SOP Template: Venue Booking and Facilities
Arrangement Guidelines

This SOP details the venue booking and facilities arrangement guidelines, covering the procedures for selecting
appropriate venues, managing reservation timelines, coordinating with facility providers, arranging necessary equipment
and amenities, ensuring compliance with safety standards, and handling cancellations or modifications. The aim is to
streamline the booking process, optimize facility usage, and guarantee a smooth and successful event experience for all
stakeholders.

1. Purpose

To establish standardized procedures for booking venues and arranging facilities to ensure efficient, safe, and successful
events.

2. Scope

This SOP applies to all staff responsible for organizing events that require venue booking and facility arrangements.

3. Responsibilities

Event Organizer: Initiate venue booking, coordinate with facility providers, ensure all requirements are met, and
comply with SOP.

Administrative Staff: Assist with documentation, scheduling, and communication with venues and vendors.
Facilities Manager: Oversee facility setup, equipment provision, and adherence to safety standards.

Finance Team: Approve budgets and process payments.

4. Procedures

4.1 Venue Selection

Determine event requirements (capacity, layout, location, accessibility, budget).
Identify potential venues based on requirements.

Conduct site visits or virtual tours if necessary.

Evaluate and shortlist suitable venues.

Obtain necessary internal approvals.
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4.2 Booking and Reservation

1. Contact the selected venue to check availability.

2. Negotiate terms and finalize booking details (date, time, cost, included services).
3. Secure the reservation via written confirmation (contract/agreement).

4. Log booking details in the event management system.

4.3 Coordination with Facility Providers
1. List all required equipment, furniture, and amenities (e.g., AV, tables, chairs, Wi-Fi).
2. Schedule delivery, setup, and teardown times with providers and venue management.
3. Confirm all arrangements in writing.

4.4 Safety and Compliance
1. Review venue's safety policies (emergency exits, fire extinguishers, capacity limits).
2. Ensure accessibility compliance for persons with disabilities.
3. Obtain required permits or insurance, if necessary.
4. Conduct pre-event safety checks.

4.5 Modifications and Cancellations
1. Ifchanges or cancellations are needed, notify the venue and all providers as soon as possible.

2. Document all changes in writing and update the event management system.
3. Follow contractual terms regarding refunds, penalties, or rescheduling.

5. Documentation and Records



¢ Maintain records of all communications, contracts, booking confirmations, and facility arrangements for at least one
year post-event.
¢ Document safety checks and incidents (if any).

6. Review and Continuous Improvement

¢ Conduct post-event debriefs to assess venue suitability and facility arrangements.
¢ Gather stakeholder feedback and identify areas for process enhancement.
¢ Revise SOP as necessary based on lessons learned.

7. Contact Information
Role/Department Name/Contact Responsibilities
Event Organizer event@organization.com Primary point of contact for event planning and venue booking

Facilities Manager | facilities@organization.com | Facility setup, safety checks

Finance finance@organization.com Payments & budget approvals

8. Revision History

Version Date Description Author

1.0 2024-06-12 Initial SOP template release Admin Team
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