SOP Template: Event Timeline and Milestone
Scheduling

This SOP details the process for event timeline and milestone scheduling, including defining key event phases,
setting realistic deadlines, coordinating with stakeholders, monitoring progress, and adjusting schedules as needed. The
purpose is to ensure timely completion of event tasks, facilitate effective communication, and achieve successful event
execution through structured planning and milestone tracking.

1. Purpose

To establish a structured approach for planning, scheduling, tracking, and managing event timelines and milestones,
ensuring organized execution and timely task completion.

2. Scope

This SOP applies to all team members involved in event management, including project leads, coordinators, and key
stakeholders.

3. Responsibilities

¢ Event Manager: Leads the scheduling process and oversees milestone tracking.
¢ Project Team: Provides input on timelines and delivers assigned tasks on schedule.
o Stakeholders: Participate in approvals and provide timely feedback.

4. Procedure

—_

. Define Key Event Phases
o Identify all major phases of the event (e.g., Planning, Promotion, Execution, Wrap-up).
2. Break Down Phases into Tasks and Milestones
o Listall critical tasks and deliverables under each phase.
o Set clear, measurable milestones to monitor progress.
3. Set Realistic Deadlines
o Assign start/end dates based on resource availability, dependencies, and event date.
4. Coordinate with Stakeholders
o Communicate timelines to all involved parties.
o Gather feedback and make collaborative adjustments as necessary.
5. Monitor Progress
o Review milestones and deadlines regularly through checkpoints or meetings.
o Document updates and identify any variances from the schedule.
. Adjust Schedules as Needed
o Ifdelays orissues arise, update the timeline and communicate changes promptly.
o Reassess resource allocation and milestone feasibility continuously.

»

5. Event Timeline & Milestone Table (Example)

Phase Milestone Responsible Start Date Deadline Status
Planning Venue Booked Logistics Lead 2024-07-01 2024-07-07 Pending
Promotion Marketing Materials Finalized Marketing Team 2024-07-08 2024-07-15 Pending
Execution Event Day All Teams 2024-08-01 2024-08-01 Upcoming
Wrap-up Feedback Collected Project Lead 2024-08-02 2024-08-05 Upcoming

6. Documentation and Communication

e Keep all timeline documents updated and accessible to the team (shared drive or project management tools).
e Send regular reports on progress and milestone achievements to stakeholders.



e Document any schedule changes, reasons, and agreed resolutions.

7. Revision History

Date Version Description of Change Author

2024-06-15 1.0 Initial SOP release Event Team
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