
Choosing the 
Venue: Avoiding 
Common Mistakes
Choosing the right venue for your event is crucial for success. It sets the 
tone for your event and impacts the overall experience of your attendees. 
This document will guide you through common mistakes to avoid when 
selecting a venue, ensuring a smooth and successful event.

by Professor David HindPH



Importance of Venue Selection
The venue serves as the physical foundation for your event, setting the stage for its success. Choosing the right 
venue is paramount, as it can significantly impact the overall experience of your attendees, your budget, and the 
event's overall success. It's not just about the aesthetics but also about practicality, functionality, and alignment 
with your event's goals and vision.

A well-chosen venue provides a suitable environment for your event, offering the appropriate space, amenities, and 
technical capabilities to facilitate your planned activities and interactions. It also impacts the overall brand image 
and perception of your event. A venue that complements your theme and target audience can enhance the overall 
experience and leave a lasting impression. Furthermore, a strategic venue selection can help you optimize your 
budget by balancing cost-effectiveness with essential requirements.

In essence, the venue plays a crucial role in defining the success of your event. It sets the tone and atmosphere, 
provides the necessary infrastructure, and contributes significantly to the overall impact and memory of the 
experience. Investing time and effort in a thorough venue selection process is an investment in the success of your 
event.



Inadequate Capacity and Space
Overcrowding

Insufficient space can lead to overcrowding and 
discomfort for attendees. This can create a negative 
impression and detract from the event experience. It's 
essential to ensure the venue has ample room for 
guests to move around comfortably, enjoy 
refreshments, and engage with the event activities.

Layout Restrictions

Lack of adequate space can also limit your event's 
layout options. You may not be able to set up booths, 
stages, or seating arrangements as desired. This can 
hinder the flow of the event and impact the overall 
aesthetic and functionality.



Lack of Accessibility for Attendees
Wheelchair accessibility: Ensure ramps, elevators, and accessible restrooms are available for attendees with 
mobility impairments.

Assistive listening devices: Provide hearing aids or other assistive devices for individuals with hearing 
difficulties.

Visual aids: Offer captioned videos, large-print materials, or alternative visual displays for attendees with visual 
impairments.

Clear communication: Use clear signage, accessible websites, and communication channels to accommodate 
diverse needs.

Designated seating: Allocate accessible seating areas for attendees with disabilities.



Poor Parking and Transportation Options
A lack of adequate parking facilities and convenient transportation options can significantly hinder the event 
experience. This is especially critical for large events with a large number of attendees. Inadequate parking can 
lead to frustration, delays, and potentially even a negative perception of the event.

Therefore, it's crucial to consider the following:

Availability of sufficient parking spaces. Determine the venue's parking capacity and ensure it aligns with the 
expected attendance.

Proximity of parking to the venue. Attendees shouldn't have to walk long distances from their vehicles, 
especially in inclement weather.

Parking costs and fees. Make sure the parking fees are reasonable and clearly communicated to attendees.

Alternative transportation options. Consider nearby public transportation links, ride-sharing services, or shuttle 
services to enhance accessibility and convenience for attendees.

Traffic flow and accessibility. Assess the venue's proximity to major highways and roads, and potential traffic 
congestion during the event time. Ensure easy access for attendees and suppliers.

By addressing these parking and transportation aspects, you'll create a smoother and more enjoyable experience 
for your guests, contributing to the overall success of your event. Failing to do so can create unnecessary 
challenges and detract from the positive event experience.



Insufficient Amenities for Guests
A venue lacking essential amenities can severely impact guest comfort and satisfaction, ultimately detracting from 
the overall event experience. Inadequate facilities can lead to frustration, inconvenience, and negative feedback. It 
is crucial to prioritize amenities that align with the event's nature and target audience.

Restroom Availability and Condition: Ensure adequate restroom facilities are readily accessible, clean, and 
well-maintained. Consider the event's expected attendance and the potential for long lines. For large 
gatherings, additional portable restrooms might be necessary.

Climate Control: Proper temperature regulation is vital for comfort. Ensure the venue has effective heating and 
cooling systems to maintain a comfortable environment. Consider installing fans or portable air conditioners if 
needed.

Seating and Tables: Provide comfortable and appropriately sized seating and tables. Assess the event's format 
and guest needs for optimal comfort and dining experiences.

Accessibility Features: A well-equipped venue should accommodate individuals with disabilities. This includes 
ramps, elevators, accessible restrooms, and clearly marked entrances.



Inconvenient Location
Choosing a venue in a remote or inaccessible location can significantly impact attendance and event success. If 
attendees have to travel long distances, navigate complex transportation systems, or face limited parking options, 
their overall experience may be negatively impacted. This can lead to lower attendance, increased stress, and a 
perception of inconvenience that can overshadow the event itself.

Consider the target audience: Who will be attending the event? What are their typical travel patterns? What are 
their preferred modes of transportation?

Evaluate accessibility: Is the venue easily reachable by public transportation, taxis, or ride-sharing services? 
Are there sufficient parking spaces available, or will attendees face lengthy parking queues?

Assess the neighborhood: Is the surrounding area safe and comfortable for attendees? Are there nearby 
amenities such as restaurants, hotels, or public restrooms?



Outdated or Poorly Maintained Facilities
Choosing a venue with outdated or poorly maintained facilities can significantly detract from the overall event 
experience. Guests may be turned off by worn-out carpets, chipped paint, broken fixtures, or malfunctioning 
equipment. Such shortcomings can create an unprofessional impression and even pose safety risks.

Before finalizing your venue selection, conduct a thorough inspection of the facilities. Pay close attention to the 
following:

Condition of restrooms: Ensure that restrooms are clean, well-lit, and adequately stocked with supplies. Check 
for functionality of plumbing fixtures, ventilation, and hygiene.

Functionality and aesthetics of furniture: Inspect chairs, tables, and other seating arrangements for stability, 
comfort, and cleanliness. Assess the suitability of furniture styles and color schemes for your event theme and 
audience.

State of audio-visual equipment: Test microphones, speakers, screens, and other technology essential for 
presentations, entertainment, or live streaming. Ensure that equipment is up-to-date and in working condition.

Safety and emergency procedures: Confirm that the venue has appropriate safety protocols and emergency 
exits. Inquire about fire extinguishers, first-aid kits, and security measures.

Remember, a venue's appearance and functionality directly impact your guests' perceptions and enjoyment of the 
event. Opting for a venue that demonstrates a commitment to maintenance and upkeep reflects positively on your 
professionalism and event organization.



Inflexible Event Layout and Setup
A venue's layout and setup flexibility are critical for accommodating various event formats and maximizing space 
utilization. Failing to consider these aspects can lead to a cramped, inefficient, and potentially underwhelming 
experience for attendees. For example, a venue with fixed seating arrangements might not be suitable for a 
networking event that requires open space for mingling. Similarly, a venue lacking the capacity for adjustable stage 
setups or lighting configurations can hinder the flow of a presentation or performance.

Before finalizing a venue, assess its layout flexibility and understand how the space can be configured to best suit 
your event's needs. Inquire about the availability of movable seating, tables, and partitions. Consider the potential 
for multiple event zones or areas for breakout sessions, workshops, or entertainment. Discuss the venue's 
willingness to accommodate customized setup requests, including stage construction, lighting installations, and 
other technical requirements.



Lack of Technological Infrastructure
A well-equipped venue should have reliable and modern technological infrastructure to support your event needs. 
This includes high-speed internet, a robust sound system, and appropriate AV equipment for presentations, live 
streaming, and other digital elements. Without proper technology, your event may face technical difficulties, 
disruptions, and a negative impact on the overall experience.

Insufficient bandwidth or connectivity issues can cause slow loading times for websites, streaming services, 
and presentations, frustrating attendees and disrupting the flow of the event.

Outdated or incompatible audio-visual equipment can lead to poor sound quality, blurry projections, and 
technical glitches during presentations or performances, diminishing the quality of the event.

Lack of proper lighting or inadequate stage lighting can compromise the visibility of speakers, performers, and 
visual presentations, creating an unprofessional and distracting atmosphere.



Substandard Acoustics and Sound Quality
The acoustics of a venue significantly influence the overall experience of an event. Poor acoustics can lead to 
muffled sounds, echoes, and sound distortion, making it difficult for attendees to hear presentations, 
performances, or even conversations. Sound quality is paramount for events involving music, speeches, or any 
form of audio playback.

Before finalizing a venue, consider the following aspects of its acoustics:

Room Size and Shape: Large, open spaces with high ceilings can create echoes and reverberation. Look for 
venues with a more intimate feel, or consider soundproofing measures to minimize noise reflection.

Ceiling Height: High ceilings can create a "boom" effect, making it difficult for sound to be heard clearly. 
Consider a venue with a lower ceiling to improve sound clarity.

Sound Insulation: Noise from external sources like traffic or neighboring businesses can disrupt an event. 
Check whether the venue has adequate sound insulation and whether it can be further enhanced.

Sound System Quality: The venue's existing sound system should be capable of delivering clear and well-
balanced audio throughout the space. Ensure you have access to microphones, speakers, and other necessary 
equipment for your event.

Ignoring these factors can result in a frustrating and uncomfortable experience for your guests, potentially 
impacting the success of your event.



Inadequate Lighting and Ambiance
The ambiance of an event is crucial for creating a memorable experience for attendees, and lighting plays a 
significant role in setting the mood. Poor lighting can create an unwelcoming atmosphere, making it difficult for 
guests to enjoy themselves and hindering the overall success of the event. Consider the following aspects when 
evaluating a venue's lighting and ambiance:

Insufficient brightness: A dimly lit venue can create a dreary and uninviting atmosphere. Ensure the venue has 
adequate lighting throughout the space, particularly in areas where attendees will gather, such as the reception 
area, dining halls, and stages.

Uneven lighting: Inconsistent lighting can create shadows and dark spots, making it difficult for attendees to 
see and move around comfortably. Seek venues with balanced and consistent lighting throughout the space.

Unflattering light colors: The color temperature of lighting can significantly impact the overall ambiance of the 
venue. Avoid venues with overly warm or cool lighting that can create a less than desirable atmosphere.

Lack of ambiance: The ambiance of a venue is often enhanced by lighting features like dimmable lights, accent 
lighting, or mood-setting lighting. Inquire about a venue's ability to adjust lighting settings to create the desired 
atmosphere for your event.



Insufficient Food and Beverage Options
The availability of appropriate and sufficient food and beverage options is crucial for a successful event. Failing to 
cater adequately to attendees' dietary needs and preferences can lead to dissatisfaction and negative feedback. 
Consider the event's duration, time of day, and the target audience's demographics when assessing the food and 
beverage service. If there is a diverse group of attendees, you may need to consider offering a wide range of 
options, including vegetarian, vegan, gluten-free, and allergy-friendly choices.

Moreover, the quality and presentation of food and beverage are equally important. A well-presented buffet or a 
well-stocked bar can enhance the overall ambiance of the event. Ensure the food is fresh, flavorful, and meets the 
standards expected for the event's caliber.

Remember, it is essential to discuss the food and beverage menu with the venue management in advance. Clarify 
the options available, pricing structures, and any restrictions or limitations. Inquire about the availability of catering 
equipment, staff, and the possibility of customizing the menu to meet specific requirements. Adequately planning 
and managing food and beverage options will contribute significantly to the overall success of the event and leave 
a positive impression on attendees.



Poor Customer Service and Event Support
One of the most critical aspects of a successful event is reliable and responsive customer service from the venue 
staff. Neglecting this crucial element can lead to significant frustration and negative experiences for both event 
organizers and attendees.

Lack of Responsiveness: Delayed or absent communication from venue staff can create chaos and hinder 
event planning.

Inadequate Assistance: Insufficient support during setup, event execution, and teardown can cause delays and 
stress for organizers and attendees.

Unprofessional Conduct: Rude or unhelpful staff members can damage the event's reputation and create 
negative impressions.

Limited Problem-Solving: The venue team should be prepared to handle issues and provide solutions quickly 
and efficiently.



Disregarding Venue Policies and Regulations
Ignoring or misinterpreting venue policies, such as noise restrictions, capacity limits, or event timing, can lead to 
fines, legal issues, and damage to your event's reputation.

It's crucial to carefully review and understand all venue policies and regulations before booking, ensuring they 
align with your event's needs and requirements.

Communicate any potential concerns or requests for exceptions to the venue management in advance to avoid 
misunderstandings or conflicts during the event.



Underestimating Venue Rental Costs
Venue rental costs often extend beyond the base rate, encompassing additional fees and charges that can 
significantly impact the overall budget. Failing to account for these hidden costs can lead to financial surprises and 
jeopardize the event's success.

Event planners should diligently inquire about and factor in charges such as:

Security personnel

Cleaning and maintenance services

Electricity and utilities

Parking and valet services

Insurance and permits

Setup and teardown fees

Technical support and equipment rentals

Additionally, catering expenses, bar services, and entertainment costs should be carefully estimated and included 
in the overall venue budget. Thoroughly reviewing the venue's rental agreement and outlining all potential expenses 
will ensure a realistic financial projection and prevent unexpected budgetary shortfalls.



Overlooking Backup or Alternative Venues
Failing to have a backup venue or alternative options is a common mistake that can lead to significant logistical and 
financial challenges. Event organizers should never rely solely on a single venue, especially in situations where 
unforeseen circumstances might arise. A backup venue can provide a safety net in case of unexpected issues like 
weather emergencies, building closures, or capacity limitations.

Alternative venues can also be valuable if the initial choice proves unsuitable or if the event outgrows its original 
space. Having a pre-selected alternative venue allows for a smooth transition and minimizes disruption to the 
event's schedule. It's essential to research and identify potential backup venues well in advance, ensuring they 
meet the event's requirements and are readily available in case of need. By planning for contingencies, event 
organizers can mitigate risks and ensure a successful and seamless event experience, regardless of unforeseen 
challenges.



Failing to Conduct Site Visits and 
Inspections
Before committing to a venue, it's crucial to conduct thorough site visits and inspections. This step allows you to 
assess the venue's suitability in person and identify potential issues that might not be evident from online photos or 
descriptions. A site visit provides a firsthand understanding of the venue's layout, size, acoustics, and overall 
ambiance, ensuring it aligns with your event's requirements.

During the site visit, pay attention to the following aspects:

Assess the venue's size and layout: Ensure it can accommodate your expected guest count and desired event 
setup. Measure the available space and consider the flow of traffic for guests.

Evaluate the venue's condition and maintenance: Look for any signs of wear and tear, damage, or lack of 
upkeep.

Check the venue's accessibility features: Ensure wheelchair access, ramps, and other amenities are in place 
for attendees with disabilities.

Inspect the lighting, sound system, and other technical infrastructure: Verify if they meet your event's needs 
and ensure the equipment is in good working order.



Neglecting to Consider Scalability and 
Future Needs
Failing to consider scalability and future needs can have significant repercussions for an event. As your event 
grows or evolves, you might find yourself limited by the chosen venue's capacity, infrastructure, or layout. Before 
committing to a venue, anticipate future growth and plan accordingly. Assess if the venue can accommodate a 
larger audience, expanded activities, or potential technological advancements in the future. If you anticipate an 
increase in attendees, ensure that the venue has the necessary space for seating, stage setups, and other essential 
elements. Additionally, assess if the venue's technological infrastructure is sufficient for future needs. Consider the 
potential for incorporating new technologies like high-definition video screens, interactive displays, or advanced 
audio systems. Always keep an eye on how the venue's design and layout might need to adapt to your future plans.



Ignoring Sustainability and Environmental 
Impact
In today's environmentally conscious world, it is crucial to consider the sustainability and environmental impact of 
your event venue. Failing to do so can reflect poorly on your organization and potentially alienate attendees who 
value eco-friendly practices.

Venue selection should encompass eco-conscious considerations. Look for venues that have implemented 
sustainable practices, such as using renewable energy sources, reducing waste, and conserving water. Investigate 
their policies on recycling and composting, and inquire about their commitment to sustainable sourcing for food 
and beverages. By choosing a venue that aligns with your sustainability goals, you demonstrate your commitment 
to responsible event planning.

Furthermore, explore ways to minimize your event's carbon footprint. Encourage attendees to use public 
transportation, provide reusable water bottles, and offer sustainable catering options. These measures will help 
create a more eco-friendly event and leave a positive impact on the environment.



Conclusion: Key Takeaways for Successful 
Venue Selection

Thorough planning and meticulous venue selection are crucial for a successful event. By carefully considering 
the factors outlined in this document, you can avoid common pitfalls and ensure a positive experience for both 
attendees and organizers.

Prioritize accessibility, convenient logistics, and guest comfort. Ensure the venue meets your event's needs in 
terms of space, amenities, and technical capabilities.

Communicate effectively with the venue staff, negotiate fair terms, and conduct thorough inspections to avoid 
any surprises.

By taking a proactive and strategic approach to venue selection, you can create a memorable and successful 
event that leaves a lasting impression.


