SOP: Venue Layout Planning and Floor Plan Setup

This SOP details the process of venue layout planning and floor plan setup, encompassing site analysis, space
allocation, traffic flow design, seating arrangements, placement of equipment and amenities, compliance with safety
regulations, accessibility considerations, and coordination with event requirements. The goal is to create an efficient, safe,
and visually appealing environment that enhances attendee experience and supports event objectives.

1. Purpose

To outline a standardized procedure for planning venue layouts and setting up floor plans to ensure effective utilization of
space, compliance with safety standards, and optimization of attendee experience during events.

2. Scope

This procedure applies to all staff and vendors involved in event planning, venue setup, and floor plan design.

3. Responsibilities

Role Responsibilities

¢ Liaise with venue management and event stakeholders
¢ Oversee the layout design and floor plan setup

Event Planner/Coordinator . .
e Ensure requirements and compliance standards are met

¢ Provide venue specifications and access
Venue Manager e Ensure compliance with venue policies

¢ Execute the approved floor plan
Setup Crew ¢ Install equipment, furniture, signage, and amenities

4. Procedure

1. Site Analysis
o Conduct a walkthrough of the venue to assess dimensions, access points, facilities, utilities, and
constraints.
o Obtain or create scaled diagrams of the venue space.
2. Space Allocation
o Identify and allocate zones for key functions (e.g., main event, stages, registration, catering,
restrooms, storage).
o Map required space for each activity based on event type and attendance.
3. Traffic Flow Design
o Design clear routes for attendee entry, exit, and movement between areas.
o Avoid bottlenecks and ensure adequate signage for navigation.
4. Seating Arrangements
o Select seating layouts (theater, classroom, banquet, etc.) as per event requirements.
o Ensure sufficient spacing for comfort, emergency egress, and accessibility.
5. Placement of Equipment & Amenities
o Determine locations for AV equipment, lighting, staging, furniture, and special installations.
o Allocate spaces for amenities (e.g., water stations, charging areas, information desks).
6. Compliance with Safety Regulations
o Adhere to fire safety codes, emergency exits, and capacity limits.
o Submit floor plan for approval to relevant authorities, if required.
7. Accessibility Considerations
o Ensure all areas (seating, restrooms, stages, etc.) are accessible to persons with disabilities.
o Include ramps, accessible paths, and priority seating per regulations.
8. Coordination & Review
o Share draft floor plans with stakeholders for feedback.
o Revise and finalize the layout as needed.
9. Floor Plan Setup
o Distribute the final setup plan to all relevant teams/vendors.
o Supervise setup according to specifications and make adjustments as necessary.



o Perform a final walkthrough to ensure readiness and compliance.

5. Documentation

¢ Venue floor plan diagrams (with revision history if applicable)
e Compliance and approval documents
e Setup checklists and final site inspection reports

6. References

e |ocalfire safety and accessibility codes
¢ Venue policy and guidelines documents
e Stakeholder event requirements/briefs

7. Review & Update

This SOP should be reviewed after each event and updated annually or as required based on feedback and changes in
regulations or venue policies.
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