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Venue Checklist
Use this checklist when comparing conference, training, meeting or mediation venues.
1. Event Purpose
	☐
	What is the main purpose of the event?

	☐
	Is it training, a workshop, conference, board meeting, mediation, seminar or presentation?

	☐
	What outcome do you want to achieve?

	☐
	Is the session presenter-led, discussion-based or activity-based?

	☐
	Will the event run for a half day, full day or multiple days?



2. Delegate Numbers
	☐
	How many delegates are expected?

	☐
	Are final numbers likely to change?

	☐
	Does the room provide enough space for comfort, not just capacity?

	☐
	Is there room for laptops, workbooks, catering and movement?

	☐
	Can the venue adjust room size if numbers change?



3. Location and Access
	☐
	Is the venue easy to reach by public transport?

	☐
	Is taxi and rideshare access convenient?

	☐
	Is parking available nearby?

	☐
	Are hotels nearby for interstate delegates?

	☐
	Is the venue easy to find?

	☐
	Are arrival instructions clear?

	☐
	Is signage available?



4. Room Layout
	☐
	Which layout best suits the event?

	☐
	Classroom for structured training and laptop use.

	☐
	Cabaret for workshops and group discussion.

	☐
	U-shape for facilitated discussion.

	☐
	Boardroom for executive meetings.

	☐
	Theatre for presentations and briefings.

	☐
	Can all delegates see the screen clearly?

	☐
	Can the facilitator move around the room?

	☐
	Is there enough table space?



5. AV and Technology
	☐
	Are screens or projectors available?

	☐
	Are presenter connections available?

	☐
	Is Wi-Fi reliable for all delegates?

	☐
	Are microphones required?

	☐
	Is sound available for video or presentations?

	☐
	Are whiteboards or flipcharts available?

	☐
	Is technical support available onsite?

	☐
	Can AV be tested before the event?



6. Hybrid Meeting Requirements
	☐
	Will anyone attend remotely?

	☐
	Will Zoom or Microsoft Teams be used?

	☐
	Are cameras and microphones available?

	☐
	Can remote participants hear clearly?

	☐
	Can remote participants see the presenter and room?

	☐
	Is screen sharing required?

	☐
	Is there a backup plan if technology fails?



7. Catering and Refreshments
	☐
	Is arrival coffee required?

	☐
	Is morning tea required?

	☐
	Is lunch required?

	☐
	Is afternoon tea required?

	☐
	Is water available in the room?

	☐
	Are tea and coffee available during the day?

	☐
	Have dietary requirements been collected?

	☐
	Can catering timing match the agenda?

	☐
	Will catering be served inside or outside the room?



8. Breakout Spaces
	☐
	Are breakout spaces required?

	☐
	Are private rooms needed?

	☐
	Is space needed for group activities?

	☐
	Is a waiting area required?

	☐
	Is there space for catering breaks?

	☐
	Is there a quiet area for calls?

	☐
	Are breakout spaces close to the main room?



9. Delegate Comfort
	☐
	Are chairs suitable for full-day use?

	☐
	Is there enough table space?

	☐
	Is there natural light where available?

	☐
	Is room temperature controlled?

	☐
	Are acoustics suitable?

	☐
	Is lighting comfortable?

	☐
	Is glare managed?

	☐
	Is the room clean, professional and well presented?



10. Accessibility and Inclusion
	☐
	Is there accessible entry?

	☐
	Is lift access available where required?

	☐
	Are accessible bathrooms available?

	☐
	Can seating be adjusted for accessibility needs?

	☐
	Are microphones available where required?

	☐
	Are dietary requirements managed clearly?

	☐
	Are remote access options available if needed?



11. Facilitator and Presenter Needs
	☐
	Can the facilitator access the room early?

	☐
	Is there time to test AV?

	☐
	Is a presenter table or lectern required?

	☐
	Are markers, stationery or materials needed?

	☐
	Is storage required for course materials?

	☐
	Who is the onsite contact on the day?

	☐
	Has the facilitator received venue details?



12. Booking and Quote Details
	☐
	What is included in the room hire?

	☐
	What catering is included or available?

	☐
	What AV is included?

	☐
	Are there extra charges?

	☐
	What are the payment terms?

	☐
	What is the cancellation policy?

	☐
	When are final numbers due?

	☐
	Who is the main contact?

	☐
	Has everything been confirmed in writing?



13. Final Pre-Event Check
	☐
	Agenda confirmed.

	☐
	Room layout confirmed.

	☐
	Delegate numbers confirmed.

	☐
	Catering confirmed.

	☐
	Dietary requirements confirmed.

	☐
	AV requirements confirmed.

	☐
	Hybrid links tested.

	☐
	Presenter needs confirmed.

	☐
	Signage confirmed.

	☐
	Arrival details sent to delegates.

	☐
	Onsite contact confirmed.



14. Why Karstens
Karstens provides purpose-built conference and training venues in Melbourne, Sydney, Brisbane, Perth and Adelaide. With flexible layouts, built-in AV, reliable Wi-Fi, catering, breakout spaces where available, onsite support and professional event coordination, Karstens helps organisers plan smooth, productive and professional business events.
Karstens Conference & Training Venues
image1.png
Karstens




