal price?
26. Would you like standard or logo lighting projected, or a custom monogram image projected with gobo light projectors?  If so, how many images?
27. Would you like 'up lighting' for a spectacular effect at an amazing value?
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