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Venue Search 
Checklist 

 

 

Print this list every time you attend a venue viewing to make sure you are getting all 

the information you need before making your choice.  

 

Venue Name; 
Venue contact:   

 

Telephone Number:   
 

Location  
 

Dates available   
 

Max number of guests   
 

Price   
 

Date visited   
 

 

Venue Details  
Initial Impressions:   
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Is there an in-house coordinator on the 
wedding day, if not who will be looking 
after you? 

 
 
 
 

How many staff are included in the cost 
of the wedding? 

 

Is it necessary for you to hire any 
additional items such as chairs, tables, 
linens etc 

 
 

Does the venue have a wet weather 
plan? 

 

Are you allowed candles, confetti or 
fireworks? 

 

Does the venue have a preferred 
supplier list? If so do you have to use 
suppliers from that list? 

 

Is there a sound limiter?  
 
 

Is there a cloakroom for guests and a 
changing room for suppliers?  

 

Are there any hidden charges or 
regulations you need to adhere to? 

 

What time does the reception need to 
finish and is there an option to extend? 
If so how much? 
 

 

Is there a minimum guest numbers?  

When is access permitted to the venue 
for set up, pack up and on the day?  

 

Is the venue easy to find?   

How do guests enter the venue?   
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How many parking spaces are there, 
and can cars be left overnight? 

 

Is there disabled access?  

Are there any restrictions on inviting 
children? 

 

How do suppliers access the venue for 
loading and unloading 

 

Is there a PA System for speeches, is 
this included in the price? 

 

Sufficient power supply for 
entertainment – band/DJ etc.  

 

Is there a room where wedding presents 
can be stored 

 

Does the venue have public liability 
insurance?  

 

Is there any planned building work due 
to take place before the date you are 
interested in? 
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Catering  
Is there in-house catering? If so, do you 
have to use them and if not do they 
have recommendations   

 

If you are bringing in a caterer will they 
get full access to the kitchen, power and 
running water etc? 

 

Is there flexibility on the menu can they 
caterers for special dietary 
requirements? 

 

Does the venue have an alcohol license 
and if so until what time? 

 
 
 

What is the corkage fee, if offered?  
 
 

Does the venue provide equipment, 
tables, chairs, linen, plates, glassware 
etc. 

 

Does the venue supply a cake stand and 
knife? 

 

Can the venue provide a beverage list?  
 

Do you need to cater for all evening 
guests or is it based on a %? 

 

 

Rooms  
Are there separate rooms 
available for the ceremony, 
reception etc If so what are 
the capacities? 

 
 
 
 

Is there a few options of 
rooms you can use for 
different parts of your day or 
are they set in stone? 

 

Are you able to have an 
outside ceremony? 
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Is there accommodation on 
site? – If so what are the 
prices and are there any 
preferential rates for wedding 
guests?  

 
 
 
 
 
 
 
 

Is there a room for the Bride 
and Groom to use on the 
wedding day? 

 
 
 
 
 

Is there a room the 
bridesmaids can use prior to 
the ceremony? 

 
 
 

Are they an exclusive use 
venue?  

 
 
 
 

If not exclusive do they only 
host one wedding a day? 

 

Is there a quieter area for 
older guests to relax? 

 
 
 

 

Budget  
What are the different options and cost 
for the venue? 

 
 
 
 

What is the cancellation/postponement 
policy 

 
 
 
 

Is VAT included in the price?  
 

How much deposit is required to secure 
the date? 

 
 



One Oake Wedding and Party Planners – www.oneoake.com 

After the deposit when are the next 
payments due and how much? 

 
 
 
 
 

Are you able to hold a date 
provisionally before putting down a 
deposit? If so how long can the date be 
held for. 

 
 

 

Notes  
 

 


