SOP Template: Post-event Cleanup, Waste Disposal,
and Equipment Return

This SOP details the post-event cleanup, waste disposal, and equipment return procedures, ensuring efficient site
restoration, proper segregation and disposal of waste materials, and timely return of all equipment used during the event.
It aims to maintain environmental standards, prevent contamination, and promote accountability and organization for future
events.

1. Responsibilities

¢ Event Coordinator: Oversees entire process, assigns team leads, and liaises with vendors.
e Cleanup Crew: Executes cleanup procedures, segregates and disposes of waste.
e Equipment Manager: Tracks and oversees equipment packing and return.

2. Post-event Cleanup Procedures

Conduct a site walkthrough to assess cleanup requirements and assign specific zones to teams.
Remove decorations, event materials, and signage.

Collect all trash and recyclables in provided bags and bins.

Remove spills and sweep/vacuum floors as required.

Wipe down surfaces, tables, and equipment before packing.

Ensure restroom and common area cleanliness.
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3. Waste Disposal Process

1. Segregate waste as follows:
o General Waste: Non-recyclables and contaminated materials.
o Recyclables: Paper, plastics, metals, glass, as per local guidelines.
o Hazardous Waste: Chemicals, batteries, electronic waste-handle according to safety protocols.

2. Transport bags to designated collection points or dumpsters.
3. Record quantities and types of waste disposed for environmental reporting.
4. Confirm waste removal with facility management or contracted haulers.

4. Equipment Return Procedures

1. Inventory all equipment used at event using a checklist (see sample below).
2. Inspect equipment for damage or missing parts; note discrepancies.

3. Pack equipment in original containers or cases for safe transport.

4. Complete sign-off sheet upon return of equipment to storage or rental vendor.

Quantity Quantity Damages/Missing Return Receiver's

Equipment Issued Returned ltems Date Signature

Wireless 4
Microphones

Extension Cords 8

5. Documentation and Reporting
1. Submit completed waste and equipment logs to Event Coordinator within 24 hours.

2. Report any incidents, damages, or hazardous waste disposal separately.
3. Review SOP compliance with team for improvements in future events.

Note: Ensure all staff handling hazardous or specialized waste are trained and equipped with proper PPE.

6. Approval and Revision
Version Date Prepared By Approved By Next Review
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