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CHECKLIST

Corporate venue selection
checklist

Confirm capacity includes space for registration, catering and exhibition
stands

Ask how much setup and clearing time is included in your hire period

Test projectors, microphones and WiFi capacity in the actual room

Walk the entrance and access route your guests will use

Check how many breakout rooms are included and whether they are
soundproofed

Clarify catering arrangements and whether dietary requirements can be
met

Review parking availability and public transport links

Inspect accessible toilets and step-free routes between key areas

Read the cancellation policy and understand what proportion of your
deposit is refundable

Confirm whether public liability insurance is required and who is liable
for damage
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