SOP: Transportation, Delivery Logistics, and Event
Setup Instructions

This SOP details comprehensive guidelines for transportation, delivery logistics, and event setup instructions,
covering the coordination of vehicle routing, scheduling deliveries, managing loading and unloading processes, ensuring
timely and accurate delivery of materials, and establishing efficient event setup protocols. The objective is to streamline
operations, minimize delays, and guarantee a seamless transition from transportation to event readiness while
maintaining safety and quality standards.

1. Purpose

To provide standardized procedures for transportation, delivery logistics, and event setup to ensure efficiency, safety,
timeliness, and quality in all stages of event preparation and execution.

2. Scope

This SOP applies to all personnel involved in planning, coordinating, and executing transportation, delivery, and setup for
events, including internal teams and third-party vendors.

3. Responsibilities

Logistics Coordinator: Oversee overall process, communicate schedules, and resolve issues.
Drivers/Transportation Team: Adhere to routing schedules and transport materials safely.
Warehouse/Delivery Personnel: Handle loading, unloading, and inventory checks.

Event Setup Crew: Assemble, arrange, and prepare event materials as per plan.

Safety Officer: Ensure compliance with safety regulations and address hazards.

4. Procedure

1. Planning & Scheduling
o Confirm event details: location, date, time, and setup requirements.
o Create a transportation and delivery schedule, allocating appropriate vehicles and resources.
o Coordinate with vendors and service providers for punctual deliveries.
2. Vehicle Routing
o Identify optimal routing using mapping technologies to minimize travel time and avoid congestion.
o Assign clearly marked vehicles equipped with necessary documentation and permits.
o Communicate routes and schedules to all drivers in advance.
3. Loading and Unloading Procedures
o Check inventory using standardized packing lists before loading.
o Ensure all items are securely packed and labeled for easy identification.
o Use appropriate equipment (e.g., dollies, forklifts) and follow lifting safety protocols.
o Supervise unloading and verify inventory at the destination site.
4. Delivery & Material Management
o Confirm delivery windows and access instructions with venue contacts.
o Record any discrepancies or damages during transport/delivery and report immediately.
o Secure sensitive or high-value items upon arrival until event setup begins.
5. Event Setup
o Review setup diagrams and assign roles to setup crew.
o Coordinate placement and assembly of all materials according to event plan.
o Testand inspect equipment (AV, lighting, etc.) prior to event start.
o Maintain pathways clear and comply with all safety regulations.
6. Post-Event Teardown & Reverse Logistics
o Disassemble and repack all items, updating inventory lists as needed.
o Ensure all waste and materials are removed from venue per agreement.
o Arrange transport for equipment and materials to storage or next destination.
o Debrief team and report any incidents or process improvements.

5. Safety & Quality Standards

e Use PPE and follow OSHA/compliance guidelines throughout all loading, unloading, and setup processes.



¢ Inspect vehicles and equipment before use to ensure safety and operational readiness.
¢ Document and immediately address any injuries, damages, or safety concerns.

6. Documentation & Records

e Maintain detailed delivery schedules, packing lists, and inventory documentation.
e Archive photos and setup diagrams for reference.
e Record incident reports, near-misses, and improvement notes for continuous process development.

7. Contact Information

Role Name Contact
Logistics Coordinator [Name] [Phone/Email]
On-Site Supervisor [Name] [Phone/Email]
Safety Officer [Name] [Phone/Email]

8. Revision History

Date Author Description

[YYYY-MM-DD] [Author Name] Initial SOP creation
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