
Sweet Sixteen
Music F��m

2392 OCEAN AVE RONKONKOMA NY 11779 • www.afterhoursent.com   phil@afterhoursent.com 
OPEN 11AM-11PM DAILY • office: 631-736-2921 • text/call: 516-381-0904 • Fax: 631-206-9144

VENDOR INFORMATION
Name of content Company: _________________________ Name of content creator:  _________________

Name of Video Company: _________________________ Name of Your Videographer:  _______________

Name of Photography Company: ____________________ Name of Your Photographer: _______________

Name of Maitre D at venue: _________________________ Name of Party Planner:_________________

event date: _____________________________________________________________________

Birthday girl’s Name:  ________________________ Parent’s names:  _________________________

Cell Number: ____ - ____ - _____  cell Number: ____ - ____ - _____ 

 cell Number: ____ - ____ - _____ 

please supply two email addresses

Email:  ________________________________ Email: ________________________________

SWEET 16/QUINCEAÑERA INFORMATION
Date: ____________________ Venue:____________________ Room Name: _______________

Location:  _________________ Phone Number: ____ - ____ - _____

Venue Contact Person: ________________________ Email:________________________________

Number of Guests: ________________
CocktaIL HR. YES no time ________ to _________ room Name_____________________
RECEPTION YES no time ________ to _________ room Name_____________________

ALL PHOTOS, SONG LIST, ARTWORK,PROOFS, & BRIDAL LINE UP FORMS MUST BE SENT IN 2 MONTHS 
PRIOR TO YOUR EVENT, OR YOU WILL BE SUBJECT TO A $200.00 LATE CHARGE - No Exceptions!
$100. CHARGE FOR ANY MUSIC SONG CHANGES THE WEEK OF YOUR EVENT- - No Exceptions!



Must Read PRIOR TO YOUR SPECIAL EVENT

We will email you the PDF music  files to fill out and please send back to our office  2 months prior to  
your event, please check your spam or junk mail for our files and you can download them from our web-
site as well. You may fill all the forms  out electronically or print them and do by hand in black ink and 
please print only. You can scan all the forms back to us using the cam scanner app on your phone or a 
computer scanner and please no photo  screen shots at all. Only use our forms and If you wish to make 
up a play list or songs you want to hear , only do  In a word doc and  fill in our forms only.  You may send 
us any  spotify, youtube, apple play, audio MP3 files and or links.Do not type in links on our song docs 
and you may  copy and paste any  links onto a word doc or in the body of the email when you send us 
back our music forms. If you have a  musician or a singer  performing a song during the ceremony or recp 
they need to email us the youtube link and or MP3 file 1 month before the event If they require the DJ 
to play that song.  Do not  use excel files,google links, amazon, iCloud or itune links. If you have MP3 
audio  files or photos, you may  put them on  usb  drive and bring in  with you when you come in for our 
final appt 1 month prior to your event. If you wish to email them to us, you can upload them for free by 
going to www.wetransfer.com  and type in our email sales@afterhoursent.com and include your event 
date and name then send in  1 month prior. You  can also send the Usb drive by snail mail to our office  
2392 OCEAN AVE RONKONKOMA NY 11779 and put your name and event date on everything and 
please make sure we do not need to sign for the package. there will be a $200 late fee added to your 
contract if we do not receive all your materials 2 months prior to your event date.- Please email us two 
months before to arrange a date for you to come in for your final meeting to go over the details of your 
event. If an appointment is set up, and you cancel or are a no-show, there will be a $100 charge added to 
your contract.

- Let our office know ONE MONTH PRIOR if we need to send your venue our insurance certificate.

- Please let us know if meal arrangements have been made for our DJs, MCs, musicians,photo booth, pho-
tographer, and staff. Please contact our office to find out how many staff members will be needed for your 
event.

- Please provide us with a phone number and email address of your wedding planner and catering hall 
contact person ASAP.

- When making your seating arrangements, please make sure you put the older guests away from the DJ 
and put all younger people near us.

- Tell catering hall they need not set up a stage for us.

- Notify us if you have a guest vocalist or musician that would like to perform with us ASAP. They will need 
to supply MP3 audio file if singing with our DJ. If they are playing an instrument, they will need to supply 
and bring their own gear and equipment. Please have them contact us directly 2 months before your 
event.

- If you supply your own handouts (foam glow tubes etc.), Please be sure to open all the packages and take 
them out of their packing and plastic and drop off at your catering hall.

- There will be a $50.00 charge per song for our string musicians to learn for your ceremony or cocktail if 
not on our master song list.

- Our Snack Truck comes with our own company logo 9x12 bags with our name on it. If you wish to supply 
your own plastic or paper bags with handles with your name and event date. You can get them on your 
own and drop them off at our office 1 MONTH BEFORE THE EVENT or give them to us the night of your 
event.

Do not send this page back to our office.



URGENT INFOrmation: MUST FILL OUT

Photo & Video
• What time will your photo/video team be staying until? ___________________________________________

Special Stations & Extras
• Will you have a cigar bar?
 Yes No
• Are you providing a basket of flip-flops or socks for guests?
 Yes No
• Are you providing any handouts such as foam glow sticks, tubes, or similar items?
(If so, please unwrap them, place them in a box or basket, and drop them off at your venue.)

 Yes No
• Are you planning a T-shirt toss?
 Yes No

Interactive Elements
• Will there be an audio guest book phone in the lobby?
 Yes No
• Will you have a Polaroid camera station?
 Yes No

Food & Exit Items
• Are you doing a food-exit or “to-go” station as guests leave your venue? 
If so, what will be offered? ______________________________________________________________________
 Yes No

Photo Setups
• Will you have a photo backdrop, flower wall, or photo booth provided by another vendor?
 Yes No

Favors
• Are you providing favors on the tables or by the door for guests as they leave?
 Yes No

Outside Performers
• Will you have any outside musicians, singers, belly dancers, or entertainers not booked through us?
(If so, they must bring their own gear. Please have them contact our office ASAP if they require anything. We will let you know if a 
fee applies for any assistance or equipment transport.)

 Yes No

Transportation
• Will shuttle buses be arriving for guest pickup? If so, what time? ___________________________________
 Yes No

After Party
• Are you hosting an after-party? If so, where will it be and what time? _______________________________
 Yes No



Court Line up Form

Birthday Girl’s Name: ____________________________ event date: ____________________

NAME OF SONG FOR COURT INTRODUCTIONS:

SONG TITLE: __________________________________________ ARTIST: ___________________

Include parents, friends, and anyone else you want to be introduced into the party.

LIST FIRST NAMES ONLY IN ORDER OF walking in.

  FIRST NAMES ONLY 

name: _________________________ escorted by (name): ______________________________

name: _________________________ escorted by (name): ______________________________

name: _________________________ escorted by (name): ______________________________

name: _________________________ escorted by (name): ______________________________

name: _________________________ escorted by (name): ______________________________

name: _________________________ escorted by (name): ______________________________

name: _________________________ escorted by (name): ______________________________

name: _________________________ escorted by (name): ______________________________

Name: _________________________ escorted by (name): ______________________________

Name: _________________________ escorted by (name): ______________________________

Introduction of birthday girl

Birthday Girl’s name: _____________________________________________________________

Song______________________________________ artist: ___________________________

CROWN CEREMONY: yes no by (name): _____________________________________

SHOE CEREMONY: yes no by (name): _____________________________________

DOLL CEREMONY: yes no by (name): _____________________________________

TOAST/SPEECH: yes no by (name): _____________________________________

CENTERPIECE GIVEAWAY: yes no

FATHER/DAUGHTER DANCE? Yes no 

song: ________________________________________ artist: ________________________

Play whole song?  Yes No



CANDLE LIGHTING Form

Birthday girl’s name: ____________________________ event date: ____________________

 SONG TITLE ARTIST NAME OF GUEST

1. __________________________________________________________________________

2. __________________________________________________________________________

3. __________________________________________________________________________

4. __________________________________________________________________________

5. __________________________________________________________________________

6. __________________________________________________________________________

7. __________________________________________________________________________

8. __________________________________________________________________________

9. __________________________________________________________________________

10. _________________________________________________________________________

11. _________________________________________________________________________

12. _________________________________________________________________________

13. _________________________________________________________________________

14. _________________________________________________________________________

15. _________________________________________________________________________

16. _________________________________________________________________________

(GOOD LUCK or MEMORY) ____________________________________________________________

Do you want song played in background as you talk? YES NO

We will play each song for a short time after each candle.



Song Requests

Birthday Girl’s Name: ____________________________ event date: ____________________

Song title artist Song title artist
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

 Favorite artists/ bands do not play list
_________________________________ __________________________________
_________________________________ __________________________________
_________________________________ __________________________________
_________________________________ __________________________________
_________________________________ __________________________________
_________________________________ __________________________________
_________________________________ __________________________________
_________________________________ __________________________________
_________________________________ __________________________________
_________________________________ __________________________________
_________________________________ __________________________________
_________________________________ __________________________________
_________________________________ __________________________________



Dance/ music genre choices

Birthday Girl’s Name: ____________________________ event date: ____________________

Line Dances

 JERUSALEMA Mississippi slide CHA CHA SLIDE CUPID SHUFFLE 
 Y.M.C.A. CONGA-LINE WHOBBLE LIMBO
 MACARENA JUMP ON IT Electric SLIDE

Ethnic Music

 Italian/ Tarantella Portuguese Polish Greek
 Jewish/ Hora Spanish Irish Latin

Musical Styles

 cha cha Fox Trot cumbia swing
 Polka MERENGUE Soca reggaeton
 Rhumba mambo Salsa Bachata

Musical eras

 40’S BIG BAND 80’S DANCE MUSIC CLASSIC ROCK REGGETON
 PUNK EDM 50’S DOO WOP  90’S DANCE
 Techno hip hop rock house
 60’s Motown country reggae
 Freestyle top 40 70’s disco club
 Rap ska soca throwbacks

What Sirius XM channels do you like? __________________________________________________
___________________________________________________________________________
What radio stations do you like? _____________________________________________________
___________________________________________________________________________



Video Montage

**only fill out this form if you have the video montage and tv screen package on your 
contract. please double check Your dj contract if not sure.**

ARE WE PROVIDING VIDEO MONTAGE AND TV SCREEN PACKAGE? YES NO
(If yes, fill out the form below)

PHOTO INSTRUCTIONS FOR YOUR video MONTAGE
Birthday girl’s name:  ____________________________________________________________

Date: _______________________________________________________________________

 • SELECT your DIGITAL FILE PICTURES ON YOUR COMPUTER. START WITH BABY PHOTOS OF THE BIRTHDAY
    GIRL, AND THEN PICTURES OF GROWING UP. NUMBER THE PHOTOS 1-50 ON THE bottom of the file.

 • PICK 3 SONGS FOR THE GROWING UP PICTURES, PLEASE GIVE US THE SONG TITLE AND ARTIST. .

Birthday Girl or boy Growing Up
Song__________________________ artist: _______________________________________

Song__________________________ artist: _______________________________________

Song__________________________ artist: _______________________________________

Tips and Instructions
 • ARRANGE DIGITAL PICTURES ON YOUR COMPUTER, THEN NUMBER THEM IN ORDER ON YOUR OWN AND PUT
    IN a FOLDER. YOU MAY SEND IN TO US ON A USB flash DRIVE.

PLEASE SEND Your USB FLASH DRIVE TO:
AFTER HOURS MUSIC
2392 OCEAN AVE.
RONKONKOMA, N.Y. 11779

 • BE SURE TO PUT YOUR NAME AND PARTY DATE ON EVERYTHING. GO TO POST OFFICE AND SEND OUT WITH TRACKING. 
 PLEASE BE SURE TO PUT ON IT NO SIGNATURE REQUIRED SO WE DON’T HAVE TO SIGN FOR IT.

 • If you are good with a computer, please put all photos along with the audio MP3 song files into a folder.

 • GO TO WWW.WETRANSFER.COM AND UPLOAD THE PICTURES AND MP3 FILES AND SEND TO: phil@AFTERHOURSENT.com.
 PUT YOUR NAME AND EVENT DATE AND PHONE NUMBER IN THE EMAIL. THIS IS A FREE SERVICE AND A FASTER WAY TO SEND
 OVER THE PICTURES AND SONGS.

 • You May bring the USB drive with your photos to our office when you come in for finALS.
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