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Venue Criteria Checklist template
[bookmark: _Hlk102487320]This Venue Criteria Checklist template is suitable for use by non-council Crown land managers (CLMs) and has been created to assist CLMs manage and plan for events held on a Crown reserve. The template is recommended to be used to plan one-off events and can be edited and adapted to suit a range of events held on Crown reserves.
Events and other activities on reserves managed by other parties (e.g user groups or individuals hiring a site at a reserve) require a separate lease or license agreement. Refer to the Leases and licenses section for more information https://reservemanager.crownland.nsw.gov.au/using-crown-reserves/leases-and-licences2. 
If you noted any risks during your event that are ongoing please record the risks using the Risk Register accessible via the Reserve Portal.
Further information is available on the Crownland Reserve Manager website https://reservemanager.crownland.nsw.gov.au/


Venue Criteria Checklist template
NAME OF RESERVE						CLM CONTACT
NAME OF EVENT						EVENT CONTACT
DATE								EMERGENCY CONTACT

	Feature
	Your requirements

	Location: proximity to your organisation, the city centre, public transport or the airport








	

	Number of rooms 






	

	Size of rooms





	

	Capacity of rooms




	

	Stage size


	

	Separate rooms, spaces and shelters in case of wet weather
	

	Flat land for the stage, seating, marquees, etc.
	

	Sporting facilities 
	

	Exclusive use or shared use
	

	Parking
	

	Chairs and tables
	

	Change rooms, indoor toilets, outdoor toilets, wheelchair accessible toilets 
	

	Cooking facilities (e.g. urn, microwave, stove, barbecues)
	

	Bar facilities and liquor licence
	

	Presentation and media facilities (e.g. data projectors, video screens, computers, sound system, public address systems, raised platforms, microphones, phones)
	

	Acoustics
	

	Special lighting
	

	Marquees, tents, shade
	

	Purpose-built equipment
	

	Public liability insurance
	

	Council clearance for late-night functions
	

	Other permits required
	

	Security staff
	

	IT and tech support staff
	

	Cooks
	

	Waiters
	

	Ticket-takers
	

	First aid facilities
	

	Cleaners
	

	Other staff
	

	Add rows
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