Venue Selection Checklist

Use this checklist to evaluate potential venues and ensure nothing is overlooked. Score each category
or add notes as you visit and compare spaces.

Category Key Questions / Considerations

Purpose & Goals - Does the venue suit the type and tone of event?
- Can it support your objectives (networking, celebration, conference)?

Layout & Flow - Is the capacity right for seated/standing?
- Are breakout rooms and networking spaces available?
- Any potential traffic bottlenecks?

Technology - Reliable Wi-Fi with sufficient bandwidth?
- Quality AV equipment included?
- On-site tech support during the event?

Brand Fit & Ambience - Does the décor align with your brand or theme?
- Is it photogenic for marketing or livestreams?

Costs & Inclusions - What's included in the rental fee?
- Any hidden charges (service, overtime, corkage)?
- Are catering or suppliers mandatory?

Accessibility - Wheelchair access, lifts, and accessible restrooms?
- Good transport links and parking?
- Hearing/vision support available?

Flexibility - Can the layout change if numbers grow?
- Is there a wet-weather backup?
- Are setup/load-in hours flexible?

Extras - Sustainability initiatives (energy, recycling)?
- Nearby accommodation or attractions?
- Venue staff professionalism and responsiveness?




