Hospitality Discovery Call Script Templates
Six hospitality discovery call scripts for events, venues, and group bookings, guiding a consultative first call from rapport and situation through needs, budget and dates, decision process, and next step.
Wedding or private event inquiry
When to use: Use it on the first call after someone enquires about their event.
When to use
A couple or host just enquired about holding their [event type] with you.
Script
Hi [first name], this is [your name] at [venue] -- congratulations, and thanks for thinking of us for your [event type]. Before I talk dates or numbers, I would love to hear a bit about what you are picturing. What matters most to you for the day?
That helps a lot. Tell me the practical side too -- roughly how many guests, whether you are set on a date or have some flexibility [date], and whether you need the space for the ceremony, the reception, or both?
And so I tailor this rather than send a generic pack, do you have a budget range in mind for the whole event? I ask early only so every option I show you is realistic and worth your time.
Last thing -- who else is part of the decision with you, and how are you hoping this moves from here? If it feels right, [next step], and I can hold a provisional date while you decide.
Corporate event and conference
When to use: Use it on the first call with a planner scoping a business event.
When to use
A planner from [company] is scoping a venue for a corporate event.
Script
Hi [first name], thanks for reaching out to [venue] -- this is [your name]. Before I send anything over, I would rather understand the event properly. What is the occasion, and what does a successful day look like for [company]?
Helpful, thank you. On the logistics, how many delegates are you expecting, do you need breakout rooms, catering, or overnight accommodation, and are your [dates] fixed or is there some room to move?
So I scope the right package, is there a per head or total budget you are working to for this? Knowing it up front means I only propose formats that fit, rather than something you have to rule out.
And practically, who signs off on the venue and the spend, and what is your timeline to confirm? If we look like a fit, [next step], and I will pencil in the space for you.
Group room block
When to use: Use it when someone needs a set of rooms for a group or occasion.
When to use
Someone needs a block of rooms at [hotel] for a group.
Script
Hi [first name], this is [your name] at [hotel]. Happy to help with rooms for your [group]. Before I check availability, tell me a little about the trip -- what is bringing everyone together, and what would make it easy for you?
Great. On the details, roughly how many rooms do you think you will need, across which [dates], and are people arriving and leaving together or spread over a few days?
So I quote the right rate, do you have a budget per room or a total you are trying to stay within, and does the group need anything beyond the rooms, like meeting space or breakfast?
And who is coordinating this with you, and when would you need the block confirmed? If it works, [next step], and I can hold a set of rooms on a courtesy basis while you gather names.
Venue tour follow-up
When to use: Use it a day or two after someone has toured the venue.
When to use
[first name] toured [venue] and you are following up on their [event type].
Script
Hi [first name], it is [your name] from [venue]. Lovely to show you around the other day -- no hard sell here, I just wanted to hear your honest take once you had time to picture your [event type] in the space.
So I can be useful rather than pushy, where are you in your thinking now? Is [venue] near the top of the list, and is there anything that gave you pause -- the layout, a date, or the cost?
On the numbers, has a budget become clearer since we spoke, and are your guest count and [date] firming up? I would rather work with real figures than guess and send you the wrong thing.
And who else needs to see it or sign off before you decide? Whatever it is, I would rather hear it than wonder. If you are leaning our way, [next step], and I will hold your date.
Catering and banquet inquiry
When to use: Use it on the first call about catering an event or occasion.
When to use
A host is enquiring about catering for their [occasion].
Script
Hi [first name], thanks for contacting [company] about catering your [occasion]. This is [your name]. Before I talk menus, I would like to understand the event -- what is the occasion, and what kind of experience do you want your guests to walk away with?
That shapes everything. On the practical side, what is your [headcount], is it a seated meal, a buffet, or canapes, and are there dietary needs or a style of food you have in mind?
So I build a menu that fits, what per head or overall budget are you working with? I ask early only so every option I suggest is realistic, not something you have to trim back later.
And is the date and venue locked in, and who else is deciding with you? If the fit feels right, [next step], and I will put together a tailored menu and quote for you.
Repeat or annual event client
When to use: Use it when a returning client is scoping another event with you.
When to use
A past client is planning their next [event type] with [venue].
Script
Hi [first name], it is [your name] at [venue]. Always good to hear from you -- I gather you are thinking about running the [event type] with us again. Before we dive in, how did last time land for you, and is there anything you would tweak?
That is really useful. For this one, are the numbers and format roughly the same, or is it growing, and do you have a [date] in mind or a window you are choosing between?
On budget, are we working to a similar figure as before, or has that shifted this year? Knowing early means I can protect the parts you loved and flag anything that has changed our end.
And is it still your call to confirm, or is there a committee or sponsor involved this time? If you are ready, [next step], and I will hold the date so it does not get booked out.
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