Venue finding brief
Make sure you include the following in your brief to the venue finding agencies. The more detail you can give them, the better their search will be.
· Your name and details
· Who the event is for
· What type of event it is

· How many people you’re expecting or would like quotes for.

· Whether you require catering and what this might be (hot or cold lunch? Drinks reception etc.)
· Location for your event 
· Your preferred dates

· What your budget is
· A programme with timings for your event
· Room requirements 
· Access or sustainablity requirements you want the venue to have

· Parking requirements you want the venue to have
