Standard Operating Procedure (SOP)

Event Planning and Timeline Creation

This SOP details the process of event planning and timeline creation, encompassing initial concept development,
task delegation, scheduling milestones, resource allocation, budget management, vendor coordination, and contingency
planning. The aim is to ensure efficient organization, timely execution, and successful delivery of events by maintaining a
clear, structured timeline that guides all stakeholders from inception to completion.

1. Purpose

To provide a step-by-step process for planning events and developing comprehensive, actionable timelines to ensure
event success.

2. Scope

¢ Applicable to all staff and teams involved in event planning and execution.
e Covers events of all sizes and types.

3. Responsibilities

¢ Event Manager: Oversees planning, timeline creation, and execution.

¢ Team Members: Execute assigned tasks and report progress.

¢ Vendors/Partners: Fulfill contracted services as per agreed schedule.

¢ Stakeholders: Provide necessary approvals, feedback, or support as outlined.

4. Procedure

1. Initiate Event Planning
o Define event objectives, target audience, and desired outcomes.
o Determine event scope, date(s), and location (virtual, in-person, hybrid).
o Establish overall budget and obtain stakeholder approval.
2. Concept Development
o Create event theme and key messaging.
o Qutline potential activities, agenda, and speakers/participants.
3. Task Breakdown & Delegation
o List all tasks required for event execution (see sample table below).
o Assign responsible staff/team for each task.
4. Timeline Creation
o Identify and record key milestones and deadlines (e.g., invitations, bookings, rehearsals).
o Use project management tools (e.g., Gantt charts, spreadsheets) to visualize timeline.
5. Resource Allocation
o Allocate budget, materials, and personnel as per task requirements.
o Ensure resource availability is tracked and updated.
6. Vendor & Partner Coordination
o Identify, vet, and contract vendors for catering, AV, logistics, etc.
o Schedule and document vendor deliverables and deadlines in the timeline.
7. Contingency Planning
o Identify potential risks and critical failure points.
o Prepare backup plans for key resources, venues, and vendors.
8. Monitoring & Review



o Hold regular check-in meetings to track progress against the timeline.

o Update tasks/milestones as necessary, communicate adjustments to all stakeholders.
9. Event Execution & Debrief

o Conduct the event as per the finalized timeline and plan.

o Collect feedback, document lessons learned, and archive materials for future reference.

5. Sample Task & Timeline Table

Task Owner Start Date End Date Status Notes

g;ggﬁvz\éem Event Manager $824'06' $g24'06' Completed

Secure venue Logistics Lead ?g24'06' 3824'06' :grogress Backup venue option identified
Send invitations Comms Team 3324'06' 3224'06' Pending ;—Spmrzl\ile drafted, awaiting
Confirm catering \C/igcrj'gi;ator ?224'06' 3224'06' Pending Menu options reviewed

6. Documentation

¢ Maintain up-to-date project and timeline documents in shared folders or planning software.
¢ Archive post-event summary and feedback for reference.

7. Review and Update

¢ This SOP should be reviewed annually or after each major event to capture improvements.
¢ All edits require managerial approval.
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