Standard Operating Procedure (SOP): Venue Booking
and Logistical Arrangements

This SOP details the process for venue booking and logistical arrangements, covering site selection, availability
confirmation, contract negotiation, and booking confirmation. It also includes coordinating transportation, equipment
setup, catering services, and accommodation if required. The objective is to ensure smooth event execution by managing
venue logistics efficiently and avoiding conflicts or last-minute challenges.

1. Purpose

To ensure effective and efficient booking of venues and management of all related logistical elements necessary for
successful event execution.

2. Scope

This SOP applies to all staff responsible for organizing events that require external or internal venue booking and related
logistical arrangements.

3. Responsibilities

¢ Event Coordinator/Organizer: Oversees the venue booking and logistics process.
¢ Finance: Reviews and approves venue contracts and payments.
e Admin Support: Assists with documentation, communication, and follow-up.

4. Procedure

1. Site Selection
o Identify event requirements: date, number of attendees, location, budget, facilities needed (AV, Wi-Fi,
etc.).
o Shortlist suitable venues based on criteria.
o Conduct site visits if necessary.
2. Availability Confirmation
o Contact shortlisted venues to check availability for preferred dates.
o Request venue rates, booking policies, and terms & conditions.
3. Contract Negotiation
o Review proposals and negotiate rates, inclusions, penalties, and required amenities.
o Consult with finance for budget approval.
4. Booking Confirmation
o Confirm venue selection and secure the booking in writing.
o Sign contract, process payment/deposit.
o Obtain booking confirmation from venue.
5. Logistical Arrangements
o Arrange transportation for attendees and VIP guests as required.
o Coordinate with venue regarding equipment (audio-visual, IT, etc.) setup and test prior to the event.
o Confirm catering requirements and communicate menus, dietary restrictions, serving times.
o Ifrequired, arrange accommodation for guests or staff, and share details accordingly.
6. Final Checks and Follow-up
o Share finalized itinerary with all relevant stakeholders.
o Conduct a final walkthrough/checklist review prior to the event.
o Confirm all logistical arrangements with suppliers and service providers.

5. Documentation

Venue selection matrix

Venue booking form/contract

Logistics checklist

Transportation and accommodation rosters
Catering order forms/confirmations

Final event schedule



6. Review and Updates

This SOP should be reviewed annually or after each major event to incorporate lessons learned and process
improvements.
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