SOP Template: Guest Seating Arrangement and
Escorting Procedure

This SOP details the guest seating arrangement and escorting procedure, including the systematic allocation of seating
based on guest hierarchy and event requirements, clear guidelines for escorting guests to their designated seats, and ensuring
a smooth and respectful reception experience. The objective is to enhance guest comfort, maintain order during events, and
provide a professional and welcoming environment through efficient coordination and communication among event staff.

1. Purpose

To outline a standardized procedure for guest seating arrangements and escorting guests to their assigned seats during events,
ensuring professionalism, orderliness, and guest satisfaction.

2. Scope

This SOP applies to all event staff involved in planning, managing, and executing guest seating and escorting activities at
organizational events.

3. Responsibilities

Event Coordinator: Oversees seating arrangements and staff assignments.
Reception Staff: Greets guests and verifies their invitations or registrations.
Ushers/Escorts: Guides guests to their designated seats.

Floor Manager: Monitors seating and manages on-the-spot adjustments as needed.

4. Procedure

1. Pre-Event Preparation:
o Prepare guest list with classification based on hierarchy (VIPs, special guests, general attendees).
o Develop seating plan according to event requirements, guest hierarchy, and table configurations.
o Create and print seating charts, place cards, and assign ushering staff to specific event zones.
o Brief staff on seating arrangements, hierarchy protocols, and escorting etiquettes.
2. Guest Arrival and Verification:
o Reception staff welcomes and verifies each guest against the guest list.
o Hand over place cards or provide seat numbers to guests if required.
3. Escorting Procedure:
o Designated ushers greet guests after check-in and offer assistance to their seats.
o Escort VIPs and special guests personally, following the established protocol for precedence.
o Guide general attendees to their respective zones or tables as per the seating chart.
4. Seating:
o Ensure guests are seated according to the prepared arrangement with minimal waiting time.
o Assist with special requirements (e.g., accessibility, dietary needs) as needed.
5. Ongoing Coordination:
o Floor Manager monitors seating and flow, handling unexpected arrivals or late changes swiftly.
o Maintain clear communication among staff via radios or messaging systems.

5. Post-Event

¢ Review the effectiveness of the seating and escorting process in a post-event debriefing.
¢ Note any challenges or suggestions for improvement for future events.

6. References

¢ Event program and schematic.
¢ Internal event protocol guidelines.
e Accessibility and safety regulations.
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