SOP Template: Venue Selection and Booking
Procedures

This SOP details the venue selection and booking procedures, covering criteria for choosing appropriate venues,
evaluation of location and facilities, cost considerations, availability checks, contract negotiation, booking confirmation
processes, and communication protocols with venue providers. The aim is to ensure efficient and effective venue
planning to support successful event execution while optimizing budget and logistics.

1. Purpose

To outline standardized steps for the selection and booking of venues to ensure suitability, cost-effectiveness, and
successful event logistics.

2. Scope

This SOP applies to all staff involved in organizing and executing events that require venue booking.

3. Responsibilities

¢ Event Coordinator: Leads the venue selection and booking process.
¢ Finance Team: Oversees budget approvals and payment processing.
¢ Contracts Department: Reviews and finalizes contractual agreements.

4. Procedure

1. Define Venue Requirements
o Estimate expected attendance and capacity needs.
o Specify technical, accessibility, and catering requirements.
o Determine preferred event dates and times.
2. Identify Potential Venues
o Research venues based on defined requirements.
o Compile a shortlist for evaluation.
3. Evaluate Venues
o Assess suitability based on location, accessibility, parking, amenities, and facilities.
o Consider proximity to public transport and accommodation.
4. Cost Considerations
o Request detailed quotations from shortlisted venues.
o Compare costs, inclusions, and potential hidden fees.
5. Availability Checks
o Confirm venue availability for preferred event dates.
o Document availability responses for recordkeeping.
6. Site Visits (Optional but Recommended)
o Arrange on-site inspections to validate facilities and logistics.
7. Final Selection
o Review all criteria and select the most suitable venue.
o Obtaininternal approval as required.
8. Contract Negotiation
o Negotiate pricing, terms, cancellation policies, and special requirements.
o Involve legal/contracts department for review and revisions.
9. Booking Confirmation
o Sign contractual agreement and obtain countersignature from venue provider.
o Secure booking by following up with required deposits/payments.
10. Communication Protocols
o Maintain all communication (inquiries, negotiations, confirmations) in writing for transparency.
o Distribute booking confirmation and details to all relevant internal stakeholders.

5. Documentation

¢ Venue evaluation forms/checklists
e Quotations and contracts



¢ Booking confirmation letters/emails
e Payment receipts and correspondence

6. Review and Updates

This SOP should be reviewed annually or after any major event to incorporate feedback and improvements.

7. Approval

Name Title Date Signature
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