Sample venue resource checklist

	Venue name:


	Location:



	Audience capacity:
	Technology:

	Theatre
	(
	Light control
	(

	Banquet
	(
	Sound control 
	(

	Cocktail
	(
	Data projector
	(

	Boardroom
	(
	Screen 
	(

	Other 
	(
	Internet 
	(

	
	
	AV Booth 
	(

	
	
	Whiteboard
	(

	Rooms access by: 
	Power supply:

	Lift
	(
	2 phase
	(

	Stairs
	(
	3 phase
	(

	Escalator
	(
	
	

	Room inclusions:
	Stage:

	Tables 
	(
	Fixed
	(

	Chairs
	(
	Portable 
	(

	Fixed seating


	(
	
	

	Pre-function area:
	Toilets:

	Adjacent 
	(
	Adjacent 
	(

	Distant
	(
	Distant
	(

	Ambience:
	Food and beverage:

	Views
	(
	In-house
	(

	Decoration
	(
	Contract
	(

	Natural light
	(
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