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Contagious Events is a Boston-based, full-service event planning company specializing in unique 

weddings for fun-loving couples who are too extraordinary for a cookie-cutter wedding day. 

What does that mean? It means we work with couples who know they want to have an amazing 

wedding that not only impresses their guests but also has personality. We help our clients select 

unique venues (piers, backyards, campgrounds, roof decks, theaters, etc.), craft ceremonies that will 

engage their guests, and design receptions that are anything but typical. 

Simply put: Contagious Events plans real weddings for real people.

I think wedding planning should be fun - you’re planning what will be one of the happiest days 

of your life! Unfortunately, weddings also carry a lot of work and details, and that means wedding 

planning is also a lot of stress. The key to avoiding stressful planning situations is to set a solid 

foundation, outlined here, and of course.. . a great wedding planner to guide you through the process!

If you have any questions, please don’t hesitate to reach out. I’m always available and am always 

happy to help!

Best of luck on your wedding planning journey!

Joe Rogers

Founder & Creative Director, 

Contagious Events, LLC
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BASIC INFO

Think of this as your venue cover sheet: it will have all the necessary information that you’ll want to 

keep in mind as you compare potential venues. Don’t forget to share your vision and wedding wish 

list, and don’t be afraid of the details: there’s no such thing as oversharing when it comes to finding 

the right space for your celebration. You’ll be surprised at the restrictions that some properties may 

have (i.e. , no red wine or red sauce indoors, no amplified sound past 9 pm, no grill/cooking equipment 

outdoors, etc.) Be sure to share your vision with the wedding coordinator and ask them if they can 

foresee any issues with your vision. 

BASIC INFO
Venue Name

Contact Person

Address

Telephone

Email

Website

Is my date available?

How many weddings will be booked that day?

PAYMENT & FEES
What are the rates for different days/times?

Is there a payment schedule?

What kind of deposits are required?

What is the service charge?

Is gratuity included?

What are the cleaning fees?

Are there any overtime charges?

What’s the last possible date that we can make changes?

What is your refund and cancellation policy?

RESTRICTIONS
Confetti

Bird Seed

Candles

Helium Balloons

Lanterns

Live Animals

Suspended Decor from the Ceiling

Suspended Decor from the Walls

Signage

Outside Vendors

Yes No

Yes No

Yes No

Yes No

Yes No

Friday
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Saturday

Sunday afternoon Sunday evening
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LOGISTICS

Being aware of any additional permits you’ll need is especially important if you’re considering a 

venue that isn’t necessarily dedicated to hosting events. Some venues will require additional permits 

for things like alcohol and amplified sound, and often they’ll pass the responsibility off to the couple 

booking the space. Be sure you know exactly what kind of permits you’ll need, and how much the 

venue staff will be able to assist you in acquiring them.

Are there adequate bathroom facilities? Will I need to rent additional units?

Is there a coat check?

Is the site handicap accessible?

What is the backup plan for inclement weather?

What time will my guests have to leave? 

Is a ceremony rehearsal included?

Will ceremony, cocktail hour and reception be in separate spaces?

What is the maximum capacity for each space?

How many hours are included in the rental?

Are the restrooms easily accessible?

Any power restrictions?

Is there a storage room/closet for miscellaneous items I don’t want guests to see?

Do you host more than one event at a time? Could there be anything scheduled immediately before/

after my wedding?

Can you provide a list of recommended hotels in the area?

Is wifi available?

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No
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LOGISTICS

Will the wedding party and important guests have access to private areas? 

Does the space have air conditioning? Heat? Can it be adjusted throughout the wedding?

Can you share a typical wedding timeline with me, including vendor set up and take down?

What are some location options for formal photography?

Are there any plans to sell or renovate? Are you aware of any construction projects taking place in the 

neighborhood?

What security measures are in place? Do you have surveillance cameras? Will someone watch the gift 

table, or should I have someone in place for that? 

How accessible is the space/property to people who are not my guests? Do you take any measures to 

prevent wedding crashers?

Do you offer overnight accommodations? Are there are discounts for booking multiple rooms?

Am I responsible for trash removal at the end of the evening?

Yes No

Yes No
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LEGAL AND PERMITS

Especially important if you’re considering a venue that isn’t necessarily dedicated to hosting events. 

Some venues will require additional permits for things like alcohol and amplified sound, and often 

times they’ll pass the responsibility off to the couple booking the space. Be sure you know exactly 

what kind of permits you’ll need, and how much the venue staff will be able to assist you in acquiring 

them.

Are there any noise restrictions?

What time does the music have to end?

What time does the bar have to shut off? 

Do I need to secure any additional permits and/or licenses?

Do you allow a last call?

Any other contractual obligations I should be aware of if I book this venue?

Does the venue have liability insurance? Do I need to get additional insurance?

What are the rules regarding smoking on property?

Do you have a liquor license?

Yes No

Yes No

Yes No

Yes No
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VENDORS

Since securing the venue is typically one of the first steps in wedding planning, many couples don’t 

know the right questions to ask in regards to vendors. This list is a few of the common issues we’ve 

seen come up with couples who hire us after securing their vendors and venues. You’ll want to alert 

vendors from the very start if there’s a limited setup time, or if there are any unique challenges they’ll 

face on the wedding day. The last thing you want is an increased bill for additional staff that a vendor 

had to hire because the venue doesn’t have an adequate set up for vendor load in (like an elevator to 

get to the rooftop deck). 

Do you work with specific vendor partners?

Do we have to use your preferred vendors? 

If not, are there any other limitations on working with outside vendors?

Are there restrictions for the photographer? Limited access areas or flash usage?

When can my vendors arrive for set up? 

What is vendor load in like? Is there a loading dock? Elevator? 

Will I have to pay extra to have a walkthrough of the venue with key vendors?

Can vendors start setting up the day before?

Yes No

Yes No

Yes No

Yes No

Yes No
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PARKING/TRANSPORT

Parking logistics are often overlooked - when arriving for your site visit, scan the parking facilities and 

see if you think the lot is large enough to host your guests. If your venue has a parking garage that’s 

open to the public, you’ll also want to investigate if any other events are happening the weekend 

of your wedding that would cause limited spaces to be available. If it seems like parking will be a 

challenge for your guests, considering offering a valet service to alleviate the pressure on your guests 

and avoid any possibility of guests arriving late due to parking issues.

Is parking free?

How many vehicles can you accommodate?

Do you offer valet parking? If no, can i hire a valet service?

If parking is in a public lot, can you reserve or block off a section specifically for my guests?

Yes No

Yes No
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DECOR/AMBIANCE

How do you want your wedding to look and feel? Does the venue space lend to that? Would it be easy 

to transform the space and add your personal touches to make it perfect for you and your partner? Be 

sure to think about the venue in the evening hours: many site visits happen during the day, but most 

weddings take place in the evening. What is the neighborhood like at night? Can you dim the lights 

for a more romantic atmosphere? No one wants to party in a room with the same bright fluorescent 

lighting that can be found at the local grocery store.

Are there any limitations for decor? 

Is there room for a band and/or dancing?

What is the natural light like in the space?

Where does the sun set? 

Can we use candles?

What is the lighting like? Is it dimmable?

Who is responsible for setting up and tearing down the decor? 

Can I request the room be laid out differently, or move furniture around? 

Is there a quieter area where guests could avoid the noise and excitement? 

Yes No

Yes No

Yes No

Yes No

Yes No
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RENTALS

A big piece of advice: never assume something is included! Some venues offer packages that include 

chairs and tables and basic linens. Other venues serve as a blank canvas, so you’ll need to bring 

everything in yourself. You’ll want to know how any additional rentals will impact the overall budget, 

so be sure to get a clear picture on what is included in the rental fee, and what you’ll have to add on 

yourself.

Does the venue own its own sound equipment and speakers, or will that need to be rented?

Is any furniture (tables, chairs, bars) included in the rental fee?

Is a dancefloor included or does it need to be rented?

If furniture and/or dancefloor is included, who is responsible for setting it up?

Yes No
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As one of the biggest budget items, food and beverage will require many discussions. If the venue has 

a dedicated, in-house catering option, be sure to ask for a price range per guest so you can compare 

to other options that will allow you to bring in your own caterer. You’ll also want to make sure the 

in-house catering team can match your requests for your wedding meal. As this is a primary budget 

category, you’ll also want to know about any limitations you’ll face regarding trying to cut back, such 

as: providing your own alcohol, being able to return unopened bottles and personalizing your menu.

Are there any alcohol restrictions?

Where does the caterer usually set up?

Is there an in-house caterer?

Do we have to use your caterer? If not, is there a limitation on which outside caterers we can use?

 

What is your pricing for alcohol?

Will you allow us to bring our own liquor?

If we bring our own liquor, is there a corkage fee? 

Do you have a food and beverage minimum? What happens if I don’t meet it? 

Can I get the room rental fee waived if I increase the food and beverage order?

Are there any delivery charges? Can I have deliveries made directly to the venue?

Is there a cake cutting fee?

How much are vendor meals?

Do you have a kitchen a caterer can use, or will they have to bring in their own equipment?

Yes No

Yes No

Yes No
Yes No

Yes No

Yes No

Yes No
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How many bartenders will you provide for my group?

What happens to half-drunk bottles at the end of the evening?

Can you accommodate dietary restrictions? (Vegetarian, Kosher, Vegan, Gluten Free, Allergies, etc.) 

Is dinnerware (china, glassware, flatware, linens, napkin rings, chargers, etc.) provided? Are there 

different options? Can I rent my own? 

Can we do a food tasting prior to finalizing our menu? If so, is there an additional cost?

How flexible is menu selection? Would you accept a recipe I provided?
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Wedding planning is often a very personal journey. If you don’t plan on having a dedicated wedding 

planner to help you through the entire process, you’ll want to make sure you understand how the 

venue coordinator will act on your behalf. Will they create timelines, coordinate with the vendors, 

welcome and direct guests, deal with any situations that arise on the wedding day, etc.? Will the 

coordinator you work with in the planning process personally be there on the wedding day? Often, 

venue coordinators will assist in the beginning stages by offering a list of suggested vendors, then 

will touch base again about a month before the wedding to make sure all the details have been 

completed. Most venue coordinators will be there on the wedding day from the start, but a different 

coordinator will take over midway and close the wedding day. You’ll want to know who the additional 

coordinators are, and depending on your comfort level and trust with the venue, you may also want to 

meet the additional coordinators before the wedding.

Who will be my point person before the wedding? 

Who will be the point person on the day of the wedding? Will they be there the entire day?
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