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Event Venue Finding Form



Contact Details
	Client contact name
	

	Contact phone number
	

	Contact email address
	

	Client industry
	




General Information
	When is the proposal needed by?
	

	When is the decision likely to be made?
	

	Probability of event taking place?
	

	Deciding factor for your decision? 
	

	e.g. location, budget, style of property
	

	Have other agencies been approached with the same brief?  If yes, please state how many
	




Event Information
	Event name
	

	Event type
	

	Budget (ex VAT)
	£ 

	Date(s)
	

	Are the date(s) flexible or fixed?
	

	If flexible, please state alternative dates
	

	Location
	

	Number of delegates
	

	Type of venue e.g. hotel, non-res, livery hall etc.
	

	Venue standard
	

	Venues you’d like us to include/avoid?
	

	Where the event held previously?
	

	Please state your agenda timings:
	





Continued overleaf…



Meeting Space requirements:
	Main meeting room layout
	

	Breakout room 1 layout & capacity
	

	Breakout room 2 layout & capacity
	

	Breakout room 3 layout & capacity
	

	Please state any other room requirements
	

	Do you require any natural daylight?
	



Catering requirements:
	Is breakfast required?
	

	How many servings of tea/coffee/snacks
	

	Do you require lunch?
	

	Working / buffet / seated
	

	Do you require a drinks reception?
	

	Private space or can be shared?
	

	What allocation of drinks would you like to offer for the drinks reception, per person?
	

	Do you require a dinner? 
	

	Buffet or 3-course seated dinner?
	

	What allocation of drinks would you like to offer for the dinner, per person?
	

	
	


Accommodation requirements:
	Is accommodation required?
	

	Rooms to be in the same venue as event?
	

	Bedrooms # required + which nights
	

	Twin or Single occupancy?
	

	Breakfast included or room only?
	

	Billing instructions Master or individual?
	

	Bedrooms to be contracted or allocation?
	



AV requirements:
	Do you require a Projector and Screen?
	

	Do you require Flipcharts? How many?
	

	Do you have any set / stage requirements?
	

	If so, would you prefer front or back projection?
	

	Sound requirements
	

	Do you require a lectern?
	

	Any other details
	



Continued overleaf…

Other:
	Please state any other specific requirements
	

	Are any elements mentioned above flexible?
	




Do you require any of our additional Services? 
Further details can be found in our brochure

	Event Management
	
	Yes / No
	

	Audio Visual
	
	Yes / No
	

	Entertainment and Décor
	
	Yes / No
	

	Transportation
	
	Yes / No
	

	Print and Design
	
	Yes / No
	

	App development
	
	Yes / No
	

	Delegate Management
	
	Yes / No
	

	Event Identity
	
	Yes / No
	

	Technology
	
	Yes / No
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