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Princess Weddings & Functions have designed a Reception Site Survey form for you to take with you
when you are looking at possible venues. This form should be used as a quide of information and
questions that will help in the decision process when deciding if a_particular venue suits your wants and
needs. Please note, you will only need some information | questions answered if you decide to go ahead
with the venue. It is a good idea to run through this survey before you visit any venues so you have a
rough idea of what information to gather and also you may have some questions you want to ask that is
specific to your wedding — you should write these down in the spot available at the end of the survey.

Name gf Venue:

Address:

Venue Contact Name: Title:

Phone: Mobile: Fax:

Email:

Website:

Is the Ceremony © Reception at the same venue: YES | NO

Cost per Head: Deposit Requireo{:
**Minimum quest numbers:

Balance due date:

Do they have a_payment plan available: YES | NO

Is there an additional cost to hold the Ceremony at venue?
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What facilities [ rooms [ gardens do they have for a Ceremony:

Available Dates:

How [ong are you ﬁiring the venue for:

What are the additional cost to hire the venue for extra time:

What's included in the cost:
Canapés YES | NO Duration Time:

Pre Dinner Drinks:  YES | NO Duration Time:

2 or 3 Course Dinner:

Drinks, what is available (alcoholic | non-alcoholic):

Can you BYO alcohol? YES | NO
lf yes, does this reduce the cost per head? If S0 5y how much?

Can you serve your wedding cake for dessert: YES [ NO
lf yes, does this reduce the cost per head? If S0 5y how much?

Do they do the Master of Ceremonies? YES | NO
Do they have a D] onsite?  YES | NO

What additional extras are included in the costs (e_q table centerpieces, chair covers @ sashes etc)?

lf any gf these aren’t included, what is the additional cost to have them?

Seating Capacity: Table Seating Capacity:
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Number gf Function Rooms:

lf more than 1, do tﬁey hire the other rooms out on the same nigﬁt? (in other words could there be 2
wec{dings held at the venue on the same ni_qﬁt?): YES | NO

Is there a Bridal Room: YES | NO
How ﬁig is the toilet area — do you have enou_qﬁ room for when you have your wec{c{ing dress on?

Floor Plans Available: YES | NO

**this may be a good to get a copy so you can have a quick reference quide for the room layout. This will help when working out how you
want the tables }Jositioneu{, quests seating, dance ffoor - position, where you can ﬁfuce seating charts etc

Can the room layout be moved around? YES | NO

How Big is the dance ffoor?

Parkin_q Spaces: Number: Cﬁarge:

Washroom Facilities Available:  YES | NO

Condition gf Washrooms:

Wheelchair Facilities:
Washrooms: Parking: Ramps:

Audio [ Visual Capabilities:

Table Decorations:
What's included? Can you decorate yourse[f?

lf you wanted to decorate the tables yourseﬂ: when would tﬁey }frovic[e you with access for set up?

Allow Candles:  YES | NO

Outdoor _facifitigs:

Do they have accommodation available? YES | NO

lf yes, how many rooms are there?

Ligﬁting Natural: Artyficia[:
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What is the common run tﬁrou_qﬁ for the ni_qht?

Where do you enter from when ﬁeing introduced?

Cleanliness:

Provisions: Is there anytﬁing else you should be aware of?

Are there any restrictions? eq ﬁﬁotos

Rehearsals: When will you have access for rehearsals? Times available?

Photos: Can you use the groumfs for Joﬁotos? _If yes, are there any restrictions you should iqform
your ﬁhotogra}aﬁer (j?

Cancellation Po[icy:

Personal Notes, Comments, Other Questions:
“Tnclude in here how you felt about the service you received while looking at the venue and how helpful the staff were. Also if you have

any concerns | queries you would like to raise before booking the venue. Do you have any specific requirements?
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**_if you are [ooking to hire a hall or venue where you are ofoin_q it yourse_[f _p[ease see the fo[[owin_q page

for some additional iqformation 1you will need.

HANDY TIPS
¥ COCKTAIL STYLE WEDDINGS
0 Make sure the venue has some seating, especially for your older quests
0 As your quests will be consuming alcohol it’s best to choose heavier canapés

If you have any questions or need advice please feel free to contact our office. Our contact details are:

Phone: 03 8786 7456 Mobile: 0417 223314
Email: info@princessweddings.com.au
Web: www. princessweddings.com.au

We are ﬁc_lp_py to ﬁe_[p in any way we can ©

.. becaase every Bride shoald fw/ Uhe a Fricess
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D/ 7 Hall o Venue hire
Addtional, /;(plﬂf‘/f(d tion /. 7«@@5/&/{&

Set Up: When will you have access for set up? Times available?

Will tﬁey have st@ﬁ[ available to ﬁeﬁa _1f needed durin_q set up?

C[ean-ujm When do tﬁey require cfeun-t_tp and handover to be com])[etec{?

Kitchen Facilities: Extreme[y important _1f the venue is a community hall and the caterer is e{(pected to
serve and cook fooo{ onsite. Does the venue have refrigemtion and ﬁeating qpﬁfiances? Are there
adequatg dishes and cut[ery? Do tﬁey have a water thermos?

Audio [ Visual: Are there enough outlets for the DJ's | Bands requirements? Does the venue have a
microphone available?

Stage or Platform: Does the venue supply any of these items for the use of a band, DJ or MC?
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Tables & Chairs: How many tables and chairs does the venue have?

Bar: Is there a bar available? Is the bar _porm[ife or static? Is it stocked with openers, _q[asses, an
icemaker or rgfrigemtor?

Ligﬁting: Can the [ights be dimmed _for the dance or presentations? Is there enou_qﬁ fi_qﬁtin_q _for food

and bar service and gpeecﬁes?

*“*It would be a good idea to note on the floor plan where the light switches are which switch works which set of lights. Then give a copy of
this to your MC | DJ [ Caterer.

Catering: Is there easy access for the caterers? What is the earliest time tﬁey will have access to the
venue?

Other questions you may think gf?
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