VENUEGATHER

Venue Contract Review Checklist

Before you sign a venue contract, you need to know exactly what you are agreeing to,

what could cost extra, and what happens if plans change. This free checklist helps you
review the clauses that matter most before you pay a deposit, and you can download it
using the button on this page.

A free guide from VenueGather. We help people plan events and get matched, at no cost, with
venues near them. We are not a venue or event operator. Learn more at venuegather.com.
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What this free checklist helpsyou do

A venue contract is where the real terms live. The headline price is only one part of the decision. The
contract usually explains the deposit, payment schedule, cancellation policy, overtime rates, setup
and cleanup rules, vendor restrictions, insurance requirements, and any food-and-beverage
minimums.

This downloadable checklist gives you a practical way to slow down and review those terms before
you commit. It is useful whether you are planning a wedding, quinceafiera, corporate event, birthday
party, holiday celebration, or a cultural or religious gathering.

Use it to: - compare contracts from multiple venues side by side - flag clauses you want clarified
before signing - spot fees that may not be obvious in the first quote - keep your questions organized
during tours and follow-up calls - make sure the final written contract matches what you were told

Venue pricing and contract terms vary by city, date, guest count, and what is included. A contract
review checklist will not tell you what any venue will charge, but it can help you understand the real
cost and responsibility before you move forward.

What isinside the download

The checklist is built around the contract items hosts most often need to confirm in writing. Instead of
guessing what to ask, you can work through each section and mark what is clear, missing, or needs
follow-up.

Inside, you will find prompts for reviewing: - Deposit terms. Amount due, payment deadlines, and
whether any payments are refundable or nonrefundable. - Cancellation and postponement. What
happens if you cancel, move the date, or need to reschedule because of weather, travel delays, or
family emergencies. - Overtime and extra hours. Hourly extension rates, cutoff times, and what
counts as overtime for staff, security, bar service, or venue access. - Guest count and minimums.
Final headcount deadlines, guaranteed minimums, room-rental minimums, and food-and-beverage
minimums. - What's included. Tables, chairs, linens, staffing, cleaning, ceremony space, rehearsal
time, parking, and audiovisual equipment. - Outside vendor rules. Approved-vendor lists, outside
catering policies, corkage, kitchen access, and setup windows. - Damage, insurance, and liability.
Security deposits, required event insurance, and who is responsible for vendor or guest damage. -
Setup, breakdown, and access. When your team can arrive, when everything must be removed, and
whether storage is allowed overnight. - Service charges and taxes. Line items that affect the full bill
beyond the base rental rate.

If you are still comparing options, this tool pairs well with how to set an event venue budget and get
matched if you want help finding venues that fit your event type and location.
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How to use the checklist before you sign

Download the checklist with the button on this page, then keep it open while you review the contract,
guote, and any email promises from the venue. The goal is simple: if it matters, it should be confirmed
in writing.

A good process looks like this: 1. Read the proposal and contract separately. A proposal may
summarize pricing, but the contract controls the terms. 2. Highlight every deadline. Pay close
attention to deposits, final payment dates, guest count deadlines, and cancellation windows. 3. Match
verbal promises to written language. If a coordinator said setup starts early, outside desserts are
allowed, or parking is included, make sure that appears in the contract. 4. Ask follow-up questions in
writing. Email is useful because you can keep a record. 5. Review all extra-fee sections. Look for
service charges, taxes, security, cleaning, overtime, cake cutting, corkage, vendor meals, and power
fees. 6. Confirm exactly what space and time you are booking. Include arrival time, event end time,
cleanup time, and any ceremony or rehearsal access. 7. Do not pay a deposit until you understand
the terms. You choose who to book, and you should feel clear about the agreement first.

If English is not your first language, ask for help reviewing the terms in the language you are most
comfortable using. VenueGather matching is always free to the host, and support is available in
multiple languages.

Why this mattersfor your budget and your peace of mind

Two venues can look similar at first, then have very different contract terms once you review the
details. One may include tables, chairs, and cleanup. Another may charge separately for each item.
One may allow flexible rescheduling. Another may make most payments nonrefundable. That is why
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contract review matters as much as touring the space.

Real event costs depend on the date, the city, the guest count, and what is included. For example, a
venue rental might appear to fall in one budget range, but the final total can change once service
charges, taxes, staffing, required security, rentals, and overtime are added. Those ranges are
examples, not quotes.

This checklist helps you compare the full picture so you can make a better decision with fewer
surprises later. Download it, use it during your venue search, and bring it with you when you are
ready to review the final agreement.
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Common questions

Is this checklist really free to download?

Yes. The checklist on this page is a free download. Use the download button to save it and review
venue contracts at your own pace.

Can this checklist replace a lawyer or legal advice?

No. This checklist is a practical planning tool for hosts. It helps you spot clauses to review and
guestions to ask, but it is not legal advice.

When should | use the checklist?
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Use it before you sign the contract and before you pay a deposit. It is also useful earlier in the process
when you are comparing more than one venue and want to understand the differences in fees,
policies, and included services.

Is this only for weddings?

No. It is useful for weddings, quinceaferas, corporate events, birthday parties, showers, holiday
events, and cultural or religious celebrations. Any time you are renting a venue, the contract details
matter.

VenueGather is a free matching service, not a venue, caterer, or event operator. We do not host events, set venue prices, or
guarantee that any venue is available on your date. The information here is general and educational, not legal or financial advice.
Costs vary by date, city, guest count, and what's included; the ranges shown are typical examples, not quotes. Always tour the
venue, confirm price, availability, and all terms in writing, and read the full contract before you pay a deposit.
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