Venue booking checklist
Take this along when visiting a venue or use it when looking at venue websites and making your initial enquiries. Tick off anything that’s included and mark anything that you’ll need follow-up and check or plan for. 

· Is it big enough for your event’s format? Check workshop rooms and catering space.  
· Where will you meet and greet and register delegates?

· If rooms need to be turned around from a day meeting space for an evening reception is there enough time for the venue to do is? You may need to change the programme timings. 

· Will you be charged if your event runs over the time you booked?

· Is there an extra cost for staying open late?

· Can you set-up the day before? 

· Can exhibitors deliver their stands directly to the venue?

· Is there parking?
· Is the location easily accessible for those attending? 
· Is the venue accessible for anyone with disabilities? Is there disabled parking, hearing loop facilities, disabled toilets, are rooms accessible for wheelchairs?
· Does it offer discounts for charities? 
· Is VAT included in any quote you are given? 
· What is the venue’s cancellation policy? 
· Do you need to guarantee a minimum number of attendees? What is their maximum capacity? 

· Does it have audio visual equipment included?
· Is there Wi-Fi included?

· Is furniture included or will you need to hire in tables and chairs? 
· Do you have to use their caterers and preferred suppliers? If so, what are the additional costs? 
· Does it have – and do you need – an alcohol or public entertainment license? 
· Will a representative from the venue be on hand on the day of the event to help with queries and problems? 
· Who will be responsible for clearing up afterwards?
· Are there enough toilets for the number of guests?

· Is there a cloakroom? If not, is there a room to store luggage?
