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Visit the venue empty and measure doorways and power socket

locations

List everything you need to bring, from tables to bin bags

Confirm access times for setup, the event and clearing

Arrange public liability insurance if the venue requires it

Coordinate delivery and collection times with all suppliers

Create a master document with every supplier's contact details and

delivery time

Appoint someone to manage the day and handle supplier queries

Check the contract for corkage fees and alcohol licensing requirements
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