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Venue & Vendor Checklist
Work through each phase in order — most venue problems trace back to a question that didn't get asked early enough.
Before Booking
Confirm the following details align with your expectations for the event:
· Capacity: comfortably holds your attendance, with buffer for walk-ins
· Accessibility: step-free entrance, accessible restrooms, elevator if not on the ground floor, and accessible parking spots
· Parking: on-site or nearby parking available; confirm cost, capacity, and distance
· Technology: A/V equipment (mic, projector, screen) is included or must be brought in; Wi-Fi available
· Catering: in-house catering required or outside allowed; kitchen/prep space available; alcohol policy and licensing
· Weather: an indoor backup space or tent option exists if any part of the event is outdoors
· Security: building security staffing, access hours, and alarm/lockup procedures
· Cost & terms: deposit amount, cancellation/rescheduling policy, and certificate of insurance (COI) requirements
Questions to Ask the Venue — Before You Book
1. What's included in the rental fee versus billed separately (chairs, A/V, cleanup)?
2. Is there a minimum catering spend, or a required/preferred caterer list?
3. What's the cancellation and rescheduling policy?
4. Who is our day-of point of contact, and how do we reach them?
5. Is there a backup space if weather affects an outdoor component?
6. What are load-in/load-out hours — is there a loading dock or freight elevator?
7. Do you require a certificate of insurance? What coverage minimums?
8. What does the accessible entrance and restroom situation look like?
After Booking
· Paperwork: get the signed contract, COI requirements, and deposit receipt in writing
· Contacts: save the venue's main contact and day-of contact info in the event file
· Setup: request a floor plan/room diagram and confirm max capacity for your preferred layout
· Signage: confirm what's allowed (banners, easels, directional signs) and where it can be placed
· Technology: request A/V specs (HDMI vs. USB-C, mic type) so speaker equipment matches
· Catering: confirm the final headcount deadline and menu selection deadline
· Vendors: book any outside vendors (photographer, rentals) and share the venue's rules with them (insurance, load-in times)
· Weather: get the contingency plan confirmed in writing, if applicable
Questions to Ask the Venue — Vendor & Logistics Details
1. Can outside vendors/caterers access the kitchen, or is there a required vendor list?
2. What's the Wi-Fi name and password — reliable for livestreaming, if needed?
3. Who unlocks and locks the space, and what are the exact access hours?
4. Is there a designated green room or speaker holding area?
Two Weeks Before
· Headcount: confirm the attendee estimate with the venue and caterer
· Accessibility: follow up on any accommodation requests from registrants (interpreter, dietary restriction, mobility need)
· Parking: confirm the validation process and add instructions to the attendee reminder email
· Technology: test the speaker's laptop/adapter compatibility against venue A/V
· Signage: finalize design and place the print order (directional, welcome banner, agenda signs)
· Security: flag any VIP attendees, embassy guests, or press to security contact
· Setup/Cleanup: assign named volunteers to setup and cleanup shifts
One Week Before
· Headcount: submit the final headcount to the caterer and venue
· Weather: check the forecast; activate the contingency if needed
· Technology: confirm A/V setup time with the venue's on-site tech contact
· Signage: confirm printed signage arrived; assemble welcome table materials
· Cleanup: confirm the venue's move-out time and required end-of-event condition
· Access: reconfirm the day-of arrival/access time with the venue, in writing
Day Before
· Access: call the venue to reconfirm arrival time, entry code/keys, etc.
· Weather: check the forecast one final time; notify attendees of any changes
· Technology: charge all equipment — mic, camera, laptop, backup battery
· Setup: pack setup/cleanup supply bin (tape, extension cords, signage, trash bags)
· Catering: confirm delivery time and day-of contact with the caterer
Day Of
· Setup: arrive per the logistics timeline; confirm access with venue staff
· Signage: post directional, parking, and welcome signage
· Technology: test A/V and Wi-Fi before doors open
· Catering: confirm setup and that any dietary-labeled items are clearly marked
· Cleanup: execute the cleanup checklist; return the room to the required condition; collect signage/equipment; thank venue staff
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