
SOP Template: Venue Booking and Logistics
Coordination
This SOP details the process for venue booking and logistics coordination, covering venue selection criteria,
booking procedures, vendor and supplier management, schedule planning, transportation arrangements, equipment setup
and teardown, on-site coordination, and contingency planning. The goal is to ensure seamless event execution by
efficiently managing all logistical aspects and communication among stakeholders.

1. Venue Selection Criteria
Identify event requirements (capacity, location, accessibility, facilities, technical needs).
Evaluate potential venues for availability, cost, amenities, and compliance with safety regulations.
Shortlist venues that best meet event objectives and attendee needs.

2. Booking Procedures
1. Contact selected venues to confirm availability and request quotations.
2. Conduct site visits (physical or virtual) as needed.
3. Negotiate terms and conditions (cancellation policies, payment terms, inclusions/exclusions).
4. Obtain management approval for selection and budget.
5. Sign contracts and make necessary deposits.
6. Obtain booking confirmation and relevant documentation.

3. Vendor and Supplier Management
Identify required vendors (catering, AV, furniture, security, cleaning, etc.).
Request quotations and assess credibility and service history.
Finalize vendors and sign agreements.
Coordinate delivery dates, setup/teardown times, and access instructions.

4. Schedule Planning
1. Create a master timeline of all logistical activities (deliveries, setup, rehearsal, event schedule, teardown).
2. Share timeline with all stakeholders and update regularly.
3. Assign point-of-contact for each key activity.

5. Transportation Arrangements
Arrange transportation for attendees, VIPs, and staff as required (shuttles, parking, signage).
Coordinate delivery logistics for equipment and supplies.
Communicate transportation details to all relevant parties.

6. Equipment Setup and Teardown
1. Prepare checklist of all equipment and materials (AV, signage, seating, displays, etc.).
2. Supervise setup according to the layout plan; perform equipment checks.
3. Designate responsible teams for teardown and post-event inspection.

7. On-site Coordination
Assign roles and responsibilities (registration desk, technical support, logistics, etc.).
Conduct on-site briefing before event start.
Ensure clear communication via radio/mobile among the team.

8. Contingency Planning



1. Assess risks (weather, technical issues, no-show vendors, etc.).
2. Prepare contingency plans and assign backup vendors/resources.
3. Establish emergency contacts and communication protocol.

9. Documentation and Post-Event Review
Maintain records of all bookings, contracts, and invoices.
Collect feedback from stakeholders and attendees.
Conduct debrief meeting to identify lessons learned and improvement areas.
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