
SOP Template: Event Setup and Logistical
Arrangements
This SOP details the event setup and logistical arrangements, covering site preparation, equipment and material
management, vendor coordination, transportation and parking logistics, installation of signage and decorations, audio-
visual and technical setup, safety and accessibility considerations, scheduling and timeline management, and post-event
teardown and cleanup. The goal is to ensure a smooth and efficient event execution by organizing all logistical elements
systematically and minimizing potential disruptions.

1. Purpose
To provide clear instructions for efficiently organizing event setup and logistics, ensuring seamless implementation and
supporting event objectives.

2. Scope
Applies to all staff, vendors, and coordinators involved in event setup, execution, and teardown.

3. Responsibilities
Event Manager: Oversee and coordinate all logistics and setup activities.
Logistics Team: Execute assigned tasks for setup, vendor management, and logistics.
Vendors/Suppliers: Deliver and setup contracted goods and services.
AV/Technical Crew: Setup all audio-visual and technical equipment.
Clean-up Crew: Manage post-event teardown and venue cleanliness.

4. Procedure

4.1 Site Preparation

Inspect the venue to ensure suitability, availability, and compliance with event requirements.
Verify venue keys and access permissions for all relevant areas.
Coordinate with venue staff for utilities (power, water, internet) access.

4.2 Equipment and Material Management

Prepare a detailed inventory of all equipment and materials required.
Schedule delivery and confirm equipment functionality upon arrival.
Assign secure storage areas for materials not immediately needed or in use.

4.3 Vendor Coordination

Confirm vendor arrangements, delivery schedules, and on-site requirements.
Assign specific on-site contact points for vendor check-in and support.
Coordinate vendor access and oversee setup compliance with event needs.

4.4 Transportation and Parking Logistics

Arrange transportation of materials, equipment, and staff to and from the venue.
Designate loading/unloading zones and coordinate with security or venue staff.
Reserve or clearly communicate parking areas for guests, staff, and vendors.



4.5 Signage and Decoration Installation

Design and print all necessary signage (directional, safety, event branding, etc.).
Assign team members to install signs at key locations and verify visibility.
Set up decorations in accordance with theme and safety guidelines.

4.6 Audio-Visual and Technical Setup

Install AV equipment according to the event's technical plan.
Test sound, lighting, video, internet, and presentation equipment before the event starts.
Have technical support on standby during the event for troubleshooting.

4.7 Safety and Accessibility Considerations

Ensure clear emergency exits, fire safety compliance, and adequate signage.
Check ADA (Americans with Disabilities Act) accessibility where applicable.
Review and communicate safety protocols to all staff and vendors.

4.8 Scheduling and Timeline Management

Develop detailed event setup, execution, and teardown timelines.
Assign task owners and communicate milestones at each stage.
Monitor progress; adjust schedules in real time as needed.

4.9 Post-Event Teardown and Cleanup

Remove all decorations, signage, and equipment as per the schedule.
Ensure vendors pick up their equipment and confirm return of all rented items.
Clean the venue to meet or exceed the initial standard and secure signoff from the venue manager.

5. Documentation
Maintain checklists for each logistical area.
Keep records of incident reports, vendor contact information, and delivery receipts.
Conduct a post-event review and document recommendations for improvement.

6. Review and Updates
Review this SOP annually or after major events and update as necessary to address any process gaps or improvements.
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