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2011 TAWP Bridal Expo



TAWP’s Guide to:
Choosing your Ceremony and 
Wedding Reception Venue(s)



Overview

1. Venues in the area
2. Questions to ask yourself
3. Researching tools and tips
4. Questions venues will ask you
5. Questions you should ask the venue
6. Onsite visit checklist
7. Room set up tips



List of TAWP Venues

• Golden Eagle Country Club
• Governors Club
• Southwood House
• Tallahassee/Leon County Civic Center
• The Retreat at Bradley’s Pond 
• The University Center Club
• Woman’s Club of Tallahassee



TAWP Venues

Golden Eagle Country Club

GovernorsClub
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TAWP Venues

The Retreat at Bradley’s Pond The University Center Club

Woman’s Club of 
Tallahassee



Before Researching Venues, Ask 
Yourself…

• What is my Budget?
– Ceremony site fee- .05% of budget

– Reception site fee- 5% of budget

• What date or time of the year am I planning to 
have my wedding?

• How many guests will I invite?
• Do I want my ceremony and reception at the 

same or different locations?



Before Researching Venues, Ask 
Yourself…

• Do you prefer a Full-Service Venue?
**A Full-Service Venue will take care of every detail relating to your 

ceremony and reception.  Experts will provide you with a detailed list of 
options and help you design your wedding arrangements in the style of the 
venue.

Southwood House Retreat at Bradley’s Pond



Before Researching Venues, Ask 
Yourself…

• Do you prefer to work with Independent Vendors?
**An independent venueis a facility you rent, set up 

and decorate to your desire.  It also gives you the ability to 
independently choose your : caterer, menu, linens, dishes, 
centerpieces, flowers, officiant, etc. Choosing independent 
vendors provides the opportunity to hand selecting each 
aspect to create your ideal wedding. 
Important note: Most Independent vendors want to make 
certain that you have secured a venue and a date before 
writing a contract.



Researching Tips

• Keep in mind the number of guests you are anticipating and account for 
any special needs guests.

• When looking at your floor space, remember tables, chairs, bars, buffets, 
etc all take up space.

• Ask if it is possible to move or remove certain items in the room to create 
an astatically pleasing space.

• Enquire about possible noise restrictions or music deadlines.
• Ensure there is a clear paths to and from the kitchen.
• Check for fire marshal rules and regulations, required permits and 

insurance.

• Visit www.tawp.orgfor a listing of venues



Questions Potential Venues Will Ask 
You

• What date and time are you considering?
• Do you have an idea of a tentative timeline for 

your day?
• How many guests are 

you anticipating?
• What items do you 

plan on bringing to 
the facility for 
(décor, music, 
entertainment)?

Southwood House



Questions Potential Venues Will Ask 
You

• How do you envision the room 
layout?

• Do you require any additional 
space requirements?

• Are there any food and beverage 
requirements? (this may depend 
on the venue)

• Will you be requesting a 
rehearsal?

• Are there any additional request 
or needs?

Woman’s Club of Tallahassee



Questions That You As the Potential Client 
Should ask the Venue

• What are the room rental fees?  Do they include set-up, 
rehearsal, wedding day set-up, and break down?

• How are the taxes and service charge broken down?
• Can we have both the wedding and reception here?
• How many hours can we have the facility?
• How is the rehearsal handled?
• Is there an additional rehearsal fee?
• Do you offer package deals for rehearsal dinner, wedding 

and reception?



Questions That You As the Potential Client 
Should ask the Venue

• If an outside wedding venue, is there a plan B 
for inclement weather?  If so, is there an 
additional fee?

• Can we use any licensed caterer or do you have 
an exclusive caterer?

• Can we use any florist?

• Can we use any wedding cake baker?

• Can we have a band or DJ? Are we responsible 
for paying them?

• Is alcohol permitted and if so, do you supply a 
bartender to serve?

• Any special provisions for a cash bar?
Governors Club

Southwood House



Questions That You As the Potential Client 
Should ask the Venue

• Room Set Up:
– Are tables and chairs provided? 

Labor set up fees?
– What is the legal room capacity 

of the specific rooms we are 
considering?

– How are the acoustics in the 
room?

– Is there in-house sound/music, 
lighting, audiovisual? Retreat at Bradley’s Pond



Questions That You As the Potential Client 
Should ask the Venue

• Are there additional Sound System fees?
• Are there ample restroom facilities?
• Is there on-site ample parking and/or additional parking fees?
• What are your Security requirements and are there additional fees?  Who 

is responsible for these fees?
• Do you require special event insurance?
• Will someone be on-site or readily accessible the day of my special 

event?
• Is your venue handicap accessible?
• Could anyone else be holding an event in your facility at the same time?
• What insurance coverage do you  have and will suppliers need 

additional insurance?



On-Site Visit Checklist

� Called and scheduled an appointment 
beforehand.

� Ensured cleanliness of food and 
beverage facilities.

� Check both restrooms
� Spot checked the dishes, glassware etc..
� Viewed a sample of table linens.
� Requested a sample proposal.
� Ask about tentative hold options (if you 

really like the venue).
� Employees are professional and interact 

well with one another.

Golden Eagle Country Club



Room Set-Up Tips

• Cocktail Reception
– Allow 8 square feet per person.  

Have seating to accommodate a 
maximum of 1/3 of the guests 
plus elderly/handicapped guests

– Example:  150 people x 8 square 
feet= 1,200 square feet

– 1/3 of guests=150 people

• Cocktails with Food 
Stations
– 12 to 15 square feet per person

Governor’s Club



Room Set-Up Tips

• Seated Dinner
– 20 square feet per person

• Dinner Tables
– 72” table: 10-12 ppl w/132” floor 

length tablecloth 

– 60” table:  8-10 ppl w/120” floor 
length tablecloth

– 54” table: 6-8 ppl w/114” floor 
length tablecloth

– 48” table:  4-6 ppl w/108” floor 
length tablecloth

– 36” table:  4 ppl w/96” floor 
length tablecloth

Golden Eagle Country Club

University Center Club 



Room Set-Up Tips

• Buffet Setups
– Request double-sided 

buffet stations for better 
guest service

Retreat at Bradley’s Pond

Woman’s Club of Tallahassee



Room Set-Up Tips
• Bars

– 1 bar for every 40-50 guests

• Dance Floor
– 3 square feet per person 

• Musicians
– 20 square feet per instrument

• Tents
– 20 square feet of floor space per person

• Restroom Facilities
– 1 restroom for every 75 guests
– Check fire marshal rules and regulations

Governors Club



Thank you!

Are there any questions?

University Center Club 
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