Checklist for Booking Venues for Mountain Goat Software Classes
Find out the dimensions of the room: ____________________
Find out how many people the room will comfortably hold: ________________
Find out the maximum people that the room will hold: _____________
Find out the room arrangement (preference is crescent rounds):________________________
Find out how many people per table and what the capacity of each table is – a good example: 5 people at an 8-person table (make sure that no one has their back to the front)
___________________________________________________________________________
Find out the number of people that we have to guarantee: ___________
Find out the cost of food per day (we do buffet breakfast, mid-morning refresh of coffee, lunch, afternoon snack, sodas throughout the day). We don’t need a separate room for serving food as long as they can set it up outside of the classroom for us.
___________________________________________________________________________
Confirm they can provide materials that Mike will need – projector, screen, flip chart and markers

