
Wedding Reception Agenda Planning Form
This form is to be used for planning out the details of the reception. Please print clearly and include 
all information that is applicable. Please complete all sections. If something listed below is not 
applicable, designate by writing “N/A” in that space. Also, please add any pertinent details that we 
will need to know.

Bride’s name______________________________________________________ 

Groom’s name_____________________________________________________ 

Date of wedding _______________________ 

First guests expected to arrive at the reception at what time? ___________________
Bride and Groom expected to arrive at the reception at what time? _______________
Reception planned on ending at what Time? ________________________________
Location & directions  of reception: 
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
___________________________________________________________________________
Number of People Attending: ___________Predominant Age Range: ________________
General type of Music that you would like at the reception: ________________________
Describe the type of Atmosphere that you would like at the reception: ________________

Tell us about things that you have seen at other receptions that you definitely DO NOT WANT at 
your reception (e.g., things you thought were not in good taste, things that made you roll your eyes 
and say to yourself, "I don't EVER want something like that at MY reception!", _______ 

Preference for music playing as guests are arriving at the reception: 
 smooth jazz;  easy listening “sophisticated” jazz (Frank Sinatra, Ella Fitzgerald, Tony Bennett, 

etc.);
 soft vocals;  big band;  classical;  other:



Introduction music: We recommend and normally play a fun, up-tempo song for 
introductions. Is this what you would like, or is there another special song that you would rather us 
play while introducing the wedding party?

 Band or  DJ
We recommend then playing a high-energy song as the Bride and Groom enter as a way of getting 
all the guests standing, applauding, and starting off the reception on a high note. Do you have a 
preference for the music to be played for this or would you prefer to trust our judgment as to what 
might best fit the environment and atmosphere based on your preferences? 
_________________________
Please fill in the following information in the order that they are to be introduced and write the
names phonetically (don’t worry; nobody will check your spelling!). This is generally the order in 
which introductions are done but we can certainly re-order this to your wishes if you would like:
Parents of the Bride: 
______________________________________________________________________________
Parents of the Groom: 
______________________________________________________________________________
Grandparents:__________________________________________________________________
Flower Girl(s):__________________________________________
Ring Bearer(s):_________________________________________
Groomsmen and Bridesmaids as they are to be coupled and as they are to be introduced. Also 
note any special designations that you would like us to announce as well, e.g., “Bridesmaid and 
Sister of the Bride…”
Bridesmaid: ______________________________________
and
Groomsman: ______________________________________ 

Bridesmaid: _______________________________________
and
Groomsman: ______________________________________ 

Bridesmaid: _______________________________________
and
Groomsman: _______________________________________ 

Bridesmaid: _________________________________________
and
Groomsman: ________________________________________
 (If there are additional attendants, please check here and continue on the back or a separate 
sheet).  More on back 
Best Man: __________________________________________
Maid/ Matron of Honor: ________________________________
(Please circle one – Maid of Honor if she is single; Matron of Honor if she is married)

Song for the Bride and Groom’s first dance: 
 We would like to dance to the entire song by ourselves.



 We would like to dance, by ourselves, to only part of the song then fade it out when appropriate.
 We would like the wedding party to join us part way through the song.
 We would like all the guests to join us part way through the song.

Tip: We then recommend waiting on any other dances (for example, dances with the parents) until 
later. Too many of the "traditional" dances in a row tend to all blend together.]
If you are planning on having someone offer a "Welcome," immediately following the first dance is 
an ideal time to do this.
Will a "Welcome" be offered?  Yes  No. If Yes, by whom? 
________________________________________________________
Will a "Blessing" be offered?  Yes  No. If Yes, by whom? 
__________________________________________
Will food be served to the guests?  Yes;  No Format:  buffet;  plated meal;

 Hors d’oeuvres only;  other________________________________________
Preference for dinner music:  DJ  The Band
Will a toast (or toasts) be offered?  Yes;  No
If yes, by whom____________________________________ 
When will the toast(s) be offered? ______________________
Will there be a cake-cutting ceremony?  Yes;  No If yes, when?  immediately after the 
toasts;  later in the reception;  other: 
_____________________________________
What type of music would you like to be played during the cake-cutting? (check one)

 Background music alone (e.g., smooth jazz or soft love song);

Will the Bride dance with her father or other appropriate individual?  Yes;  No 
Name of person: _____________________Relation:_______________________
Will the Groom dance with his mother or other appropriate individual?  Yes;  No 
Name of person: _______________________________Relation:__________________
Following the dances with parents, what is your preference:  Open up the dance floor to all the 
guests;  Start off with the wedding party and have other guests join in? 
Please list any announcements that you would like us to make or special songs, by title and artist, 
that you would like to have played and for what occasion if applicable (e.g., birthdays; 
anniversaries; parents’ wedding song; grandparents’ wedding song; a special song for another 
newly married couple; etc.) 

The Band



Are there any songs or types of music that you do NOT want played? ________________ 

Will the Bride and Groom be having a “Dollar Dance” (also known as an “Apron Dance,” or 
“Honeymoon Dance”)?  Yes;  No
[Tip: One of the special parts of the reception is having a dance in which the Bride and Groom are 
joined on the dance floor by all of the other married couples. We play a nice romantic slow song 
and throughout the song, calling off the number of years of marriage. When couples hear the 
number of years that they have been married, they are asked to stand to the edge of the floor. This 
ultimately leads to the last 2 couples being the Bride and Groom and then the longest married 
couple, enjoying the rest of the dance. It is wonderfully sentimental and is a great way to share the 
celebration of your marriage with other married couples. 
Would you like a special dance for all of the married couples, and through the song determining the 
longest married couple?  Yes;  No
Will the Bride be throwing her bouquet?  Yes;  No If yes, when: _______________________
Will the Groom be throwing the garter?  Yes;  No If yes, when: ________________________

Agenda
It is out goal to make sure that we have a full understanding of how we best cater our services to 
what you would like at your reception. Therefore, we would like to have you write out the scheduled 
agenda of what is going to be happening and in the specific order. This way, by planning and going 
over all the details ahead of time, you can relax and enjoy yourselves at the reception, knowing 
that we will have it all under control. We will coordinate this information with the function manager, 
photographer, videographer, etc. to make sure that everything flows smoothly.
Possible events – what things might you want to consider when sketching out the agenda below? 
Bride and Groom to take pictures; introductions; receiving line; first dance; blessing; toast(s); food 
is served; buffet is open; presentation of a gift (or gifts); dances with parents; dance with wedding 
party; cutting the cake; garter and bouquet; dollar dance; dancing open to everyone; Bride and 
Groom to change; last dance; closing circle; tunnel; etc.

If there are any other instructions or special announcements (e.g., birthdays, anniversaries, etc.) to 
be made, please note the details on this page. Finally and most importantly, have FUN together 
planning your special day! We are honored to be part of it and will do everything possible to make 
sure that you, your friends, and family have a wonderful time!

Bride’s signature of approval for planned reception_____________________________________ 

Date ____________________________ 

Bride and Groom’s future address:_____________________________________________ 

Furious George Entertainment 
480-430-7479 




