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P A R T  O N E

The timeline, counting back from the party

IEI\DIj¨�jQG<vk¨<]G¨.<mnjG<vk¨Q]¨/_j_]m_¨O_¨~jkm¬¨�sIjv¨
�¨E_\g<]v

Q]¨mPI¨EQmv¨P<k¨mPI¨k<\I¨~NmII]¨_j¨k_¨
IEI\DIj¨G<mIk¨m_¨kI[[¬¨6_jZ

D<EZt<jGk¨Nj_\¨mPI¨g<jmv¨<]G¨mPI¨gjIkknjI¨GQk<ggI<jk¬

Early
October

Lock the venue
/PI¨O__G¨j__\k¨<jI¨O_]I¨Dv¨/P<]ZkOQsQ]O¬¨�¨/PnjkG<v¨Q]¨mPI¨kIE_]G¨tIIZ¨_N


IEI\DIj¨Qk¨I<kQIj¨m_¨OIm­¨_NmI]¨EPI<gIj­¨<]G¨<mmI]G<]EI¨DI<mk¨mPI¨[<km¨�jQG<v

DIN_jI¨�PjQkm\<k¨tPI]¨P<[N¨mPI¨_|EI¨Qk¨<[jI<Gv¨<t<v¬

Mid
October

Book the DJ and entertainment

v¨[<mI¨"Em_DIj¨mPI¨.<mnjG<vk¨<jI¨O_]I¨<]G¨mPI¨�jQG<vk¨<jI¨E[_kI¨DIPQ]G¬

�GGQ]O¨<¨gP_m_D__mP³¨
__Z¨Qm¨<m¨mPI¨k<\I¨mQ\I¬

End of
October

Menu and bar
*[<mIG¨_j¨Dn{Im¨EP<]OIk¨mPI¨mQ\I[Q]I­¨<]G¨mPI¨D<j¨N_j\<m¨EP<]OIk¨P_t¨mPI

]QOPm¨jn]k¬

First week
November

Invitations out
�]E[nGI¨mPI¨g[nk½_]I¨g_[QEv­¨mPI¨GjIkk¨E_GI­¨mPI¨km<jm¨mQ\I¨<]G¨<¨[Q]I¨_j¨[Q]Z¨N_j

k_]O¨jIinIkmk¬

Late
November

RSVP deadline and final numbers
5I]nIk¨<]G¨E<mIjIjk¨t<]m¨]n\DIjk¨�¨m_¨��¨G<vk¨_nm­¨<]G¨k_¨G_Ik¨mPI¨
�­

DIE<nkI¨mPI¨k_n]G¨kvkmI\¨Qk¨kQyIG¨m_¨mPI¨Ej_tG¬

Ten days
out

Run of show to every vendor
.gI<ZIj¨]<\Ik­¨<t<jG¨]<\Ik¨<]G¨tP_¨gjIkI]mk¨mPI\­¨mQ\Q]Ok­¨mPI¨G_½]_m½g[<v

[Qkm¨<]G¨mPI¨k[QGIkP_t¨~[I¬

One week
out

Final walk-through
6P_¨Qk¨mPI¨G<v½_N¨E_]m<Em­¨tPIjI¨Qk¨mPI¨[_<GQ]O¨I]mj<]EI­¨tPI]¨E<]¨mPI¨
�¨kIm

ng¨<]G¨tPIjI¨G_Ik¨mPI¨
�¨m<D[I¨O_¬
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P A R T  T W O

Venue types, and what each means for sound
The room decides more about the night than the playlist does. Here is

what we plan for in each kind of room across Toronto and the GTA.

Hotel ballroom

QO­¨E<jgImIG¨<]G¨inQIm­¨tPQEP¨\<ZIk¨Qm¨I<kv

N_j¨k_n]G¬¨/PI¨mj<GI½_{¨Qk¨[_OQkmQEk®¨[_<GQ]O

G_EZk­¨kIjsQEI¨I[Is<m_jk­¨<¨kIm¨tQ]G_t¨N_j

kImng­¨<]G¨k_\ImQ\Ik¨<¨jn[I¨mP<m¨kgIIEPIk¨O_

mPj_nOP¨mPI¨P_nkI¨�5¬

Banquet hall

nQ[m¨N_j¨g<jmQIk®¨<¨G<]EI¨�__j­¨<¨km<OI­¨g_tIj

tPIjI¨Qm¨kP_n[G¨DI¨<]G¨km<{¨tP_¨P<sI¨kII]¨<


�¨DIN_jI¬¨�<]v¨<jI¨Q]¨5<nOP<]­¨�QkkQkk<nO<

_j¨6PQmDv­¨k_¨g[<]¨N_j¨OnIkmk¨tP_¨<jI¨GjQsQ]O­

<]G¨N_j¨mP_kI¨tP_¨<jI¨]_m¬

Restaurant private room
6<j\­¨I<kv¨<]G¨mPI¨N__G¨Qk¨O__G¬¨/PI¨E<mEPIk®

<¨P_nkI¨k_n]G¨kvkmI\¨v_n¨\<v¨]_m¨DI¨<[[_tIG

m_¨Dvg<kk­¨<¨\nkQE¨EnjNIt¨Â_NmI]¨��¨g¬\¬Ã­¨sIjv

[Qmm[I¨�__j¨kg<EI¨<]G¨kImng¨_][v¨<NmIj¨[n]EP

kIjsQEI¬¨�__G¨N_j¨��­¨P<jG¨N_j¨���¬

Golf club clubhouse
/PI¨E_njkI¨Qk¨E[_kIG¨Q]¨
IEI\DIj¨Dnm¨mPI

E[nDP_nkI¨Qk¨_gI]¨<]G¨nkn<[[v¨n]GIjD__ZIG­

tQmP¨DQO¨j__\k­¨I<kv¨g<jZQ]O¨<]G¨�IuQD[I¨km<{¬

*_gn[<j¨Q]¨
njP<\¨<]G¨8_jZ¨-IOQ_]¬¨._n]G

E<jjQIk­¨k_¨mPI¨GQ]]Ij¨kIm¨]IIGk¨E<jI¬

Brewery or industrial space
�_]EjImI­¨PQOP¨EIQ[Q]Ok­¨O[<kk¨<]G¨kmII[­¨tPQEP

<GGk¨ng¨m_¨IEP_¬¨.gIIEPIk¨]IIG¨<¨E<jINn[¨\QE

kImng¨<]G¨kgI<ZIj¨g[<EI\I]m¨_j¨]_D_Gv¨g<km

mPI¨mPQjG¨m<D[I¨PI<jk¨mPI¨��"¬¨�m¨Qk¨<[k_¨E_[G

]I<j¨mPI¨G__j¨Q]¨
IEI\DIj¬

Office atrium or your own space
 _¨sI]nI¨E_km­¨Dnm¨<¨[_]OIj¨[Qkm¨_N¨E<mEPIk®

sI]G_j¨kQO]½Q]­¨<]¨I[Is<m_j¨[_<G½Q]­¨<¨O[<kk

j__\¨mP<m¨IEP_Ik­¨]_¨jI<[¨G<]EI¨�__j¨<]G

]IQOPD_njk¨tP_¨GQG¨]_m¨kQO]¨ng¨N_j¨<¨g<jmv¬

�PIEZ¨DnQ[GQ]O¨P_njk¨<]G¨jn[Ik¨_]¨<\g[Q~IG

k_n]G¬

The rule that saves most nights:¨tP<mIsIj¨mPI¨j__\­¨mPI¨E<mIjIj¨<]G¨mPI¨
�¨]IIG¨m_¨DI¨t_jZQ]O

Nj_\¨mPI¨k<\I¨mQ\I[Q]I¬¨/PI¨�__j¨_gI]k¨<NmIj¨GIkkIjm¨Qk¨kIjsIG­¨]_m¨DIN_jI¬
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P A R T  T H R E E

The run of show for a five-hour party
A 6 to 11 party with dinner, speeches and awards. Someone has to hold

this schedule, and it should be the MC, not the organizer who is also

supposed to be enjoying the party.

5:00 
�¨<jjQsIk­¨kImk¨ng­¨mIkmk¨mPI¨\QEk¨<]G¨mPI¨k[QGIkP_t¨tQmP¨mPI¨gj_XIEm_j¬

6:00 
__jk¬¨�_EZm<Q[¨P_nj¨tQmP¨D<EZOj_n]G¨\nkQE¨<m¨<¨m<[ZQ]O¨[IsI[¬¨/PQk¨Qk¨tPIjI¨mPI

gP_m_D__mP¨I<j]k¨Qmk¨ZIIg­¨DIE<nkI¨gI_g[I¨P<sI¨<¨GjQ]Z¨Q]¨P<]G¨<]G¨]_mPQ]O¨m_¨G_¨vIm¬

6:50 ��¨<kZk¨IsIjv_]I¨m_¨~]G¨<¨kI<m¬¨/PQk¨m<ZIk¨mI]¨\Q]nmIk­¨k_¨km<jm¨mI]¨\Q]nmIk¨DIN_jI

v_n¨t<]m¨mPI\¨kI<mIG¬

7:00 6I[E_\I¨Nj_\¨mPI¨��"¨_j¨<¨kI]Q_j¨[I<GIj¬¨/t_¨\Q]nmIk­¨]_m¨mI]¬¨/PI]¨GQ]]Ij¨Qk¨E<[[IG¬

7:05 
Q]]Ij¨n]mQ[¨<D_nm¨�®��¬¨�nkQE¨km<vk¨n]GIj¨E_]sIjk<mQ_]¬

8:15 .gIIEPIk¨<]G¨<t<jGk­¨mtI]mv¨\Q]nmIk¨tQmP¨<¨P<jG¨E<g¬¨/PI¨��¨Q]mj_GnEIk¨I<EP

gjIkI]mIj­¨jI<Gk¨mPI¨<t<jG­¨EnIk¨<¨kP_jm¨t<[Z½ng¨k_]O­¨<]G¨OImk¨mPI¨tQ]]Ij¨m_¨mPI

Nj_]m¨<]G¨D<EZ¨m_¨mPIQj¨kI<m¬¨�QsI¨<t<jGk¨<m¨N_nj¨\Q]nmIk¨I<EP¨Qk¨mtI]mv¨\Q]nmIk¬¨/I]

<t<jGk¨<m¨N_nj¨\Q]nmIk¨I<EP¨Qk¨<¨gj_D[I\¬

8:40 -<}I¨_j¨G__j¨gjQyIk¬¨�QsI¨\Q]nmIk¬¨-I<G¨mPI¨mQEZIm¨]n\DIjk¨mtQEI¬

8:45 /PI¨~jkm¨G<]EI¨k_]O¬¨/PI¨��¨Q]sQmIk¨mPI¨[I<GIjkPQg¨mI<\¨m_¨mPI¨�__j¨~jkm­¨DIE<nkI

gI_g[I¨t<Qm¨m_¨kII¨QN¨Qm¨Qk¨<[[_tIG¬

8:45 
<]EQ]O¨n]mQ[¨��®��­¨tQmP¨mPI¨[<mI½]QOPm¨k]<EZ¨mQ\IG¨N_j¨mPI¨]<mnj<[¨GQg¨<j_n]G¨��®��¬

10:55 �<km¨k_]O­¨<]]_n]EIG¨<k¨mPI¨[<km¨k_]O¬

11:00 �nkQE¨_{¬¨�QOPmk¨ng¬

Food timing versus dancing.¨
n{Imk¨m<ZI¨[_]OIj¨mP<]¨g[<mIG®¨<[[_t¨��¨\Q]nmIk¨N_j¨���¨gI_g[I¬

*[<mIG¨GQ]]Ijk¨jn]¨mQOPmIj¨Dnm¨mPI¨kgIIEPIk¨P<sI¨m_¨~m¨DImtII]¨E_njkIk­¨k_¨mPI¨��¨<]G¨mPI

ZQmEPI]¨]IIG¨<¨kQO]<[¬¨
<j¨[<km¨E<[[¨Qk¨nkn<[[v¨��¨\Q]nmIk¨DIN_jI¨mPI¨\nkQE¨I]Gk¬¨/I[[¨mPI¨
�­¨k_¨mPI

<]]_n]EI\I]m¨<]G¨mPI¨[<km¨k_]O¨[Q]I¨ng¬
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P A R T  F O U R

The playlist question, and the room
Requests

�_[[IEm¨mPI\¨_]¨mPI¨Q]sQm<mQ_]¬¨8_n¨tQ[[¨OIm¨<D_nm

��¨k_]Ok­¨P<[N¨_N¨mPI\¨t_jZ<D[I­¨<]G¨v_nj¨
�

DnQ[Gk¨<j_n]G¨mPI¨t_jZ<D[I¨P<[N¬¨"]¨mPI¨]QOPm¨mPI


�¨m<ZIk¨jIinIkmk¨m__­¨Dnm¨tQmP¨XnGOI\I]m­

DIE<nkI¨mPI¨gIjk_]¨<kZQ]O¨N_j¨<¨]Q]I½\Q]nmI¨gj_O

j_EZ¨mj<EZ¨<m¨�®��¨Qk¨]_m¨mPQ]ZQ]O¨<D_nm¨mPI¨_mPIj

���¨gI_g[I¬

The veto

._\I_]I¨kI]Q_j¨tQ[[¨P<sI¨k_]Ok¨mPIv¨G_¨]_m¨t<]m

m_¨PI<j¬¨�Im¨mPI¨[Qkm¨Q]¨tjQmQ]O¨DIN_jI¨mPI¨g<jmv¨<]G

OQsI¨Qm¨m_¨mPI¨
�­¨tP_¨tQ[[¨P_]_nj¨Qm¨tQmP_nm

<]]_n]EQ]O¨Qm¬

What fills a corporate floor

�<\Q[Q<j¨k_]Ok¨Nj_\¨\_jI¨mP<]¨_]I¨GIE<GI­¨g[<vIG

Q]¨kP_jm¨jn]k¨k_¨]_D_Gv¨t<Qmk¨[_]O¨N_j¨mPIQj¨Ij<¬

�j_ng¨k_]Ok¨gI_g[I¨E<]¨G_¨D<G[v¨m_OImPIj¬

�P_jnkIk¨IsIjv_]I¨Z]_tk¬¨�¨E_jg_j<mI¨�__j¨Q]

/_j_]m_¨j<]OIk¨Nj_\¨��¨m_¨��¨<]G¨kg<]k¨P<[N¨<

G_yI]¨\nkQE<[¨En[mnjIk­¨<]G¨mPI¨
�Ók¨X_D¨Qk¨m_¨kIjsI

<[[¨_N¨mPI\¨Q]¨mnj]¬

Holiday music and clean edits

�¨NIt¨P_[QG<v¨k_]Ok¨GnjQ]O¨E_EZm<Q[k¨<]G¨GQ]]Ij­

_]I¨_j¨mt_¨_]¨mPI¨�__j¨QN¨mPI¨j__\¨t<]mk¨mPI\¬¨�

Nn[[¨]QOPm¨_N¨Qm¨I\gmQIk¨mPI¨�__j¬¨�[I<]¨IGQmk¨<jI¨mPI

GIN<n[m¯¨]_D_Gv¨P<k¨IsIj¨E_\g[<Q]IG¨mP<m¨mPI

P_[QG<v¨g<jmv¨t<k¨m__¨E[I<]¬

Seating

 _D_Gv¨tQmP¨<¨PI<jQ]O¨<QG¨kP_n[G¨DI¨kI<mIG¨]Ium

m_¨<¨kgI<ZIj¬¨/I[[¨mPI¨
�¨tPIjI¨mPI¨inQIm¨m<D[Ik¨<jI

<]G¨mPI¨kgI<ZIjk¨tQ[[¨g_Q]m¨I[kItPIjI¬

Volume at dinner

�nkQE¨kQmk¨n]GIj¨E_]sIjk<mQ_]¬¨�N¨gI_g[I¨<jI

[I<]Q]O¨Q]¨m_¨m<[Z­¨Qm¨Qk¨m__¨[_nG­¨<]G¨mPI¨
�¨kP_n[G

DI¨mPI¨_]I¨t<mEPQ]O¨N_j¨mP<m¬

A route to the floor

�N¨<¨E_[[I<OnI¨nkIk¨<¨tPII[EP<Qj¨_j¨<¨t<[ZIj­¨mPI

G<]EI¨�__j¨kP_n[G¨DI¨jI<EP<D[I¨tQmP_nm¨km<Qjk­

<]G¨E<D[I¨jn]k¨j<\gIG¨_j¨m<gIG¨<[_]O¨t<[[k¬

Lighting

.mj_DI¨<]G¨N<km½\_sQ]O¨I{IEmk¨<jI¨<¨gj_D[I\¨N_j

k_\I¨OnIkmk¬¨0g½[QOPmQ]O¨<]G¨k[_t¨E_[_nj¨t<kPIk

<jI¨mPI¨k<NIj¨EP_QEI¬

A quiet space

�¨E_j]Ij¨_j¨<¨kIE_]G¨j__\¨tPIjI¨mPI¨\nkQE¨Qk¨N<Q]m¬

._\ID_Gv¨tQ[[¨]IIG¨Qm¬

Noise rules

5I]nIk¨P<sI¨EnjNItk­¨DnQ[GQ]Ok¨P<sI¨]IQOPD_njk

<]G¨/_j_]m_¨P<k¨<¨]_QkI¨Dv[<t¬¨�_]~j\¨mPI¨I]G

mQ\I¨N_j¨<\g[Q~IG¨\nkQE¨Q]¨tjQmQ]O¨<]G¨g[<]¨mPI

[<km¨k_]O¨<j_n]G¨Qm¬
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P A R T  F I V E

The checklist

PRINT THIS PAGE AND PIN IT UP

5I]nI¨D__ZIG¨Dv¨I<j[v¨"Em_DIj


�¨<]G¨gP_m_D__mP¨D__ZIG¨Dv¨\QG½"Em_DIj

�]sQm<mQ_]k¨_nm¨~jkm¨tIIZ¨_N¨ _sI\DIj­¨tQmP¨<¨k_]O¨jIinIkm¨[Q]I

�Q]<[¨]n\DIjk¨m_¨sI]nI­¨E<mIjIj¨<]G¨
�¨�¨m_¨��¨G<vk¨_nm

-n]¨_N¨kP_t¨kI]m¨m_¨IsIjv¨sI]G_j®¨kgI<ZIjk­¨<t<jGk­¨gjIkI]mIjk­¨mQ\Q]Ok


_½]_m½g[<v¨[Qkm¨Nj_\¨[I<GIjkPQg­¨Q]¨tjQmQ]O

.[QGIkP_t¨~[I¨m_¨mPI¨
�¨mt_¨G<vk¨<PI<G­¨mIkmIG¨_]¨kQmI

6QjI[Ikk¨\QE¨E_n]m¨E_]~j\IG¨N_j¨kgIIEPIk¨<]G¨<t<jGk

�<mIjIj¨<]G¨
�¨<OjII¨_]¨tPI]¨GIkkIjm¨Qk¨kIjsIG¨<]G¨tPI]¨mPI¨�__j¨_gI]k

.I<mQ]O¨g[<]¨<]G¨[QOPmQ]O¨gjINIjI]EIk¨OQsI]¨m_¨mPI¨
�

�\g[Q~IG½\nkQE¨I]G¨mQ\I¨E_]~j\IG¨tQmP¨mPI¨sI]nI


<v½_N¨E_]m<Em¨]<\IG­¨tQmP¨<¨gP_]I¨]n\DIj­¨N_j¨IsIjv¨sI]G_j

�IjmQ~E<mI¨_N¨Q]knj<]EI¨kI]m¨m_¨mPI¨sI]nI¨QN¨mPIv¨<kZ
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Rather hand the
schedule
to someone who has run
it before?
�IOI]G<jv¨._n]G¨gj_sQGIk¨mPI¨
�¨<]G¨��¨N_j¨E_\g<]v¨P_[QG<v

g<jmQIk¨<Ej_kk¨/_j_]m_¨<]G¨mPI¨�/�®¨k_n]G¨kQyIG¨m_¨mPI¨j__\­¨<

tQjI[Ikk¨\QE¨mP<m¨t_jZk¨tPI]¨mPI¨��"¨km<]Gk¨ng­¨<]¨��¨tP_¨ZIIgk

mPI¨<OI]G<¨_]¨mQ\I­¨<]G¨<¨�__j¨mP<m¨~[[k¬¨
IEI\DIj¨G<mIk¨O_¨Dv

\QG½"Em_DIj¬

GET A QUOTE FOR YOUR PARTY

Call  1-866-GET-MY-DJ
Web  legendarysound.ca/corporate-dj-services/
Bundles  DJ + Snap Squad photobooth

https://legendarysound.ca/corporate-dj-services/holiday-party-dj-toronto/

