Module 2: Event Planning and Management
EVENT VENUE PREPARATION cont.

Confirm event venue and
facilities set up
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Most venues are accustomed to the pressures that come with coordinating multiple
events in a short time span. After all, their business depends on them providing
quality service, and every event is an opportunity to showcase their skills to

both event planners and attendees. The most critical time though comes before
the show even begins, when the client walks into the banquet room for setup. It is
at this moment where the tone will be set for the rest of the day.

An event can be memorable for the wrong reasons. One very common yet avoidable
reason is an inappropriate venue. Whether the venue is too big, too small, in a bad
location or has no parking, bad lighting, or bad food, all are event details that can
derail(i1i%/1) and otherwise stellar event. Determining your essential event venue
needs is important fo planning an event that is memorable for the right reasons.

The best way fo do this is fo compare and contrast potential venues by doing in-
person site inspections. During these inspections, get ready a list of pre-
determined important site detail questions and document whether or not each
venue can accommodate each critical need. The Event Venue Site Inspection
Comparison Sheet will record these important details for further review.
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Choosing the right venue is a big decision. It will set the tone for your entire
event. If the location is shabby, cheap, or doesn't meet the event’s needs, your
reputation will suffer. There's a lot to consider, so take your time and do your due
diligence. Once chosen a venue, it's time to start inviting guests.

What is site inspection and why is it important?

When it comes to planning events, a site inspection is perhaps the most crucial aspect
event planners need to consider. Finalizing a venue may sound like a no-brainer to you
at first. However, it encompasses a lot of other important tasks under it. Event
planners need to put in a lot of effort before they head out to the location.

Event planners need to talk to their vendors and ask in-depth questions whilst catering
to customer requests to get everything right for the event. Thus, having a site
inspection checklist in hand helps expedite the process and ensure accuracy.

What is the checklist?

In simpler terms, a site inspection checklist is a planning instrument that helps
event planners finalize a site for their next business event.

Examining a prospective venue in person helps you discover the benefits and
limitations of a place better. You can make more informed decisions so the rest of
the planning goes smoothly.

Site inspections are more than just deciding whether or not you like the space.
Successful site inspections — the ones chock full of thoughtful questions and
specific requests — require a site inspection checklist to make the meeting as
fruitful as possible.

With a proper site inspection checklist, you can thoroughly assess your event venue
options to find the perfect fit for your audience and programs.

An exhaustive checklist also lets you keep tabs on the minutest of details,
removing all possible kinks (2445) from the process. Moreover, companies update
these lists as the need arises and also use them to help familiarize new hires with
their duties.
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In this article, we'll take a closer look at the items every site inspection checklist
should include. We'll also provide some amazing tips on how tfo make the most of
your site inspection and what you can before, during, and after to ensure your
success.

What is a site inspection checklist?

A site inspection checklist is a tool event planners can use when visiting a location
they're considering for their next affair.

Examining a venue in person allows you to make note of the advantages and
limitations of what's available. Having a checklist makes it easy to keep track of all
the little details. This way, you can make an educated decision either way. It also
helps to have this info handy when you begin planning the event.

Why do event planners need a site inspection checklist?

A site inspection checklist helps event planners remember every little detail, no
matter how small, when visiting a venue. It also helps to keep uniform records of
site inspections as a future reference for both yourself and other team members.

Organized and extremely detailed records like these are a huge asset to event
planners, regardless of whether they ultimately choose the venue this time around.

How to set up a site inspection
1. Timing

In an ideal world, you'd schedule your site inspection a year out from your event,
with follow-up visits six months and one month out.

But the new norm seems to be a single visit just a few months away from the event.
Not to worry though — a site inspection checklist is a great tool for this situation
since it helps to make sure you get all your ducks in a row in just one visit.

<
J A site inspection checklist helps event planners remember every detail, no matter
how small, when visiting a venue.
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2. Scheduling

Event planners can typically schedule a site inspection through a sales
representative at the property via phone or email. If it's a hotel, they might also
coordinate your complimentary room at this stage, although not all sites offer free
rooms with every inspection.

3. Preparation

Conducting a site visit requires time management skills from both the planner and
the venue itself. Make sure you're prepared with your site visit checklist and
preliminary research completed before you arrive. And if the visit feels rushed,
make a note of that as well.

3 site inspection tips

1. Ask smart questions. Ask questions that can't be answered by any materials
you already have. Also, remember to time your questions well. Some
questions are better to ask during a tour, while others are more suited to
ask during a break.

2. Connect with at least three other event planners. Most often, a site visit
will involve a group of people. Talk to as many event planners as you can and
exchange contact info. After the inspection, you can connect and discuss
your points of view about the venue and whether you'll each move forward
with it. They might even have some insider info to pass along.



3. Have a checklist ready to go. As we've already mentioned, having a
checklist with you is one of the most important steps to a successful site
inspection. Use our checklist as a jumping-off point and be sure fo include
additional questions of your own.

How to prepare for a site visit

In addition to bringing a checklist like the one below, you'll also need to do each of
the following:

o Research, research, research. Look at specifics about the venue and the
surrounding area. Review all resources (like virtual tours and downloadable
floor plans) the venue provides ahead of time.

o Check in with your team. Go over your inspection checklist to see if they
have any further recommendations or requests for you.

o Prepare business cards. You can give them to the venue's sales rep and
other tour members for networking purposes.

o Pack the right tools. You should always bring a camera (that has plenty of
available storage) with at least one backup battery just in case. Also,
remember to take your checklist and an organized list of your event needs
and wants.

o Know what you need to see and what you don't need to see. If the gym
and pool areas aren't necessary for your guests, make sure your contact at
the venue knows that ahead of fime. Be sure to have a "must see” list and
kindly insist on visiting these areas during the visit.

Remember, the point of the site inspection is to leave with all the info you need to
make a decision about the venue. So
prepare accordingly. In addition to this
list, you can also prepare by getting to
know what separates a good inspection
from a bad one.




How to tell a good site inspection from a bad one

Hotels and other event venues should do their best to impress event planners
during site inspections. But there are some telltale signs that a venue is going truly
above and beyond (or not).

Here are some signs that the site knows how to lead a quality site inspection:

o They are honest about hidden costs or availability. The sales rep should
tell you about pricing options and fees upfront.

o They ask for event specifics before you arrive. Venue reps should already
be familiar with your event needs and how they can accommodate them —
even if they have to get a little creative to do so.

o They provide full access to updated and accurate floor plans. To-scale
floor plans are a must for event planners, and venues should go out of their
way to make sure you have them so you can successfully plan table layouts.

o They don't overpromise. If the venue isn't able to fulfill things like food
and beverage requests or equipment availability, they should be transparent
about that. They should also provide all the possible alternatives they have
on hand.

o They provide a custom, tailored experience for your visit. Their site
inspection agenda, room set-ups, and walk-throughs should all mirror your
event vision.

o They give you a single point of contact. Having one team member you can
contact before, during, and after the site visit makes it easier to
communicate with the venue.

Once you know these telltale signs, it's time to prepare your own checklist.

The event planner’s site inspection checklist
Basic info

Site inspection date
Venue name

Venue type

Address

o O O O
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o Contact information
o Venue availability

Site specifics

AAA rating

Mobil rating

Is there any upcoming construction planned? If so, when?
Is the venue ADA compliant? If no, why not?

Cancelation policy

Attrition penalty

Deposit amount and due date

Neighborhood

Building appearance

Landscaping

o 0O 0O 0o O O o O O o

Event logistics

Nearest airport & distance from venue

Nearest hotel (if venue is not a hotel) & distance from venue
Parking fees

Valet parking availability

Freeway accessibility

Directional signage

Recreational services available

c 0O O O O O O

Food & beverage
o Availability and/or cost for each of the following:

o Continental breakfast

o Full breakfast

o Lunch

o Dinner

o Coffee (per gallon)

o Service charge

o Tax rate

o Guarantees needed by

o Overset guarantee by (%)



o Special packages

o Rate each of the following on a 5 point scale (1 being the worst, 5 being the
best):

o Presentation
o Selection

o Pricing

o Creativity

o Service

Audio & visual

Equipment provided

Equipment quality

Equipment availability

Rental rates

o Labor rates

o Are union rules applicable? If so, what are the requirements?

(@)

o

o

o

Additional checklist items for meeting rooms

o Space availability

o Room rental charge

o Set-up charges

o Cleanliness

o Soundproofing

o Decor

o Ceiling height

o nghhng

o Temperature control

o Sound system

o Presentation equipment

o Number of elevators and proximity to space
o Nearest restroom proximity
o Nearest restroom cleanliness
o Catering availability



Additional checklist items for hotels
o Transportation

o Is complimentary transportation to/from the nearest hotel and/or
airport available?
o Approximate taxi fare from the nearest hotel and/or airport

o Room overview

o Total number of sleeping rooms

o Total number of suites

o Rooms with king beds

o Rooms with queen beds

o Rooms with 2 double beds

o Rooms with twin beds

o 7% non-smoking rooms

o Rack rate for singles, doubles, and suites

o Group rate for singles, doubles, and suites

o Complimentary rooms available

o Plus over and above

o Room tax rate

o Additional tax per room per night, if applicable
o Room block by day (list each date and corresponding number of rooms)
o Cut off date

o Days out

o Are rates available after cut off date?

o Room details

o Proximity to meeting space

o Decor

o Cleanliness & appearance

o Square footage of each room type

o General amenities

o Bathroom conditions & cleanliness

o Is there a workspace or desk available inside rooms?
o Is there asitting area available inside rooms?



Number of restaurants in hotel
Number of lounges in hotel

Rate each of the following on a 5 point scale (1 being the worst, 5 being the
best):

o Lobby

o Decor

o Seating

o Cleanliness

o Location

o Public restroom proximity
o Public restroom cleanliness
o Security

o Fire safety

o Handicap accessibility

5 important questions to ask at every site inspection

There are certain questions that, regardless of what type of venue you visit, are
required for any event. Here are 5 questions that should give you greater insight
into what the site can provide:

1.

2
3.
4

How late can events run?

. What is the max capacity for each room?

What permits are required for events?

. Are there designated areas for storage, green rooms, and/or back-of-

house?

What branding opportunities are available inside and outside of the venue?
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Post site inspection wrap-up

If you want to make the most of your site visit, you must also think ahead to what
you'll need to do once it's over. Make sure to address each of the following:

o Review your visit with key stakeholders by forwarding them a summary of
your findings along with a meeting request.

o Hold an in-person meeting to go over details, share your site inspection
checklist, and answer any questions your team might have.

o Make a decision on whether or not to move forward on this venue together.

Final thoughts

Checking out a new venue for the first time means managing a lot of moving parts
with a site inspection checklist. It also means trusting your gut and picking a venue
that aligns with your event goals. Knowledge is power for the modern event planner.
So be sure to include any other questions you may have that are specific to your
event or your location needs.

Event recording procedure

Event recording is a process for documenting the number of times a behavior
occurs. An observer using event recording makes a tally mark or documents in some
way each time a student engages in a target behavior. The observer also records
the time period in which the behavior is being observed.

How Long Do = \

Security Cameras
Record?




Venue set up

The table below provides examples of the types of activities involved in setting up
a venue for an event. Many activities are common to both indoor and outdoor.

Venue setup tasks

Tasks for setting up a venue

Although every event has its own requirements and specific themes, here are some
examples of the more common tasks for venue setup. Note that some of the tasks for
indoor and outdoor venues de overlap.

Indoor venues Chitdoor venues

» Erecting sponsor signage (55307 ¥ By 8RR « Mowing grass

» Erecting flags, banners and bunting » Erecting tents and marquees

»  Fixing direction signs «  Erecting sponsor signage

»  Setting up podiums, microphones, amplifiers + Fixing direction signs
and speakers for public address + Setting up microphones, smplifiers and

»  Positioning nametags and eheck-in materials speakers for publie address

» Setting out tables and chairs (also centerpieces, » Positioning nametags and check-in materials
linens, plates, flatware, and glasses) »  Setting out tables and chairs (also centerpieces,

»  Painting, fixing and/or eleaning equipment, linens, plates, flatware, and glasses)

Checking outdoor surfaces for hazards
Erecting flags, banners and bunting
Erecting portable toilets

Positioning of first aid equipment

furniture and premises

«  Checking security of windows and doors

» Working out lighting and air-conditioning
controls

»  Positioning of first aid equipment

= B ® =

The activities suggested above are usually undertaken in the last 24 hours before
the event commences. One of the main reasons why a venue cannot be set up
earlier is that it may be in use. It is not really practical to begin positioning
equipment until there are no more activities and no more usage of the venue before
the event commences. To do so may risk theft, breakage and damage that may
severely impact on the event. If a venue has some lock up space it may be possible
to transport some equipment to the venue

J Setting up the venue requires people, equipment and time in the right
7..Y quantities. Events must start on time and therefore the amount of time

~ for setting-up is finite. Setting-up is often a frenzied activity and may be
accompanied by significant amounts of stress if fime is too short. It is important
that setting-up begins as early as possible and that there are a sufficient number
of people on hand to carry out tasks.



Ideally the Event Director is amongst the first to arrive at the venue for
[ setting up o ensure that all staff involved are able to attend fo their
allocated tasks without delay. If the Event Director cannot be on site
first, then someone should be deputized for this task.

If the event venue requires keys for access the Event Director should

retain these throughout unless security personnel have been designated

this task. Keys are often needed in a hurry and their whereabouts needs to
be known by all event management staff. This should be considered in advance and
communicated to all event management personnel.

/% A fask not to be overlooked in setting up is to test all equipment. Electrical
' equipment can be particularly problematic. Testing may be undertaken by

== the equipment coordinator or a person especially designated for the task.
Ideally some aspects of electrical equipment should be tested before the set up
begins. It could be too late to replace electrical equipment in the hours before the
event starts.

Parking for spectators and event staff should also not be overlooked in
setting up. It is vital that access roads and entranceways are not blocked

to emergency services or venue management personnel.



