
Bar Mitzvah / Bat Mitzvah Coordination Sheet 
Copyright Jordan River Ent. 2002 

Date:  Time: Setup at:  Entertainment 
Begins at: 

 Entertainment 
Ends at:  

Location:  
(PLEASE ATTACH DIRECTIONS ON A SEPARATE SHEET AS NECESSARY) 

Event Theme:  
Number of Guests: Adults:   Children:    
 

Guest of Honor:     Boy (bar) / Girl (bat)   
 NAME    (CIRCLE ONE)  AGE 

Child’s School:   Hebrew School:  
 

Point of Contact:        
 NAME  HOME PHONE  WORK PHONE   

Jordan River Entertainment  408-978-0979 

Guest of Honor’s Family Members: (In order of introduction) and or Candle Lighting  
Name(s) Phonetic Pronunciation(s) How to Introduce Music Candle # 

     
     
     
     
     
     
     
     
     
     
     
     
     
     

   
Contact Information For Other Party Professionals:  Please give phonetic pronunciation of difficult names.  
Is it OK to acknowledge these people during the reception? (  Y  /  N  ) 

 BUSINESS NAME  CONTACT NAME  PHONE  FAX 
Caterer:        
Photographer:        
Videographer:        
Cake maker:        
Decorator:        
Florist:        



 
 

Event: Include? Requests/Notes: 
Cocktails  Y / N  Artist/Genre:  
(If Cocktails will be served in a separate room, please specify) Room:  

Main Reception Start (guests enter main room 
from cocktails, if cocktails in different room) 

 Y / N  Title/Artist:  

Family Grand Entrance (Introductions)  Y / N  Title/Artist:  

Candle Lighting  Y / N  Title/Artist:  
Who would you like to be lifted in the chair? Participants:  

 
 

Hora:  

Do an alternative "To life" Hora?   Y    /    N 
Hava Negila, Simon Tov, Mashiach, Shlomo Carlbach 
Hora Medley of Favorites 

 

Copyright Jordan River Ent. 2002 
Who will lead the Kiddush? Write the name as the Guest of 
Honor would, and include phonetic pronunciation. 

Name:  Kiddush 

Should person leading the Kiddush be introduced, or simply 
handed the microphone? 

Introduction:  

Havdallah Service  Y / N  Leader:  

 Entrance and Celebration  Y / N  Title/Artist:  

 Motzi / and or Toast  Y / N  Leader:  

 Main Course  
(typically 25-30 minutes after Grand Entrance) 

 Y / N  Soft Music  

 Games: Limbo, Hula Hoops, Trivia etc…  Y / N  See Game List  

 Main Course  Y / N  Title/Artist:  

 Guest of Honor/Parent Dance 
(followed by open dancing or Snowball) 

 Y / N  Title/Artist:  

 Dessert  
(followed by open dancing) 

 Y / N  Title/Artist:  

 Grand Finale  Y / N  Title/Artist:  

 Is there any time when we shouldn't play?  Y / N  When?:  

 Meal provided for DJ  Y / N    

 Additional requests/activities:  

  

  

  
  
 
 

Please fill out as completely as possible, mark any changes (use separate sheet if necessary) and send to us at: 
 

Thank you for selecting . . . 
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