
Venue:  ________________________________

Contact Info:

Name:_______________________________________________________________________

Email:________________________________________________________________________

Phone:_______________________________________________________________________

Website:  _____________________________________________________________________

Is your date available?  __________

About the facility:

Facility Fee: ___________________

Any Minimum fees?  ______________________________

Square Footage? ________________________________

What is included in the fee? __________________________________________________

______________________________________________________________________________

Are linens included?  ______  What colors are available? ________________________

Is any décor included (uplighting, candles, centerpieces, etc)? _________________

______________________________________________________________________________

Are there any restrictions for decor? ______________________________________

Is there space for a green screen or other amusements? _______________________  

How early can my vendors set up the room? ___________________________________

Will my event be the only one in the facility? ______

What is the maximum number of guests with a dance floor and stage?__________
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Number of tables available (and table sizes) __________________________________

______________________________________________________________________________

Number of available chairs?  _________________________________________________

Are there high top tables? _________ How many?___________________

Is there furniture in the facility that you want to use or don’t want to use & can it be moved?

_____________________________________________________________________

Is there a separate area for cocktail hour for the adults? _______________

Is there an outside area? _____________________________________________

Is there a coat check? _____  With or without an attendant? ______________

How are the bathroom facilities?___________________________

Is there handicap access? _______________

Is parking complimentary or is there a fee?_____________ Is there a valet? ______

Food and Drinks:

Is there in-house catering? ___________  Receive sample menus? ________________

Sample adult pricing? ______________  Kids food pricing?  _______________________

Can you bring your own caterer? _____  Charge for using your own? ____________

What is the charge for a four hour open bar?                                                                        

Well __________ Premium _________, Beer and wine __________  Kids Drinks________

Can you bring in your own alcohol?  ________Is there a fee? __________________

Sample pricing for kids' food ____________  Adult food ____________

Appetizers and Desserts ______________________________________________________
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Staff:

Will a staff member be present the entire duration of the party? _____________

Do they have a security officer? ______ Included or what is the fee? __________

Are bartenders and servers included?_____________ How many?_____________

What are the fees for bartenders and servers? ________________________________

Expenses:

Are there other costs like service charge, cleaning fees, overtime? ______________

Is gratuity included? ______________

What is the deposit? _______________ What is the payment schedule? __________

What is the cancellation policy?______________________________________________

For Me:

Best things about this venue: __________________________________________________

Things I don’t like _____________________________________________________________

Questions to ask ______________________________________________________________

Rate 1-10 (1= terrible, 10= I love it!) _____________________
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