VENUE EVALUATION WORKSHEET


Complete one of these forms for each venue you are considering for your event. Customize the evaluation form to only include the items that are important to your particular occasion, and add other criteria as needed. If multiple people will be evaluating venues, devise a scoring system for each major component, and then tally scores to provide more structure to your decision making process. 
If the venue is a hotel or other facility that includes sleeping rooms, use the separate Sleeping Room Evaluation to assess that portion of the venue. 
Name of venue: 

Address:

Main phone number: 

Website: 

Primary contact name: 

Direct number: 

E-mail: 
Facility Details
__ Parking: 
Fee/free/valet 
Paved and in good repair? Y/N 
__  Transportation to airport and/or local attractions via taxi, limousine, or shuttle: 
__  Loading dock? Y/N 
__  Registration area: 
__ Other event spaces: 

Space 1 
Max capacity: 
Setup style:
 Space 2 
Max capacity: 
Setup style: 
Space 3 
Max capacity: 
Setup style: 
Space 4 
Max capacity: 
Setup style: 
Space 5 
Max capacity: 
Setup style: 
__ Meeting space equipment and amenities:

Built-in audiovisual equipment

Does venue provide pens, paper, mints, etc. as part of meeting room setup? Y/N 
__ Exhibitor space? Y/N Number of spaces available: 
__ VIP area: Security needs 
__ Hospitality area: 
__ Storage/prep area: 
__ Quiet room: 
__ Restroom facilities: 
__ Business office: 
__ ADA compliance:

__ Parking and entrances

__ Restrooms

__ Meeting rooms

__ Elevator required to access meeting rooms? Y/N 

__ Outdoor spaces: 

__ Patio 

__ Food/drink permitted

__ Seating

__ Sound/lighting

__ Temperature control (heaters, fans) 

__ Time-of-day restrictions? 

__ Dining and entertainment: 

__ Restaurant 

__ Bar

__ Pool

__ Spa

__ Exercise facility 

__ Other 
Food and Beverage Worksheet
__ Banquet menu meets food and beverage needs? Y/N 
Price range for the following:
 __ Appetizers 
__ Breakfast 
__ Buffet 
__ Plated 
__ Lunch 
__ Buffet 
__ Plated 
__ Dinner 
__ Buffet 
__ Plated 
__ Desserts 
__ Break-food packages
__ Beverages (coffee, tea, water, soda) 
__ Pricing per person, per day
__ Pricing by consumption 
__ Alcohol permits and restrictions:
__ Cash bar permitted?
__ Liquors offered
__ Minimum costs and hours for bartender 
__ What additional charges are added to stated menu rates?
 __ Tax % 
__ Gratuity % 
__ Other 
__ Restrictions on outside food and beverage? 
__ Sustainable-meetings compliance:

__ Recycled paper products

__ Bulk condiments

__ Water pitchers and glasses instead of water bottles 

__ Recycle bins for paper/glass/aluminum 

__ Other 

Equipment Worksheet 
Check the items you will need and determine if the venue has access and what additional charges are applicable. Contract with a third-party rental company for the items that cannot be provided by your venue. 
__  High-speed wireless Internet (in meeting rooms, sleeping rooms, and common areas) 
Password-protected option? Y/N 
__  Access to copier, fax, printer 
__  Audiovisual: 
__ Wired/wireless microphones with or without lecterns __ Wireless lavaliere microphones
__ Sound system
__ Projectors (ceiling-mount or tabletop) 
__ Projection screens (wall, ceiling-mount, or floor stands) 
__ Projection packages 
__  Stage/podium capabilities 
__  Ballroom 
__ Dance floor
__ Bar setup
__ Seating
__ Overflow seating 
__  Technology 
__ Laptops 
__ Wayfinding monitors and other signage 
__ Other 
__  Decor 
__ Linens
__ Centerpieces 
__ Other 
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