
SOP: Venue Selection and Booking Procedures
This SOP details the venue selection and booking procedures, covering criteria for choosing appropriate venues,
evaluating availability and suitability, negotiating terms and contracts, securing bookings with deposits or payments, and
coordinating with venue management. The goal is to ensure efficient, timely, and cost-effective venue arrangements that meet
event requirements and organizational standards.

1. Purpose
To outline the standardized procedure for identifying, evaluating, selecting, and booking venues that align with organizational and
event-specific requirements.

2. Scope
This SOP applies to all personnel responsible for organizing and booking venues for events, meetings, conferences, or functions
on behalf of the organization.

3. Responsibilities
Event Coordinator: Initiates and manages the venue selection and booking process.

Procurement/Finance Team: Verifies budget and processes payments/deposits.

Venue Management Liaison: Acts as primary contact with venue representatives.

4. Procedure
1. Define Event Requirements

Specify event date(s), time(s), expected attendance, location preferences, technical and catering needs, and
budget constraints.

2. Identify Potential Venues
Research and list venues that meet initial requirements.

Use organizational venue database, referrals, or online platforms.

3. Evaluate Venues
Contact venues for availability and collect relevant information (capacity, facilities, pricing, accessibility, etc.).

Schedule site visits where necessary.

4. Assess Suitability
Compare venues using a venue evaluation matrix (see below).

5. Negotiate Terms and Contracts
Negotiate rates, services, payment schedules, and cancellation policies.

Review contract terms with relevant stakeholders.

6. Confirm and Secure Booking
Obtain required internal approvals.

Sign contract/agreement with venue.

Pay deposit or full payment as required.

7. Coordinate Logistics with Venue Management
Share event details and requirements with venue management.

Establish ongoing communication for setup, AV, catering, and other services.

8. Document and Archive
Store agreements, payment receipts, and communication records for future reference.

5. Venue Evaluation Matrix (Sample)

Criteria Venue A Venue B Venue C



Availability âœ” âœ– âœ”

Capacity 100 120 90

Cost $2,000 $2,500 $1,800

Location Central Suburban Downtown

Facilities AV, WiFi, Parking AV, Parking WiFi, Catering

6. References
Event Planning Policy

Procurement Guidelines

Contract Approval Workflow

7. Revision History

Version Date Description Author

1.0 2024-06-13 Initial SOP template release ChatGPT
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