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1. Check if the venue has a dedicated employee responsible for room hire - if so great, but if not 
it may be worth to keep on searching, as if you need to change your plans for the day it could be 
difficult to get the message through. 
 
2. Once you’ve found a venue, check the date is available before going into too much detail, 
otherwise you could be wasting your time. 
 
3. If you plan on making a regular booking, it’s always well worth seeing if the price is flexible. 
 
4. A free car park is always handy and a large car park is always an added bonus. 
 
5. Check if there is an extra space or room to take breaks in. It’s always nice to be able to get 
some air, so an outdoor space, such as a terrace or balcony is often appreciated by all 
attendees. 
 
6. A venue which has easy access from all routes is better than struggling to find a venue. 
 
7. Check to see what is actually included in the room hire. Don’t take it for granted that tables, 
chairs, room set up and staff are included. Some venues will charge extra for this. 
 
8. If at all possible, visit the venue beforehand. It’s a great way to foresee any problems and of 
course to check the quality of the venue and staff. 
 
9. Ask your ‘Events Coordinator’ to re-confirm all the details with you a few days before - just to 
make sure nothing has been missed. 
 
10. Recommend and refer! If you had a positive experience and would go back, don’t keep it to 
yourself. Recommend and refer to colleagues, friends and acquaintances. Word will always get 
back and you may find yourself with a nice discount or added extra next time you book. 


